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How to create staff logins

For staff who do not already have a Spellzone login.
Do not create multiple logins for the same member of staff.

1
Log into Spellzone.

2
Click 'Staff'.

3
Click 'Create teachers/administrators login(s)'.

For a small number of staff For multiple staff

)

Create the logins individually. 5
Click 'Upload a .csv file'.

6
Enter First name, Surname, Position,

Username, Password and Email. 6
Follow the simple instructions.

Select 'Teacher' or 'Administrator
from 'Type of Account' dropdown.

7
Press 'Save ' or Save and create another.

Note:
We recommend at least two Administrators per school. If unsure, make all staff administrators.

You can create multiple logins
in a few steps!

Teacher logins have full access to student logins and their results. They can also create other teacher and student logins.

Administrator logins have all the same features plus they can create other administrator logins,
manage the Spellzone account, invoices and have the facility to make payments.

For support email admin@spellzone.com



