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In order to edit supervisor details, please ensure that you have a Supervisor login 
with Administrative access. 

Staff Management 

1. Open your web browser (for example Internet Explorer) and then open the supervisor 
site located at http://planit.s-cool.co.uk/supervisor 

2.  Login into Plan-it using 
the details supplied by S-
Cool.  If you do not have 
access to the Supervisor 
site, please contact our 
Support desk. 

 

3. From the main menu 
select “Staff Management” 
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This will load the staff 
management screen, which 
contains a brief description 
of what this section allows 
you to do. 

 

4.  All staff members are 
displayed in a list below the 
search option, however the 
surname search will allow 
you to quickly locate their 
surname.    

5.  The results will appear 
beneath the search criteria. 

 

6.  You can change the 
supervisor’s administrative 
rights by clicking on the box 
provided. 

 

7.  To change the staff 
member’s details, click on 
either their first name or 
surname. 
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8.  The following page will 
allow you to edit 
supervisor’s details 
 
Please note that if you 
change the supervisors first 
name, surname or date of 
birth, it will change their log 
in details. 

 

9.  Once all your changes 
have been made select 
Save (if you wish to revert 
to the last saved state, click 
on cancel) 

 

10.  You will be asked to 
confirm your changes.  
Once you have confirmed 
this, you will be returned to 
the “Staff Management” 
page 

 

11.  To change the 
supervisor’s password, click 
on the field provided in the 
results box. 

 

12.  The following screen 
will allow you to either 
create a new password for 
the staff member, or 
alternatively generate a 
secondary password, a five 
digit randomly generated 
password. 
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13.  Once you have input 
the password click on save.  
It will return you to the “Staff 
Management” page. 

 

Once you have finished 
editing staff details, click on 
‘Home’ to return to the main 
menu 

 


