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1 Creating a New User 

This process is designed to allow a member of staff to add a new learner to the 
school whilst actually in the classroom using Plan-it. 

PLEASE NOTE – It is not intended that this process be used to add more than the 
occasional learner to the school.  Larger numbers of additions should be made 
through the School Support Team using the agreed data protocol. 

You will need: 

·  Access to the learner site; 
·  The learner to be present with you; 
·   YOUR Plan-it password 
 

To start, ask the learner to go to the learner website at www.s-cool.co.uk/planit  

 

Learner visits Plan-it as normal and 
clicks on ‘Find my Password’ . 

 

 

  

 

Forgotten password 

The learner is required to enter their 
first name, surname and date of birth. 

This data must exactly match the data 
provided to S-cool. E.g. Robert not 
Bob. 

This is to ensure that a duplicate 
learner is not created.  
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Can’t find you 

These first steps were to ensure that 
the learner is, in fact, new to the 
system. Once no matching learner is 
found the learner is invited to create a 
new account. 

 

  

 

Create new learner 

The learner is required to enter their 
details as if they were logging on for 
the first time. 

 

  

 

Create new learner 

The learner must enter and confirm 
their password. We strongly advise that 
they use their school network password 

Finally enter their ethnicity and gender 
and click ‘Next’  
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Create new learner 

 

The learner searches for the name of 
their school. 

 

 

When you find the right school click 
‘confirm ’. If your school is not 
displayed click on ‘search again ’ 

 

 

Choose your year group and then click 
‘OK’ 

 

  

 

Supervisor Checks and Confirms 

 

The Supervisor must check that the 
learner has put themselves in the 
correct school, year group and tutor 
group. 

 

Supervisor then confirms application by 
entering their own surname and 
password. 

 

  

 

Learner created 

The system will confirm that the New 
User has been created. 

Click ‘Continue ’ to return to Plan-it. 

 


