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Create new user function

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. Large numbers of new learners should be added 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 https://planit.s-cool.co.uk/learner

. plan-it

Learner login page

Learner accesses Plan-it using the Please login

normal web address but clicks on _

‘Forgot password?’. First name. Alex
Surname: Butler
Date of birth: Day ~ Month v Year -
Password: YT

By logging in. | agree that my data can be
stored and processed by S-cool.

@ Forgot password?

privacy policy
Forgotten password plan-it
The learner is required to enter their Forgotten password
first name, surname and date of
birth. To help us find your password, please type your name in the boxes below.
First name: Tom
This data must exactly match the )
Surname: Randow

data that would be provided to S-
cool from the school MIS. E.g. Date of birth: 1 = January - 1991 -
Robert not Bob.

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

The previous steps are to ensure
that the learner is, in fact, new to the
system. If no matching learner is
found they are able to create a new
account.

plan-it

can't find you

Please click here to create a new User accoun

privacy policy

New learner details

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

plan-it

New User Details

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

They select ethnicity and gender
from the drop-downs and click
‘Next’.

New User Details

Choose a Password:

First name: Tom
Surname: Randow
Date of birth: 1 - ,Januar).r * 1991 -
privacy policy
New learner password :
plan-it

Renter this Password: seesesssesse

Ethnicity:
Gender:

privacy policy

Any Other Ethnic Group -

Male -
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Learner’s school

The learner then searches for their
school by typing all, or part of the

name and then clicking on ‘Search’.

plan-it

Create New Learner

MNow search for your school

- type in all or part of your school name and press "Search’.

School Name: S-cool

privacy policy

Confirm school

A list of matching schools is
displayed. The learner selects the
correct school by clicking on the
name and then clicking on

plan-it

Create New Learner

Now search for your school

- type in all or part of your school name and press "Search’.

‘Confirm’.

School Name: S-cool

Select your school from the list.
Select S-cool Test School
Schoal: S-cool Test College

earc galn
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Learner confirms year and
Plan-it group

The learner selects their year group
and then sub-group (i.e. tutor group)
from the drop-down lists and then
clicks on ‘OK’.

plan-it

Create New Learner

MNow search for your schoal

- type in all or part of your school name and press "Search’.

School Mame: S-cool

Select your school from the list.

Select S-cool Test School
Schoaol: S-cool Test College

S-cool Test School:

elect Different Schoo

Select Year / Tutor Group

Year Group: Year 10 A
Plan-it Group: sD -
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Supervisor checks and
confirms

The Supervisor checks and then
confirms the details of the new user
are correct by entering their own
surname and password.

Click on ‘Confirm’ to create the new
user.

plan-it

Create New Learner

Tom Randow
01-January-1991
S-cool Test School

Year -10
Plan-it Group -5D

0 D3 and change aeftalls

Supervisor Confirmation

Please check the details above. If these details are correct for this Leamner,

enter your details below and press "Confirm’.

Supervisor Surmname:
Dagless

Supervisor Password:
SENBNBONERS

privacy policy

Learner created

The system will confirm that the new
user has been created.

Click ‘Continue’ to login as the new
user.

PLEASE NOTE - We recommend
that Supervisors creating new users
in this way inform the school
Administrator of all new accounts
that have been set up.

plan-it

User Created

The login details for this user are:

First name: Tom
Surname: Randow
Date of Birth: 1-January-1991

These details are to be used for subsequent logins.
Finally ...

Press "continue’ to start work

(STome
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M HOME Tom Randow logout pfan-it

Learner home page

Think about
subject

The new learner can now login and g R e - 23
access their own Plan-it account. R - chggeed
L

Supervisors assigned to the sub- o

group they are in will be able to 3 pla n—lt
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