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Checking (and editing a user’s 
email information)



Click on the ‘Administration’ link.

If this option is not available, you 
will have to ask the person who 
manages GCSE Prepper within 
your school to set you up as a 
‘Teacher Administrator’



Press ’Manage 
School Users’



1. Use the filter to 
find the student

3. Click on the pink 
tile to the right of 
the user that you 

would like to 
change

2. Check the email 
address of the user. If it is 

correct - then the user 
should be receiving 
emails from GCSE 

Prepper. Click here to find 
out how to proceed if 

they are not. Go to step 3 
if the email is incorrect

https://docs.google.com/presentation/u/0/d/1bC7Y-k66RutfrWv4CrDJp0nihBD4AgS4fbAHknZup3k/edit
https://docs.google.com/presentation/u/0/d/1bC7Y-k66RutfrWv4CrDJp0nihBD4AgS4fbAHknZup3k/edit
https://docs.google.com/presentation/u/0/d/1bC7Y-k66RutfrWv4CrDJp0nihBD4AgS4fbAHknZup3k/edit


Click on the ‘Edit 
user’ link



1. Enter the correct 
email address for 

this student

2. Press 
‘Save’



You will be taken 
back to the 

administration 
page

This message will 
appear on the 
top right of the 

page

An email will be sent to the email 
address you have just entered. 
The email address will ONLY be 
changed when the user clicks on 
the link in the email and supplies 

a password


