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Managing access to overview reports



Please note, the Master Admin is the only 
person who can edit the roles of other 

members of staff.

If you are not the Master Admin, you will 
need to ask them to make the required 

changes.



Click on the 
‘Administration’ link



Press ’Manage 
School Users’



Use the filter 
search box to find 
the name of the 

correct member of 
staff



1. Press the pink tile with 
the three dots to the 
right of the user you 

wish to change
2. Click ‘Edit User’



1. Click on the Subjects box 
and manage the subjects 

that the user can view. The 
default is that teachers 

cannot see these reports - 
but if you add one or more 
subjects, the user will see 
information on the classes 

studying them

2. Press ‘Save’


