
How to…Edit or Add a New User 
A staff list will be imported from your MIS. Depending on their role, Users can be given different access rights 
in your organisation. These can be changed at any time to give finer control over who has access to different 
aspects of Tiny Tracker. It is also possible to add additional users to Tiny Tracker. 
See: ‘Understanding User Permissions’. 
1. Add a New User or Edit a User 

 
To add a new User, select: 

 
 

Or 
 

From the dropdown menu select the 
User you wish to edit. 

 

 

2. Fill User Details     

 
On this screen you can: 

 1   
2 

 1. Add or change a User’s     
 Name, Email, Username and     
 Password.     
 2. Upload a photo or image     
 3. Set User permissions     
 4. Allocate Users as a Key     
 Worker or Worker for     

 children. 
5. Change their status in User 

  3  

 deactivation     

 6. Record any Attributes.   4  

 
To confirm changes select  

  5  

  6    

3. User Permissions 
 

See ‘Understanding…User 
Permissions’ for detailed information 
and recommended settings. 

 

 



4. Key Worker 
 
 

Select  
to open the Pupil Picker. 

 
From the Pupil Picker, select the children 
in their key group. 
The User’s details will be updated to 
include the number of children they are 
Key worker for: 

 
 

Note: Setting a User as a Key Worker will 
give them quick access to the children 
they work with on the Main Dashboard. 
This will save them time when recording 
Observations and Assessments. 

 
 
 

 

5. Worker for Children 
 

Select   to open the 
Pupil Picker. 

 
From the Pupil Picker, select all other 
children they work with. 
The User’s details will be updated to 
include the number of children they are 
Worker for: 

 
 

Note: Setting a User as a Worker will give 
them access to the children they work 
with on the Main Dashboard. This will 
save them time when recording 
Observations and Assessments. 

 
 
 

 

6. User Deactivation 
 

Account Active is the default setting 

 

 

7. Delete User 
 

Select  

Read the information carefully before 
selecting your action 

 

 
 



8. Block a User 
 

Select  

Read the information carefully 
before selecting your action. 

 
Note: to reinstate a User, 
un-check the box. 

 

 
9. User Attributes 

 
Scroll down to Attributes 
Select the appropriate Attributes 
for your employee from the 
options available. 

 
Note: Attributes are configured in 
Settings. See: Attributes 

 

 

10. Confirming User Details 
 

Select  

Select 

to confirm changes. 

 
 


