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How to … Manage Pupil Details 
In most cases, your pupils in Educater will be automatically synced with your MIS. If you are linked to your MIS, any 
changes to pupils other than assessment information must be made in your MIS and not in Educater. 
You need to have “full access” on your account to access the Admin Area. 

1. Hover the mouse of the down arrow in 
the top right-hand corner of the 
screen – next to your username. 

 
 

And click on  

 

2. Viewing Pupil Details 
 

To see a pupil’s details, from the menu 
on the right-hand side, click 

 
 
 
 
 
 
 
 
  

3. Search for a pupil in the top box 

 
 

The tabs on this page then show the 
pupil details, which have been synced 
with your MIS. If you need to make 
changes you must make them in your 
MIS. 

 
If you are not synced with an MIS, 
then you can update this information 

manually and click  . 
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4. Manually Updating a Pupils Official 
Assessment Data 

 
To update a pupil’s official data, for 
example EYFS or Key Stage 1 
outcomes, from the menu bar on the 
right-hand side click 

 
 
 
 
 
  

5. Use the Pupil Picker to click on 

 and select the pupil you 
wish to edit. 

 

 
 

Then click  . 

 

6. If you are synced with your MIS, do 
not amend any personal information 
about the pupil in the first section (i.e. 
pupil premium, SEN status etc). This 
must be done in your MIS. 

 
Scroll down to the assessment section 
and choose the correct judgement 
from the drop-down box. 

 

 
 

Then click  . 
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7. Bulk Updating Pupils 
 

If you are not synced with an MIS, you 
can update pupil’s details in bulk using 
the import/export feature. From the 
menu bar on the right-hand side, click 

. 

 

8. Use the Pupil Picker to select which 
pupils you wish to work with 

 
 

The scroll down and choose which 
attributes you wish to update 

 
 

And click . 

 

9. The exported spreadsheet can then be 
edited, save and imported into 
Educater. You can also use this as a 
template to add new pupils or new 
intakes. 

 
Click on Choose File at the bottom of 
the screen and locate the file you 
have saved 

 
 

Then click on Import Pupil and follow 
the prompts on the screen. 
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10. Uploading Summative Assessment 
Data 

 
If you have historic assessment data 
stored elsewhere, this can be 
imported into Educate using the 
Assessment Import/Export tool to 
save entering it manually. From the 
menu bar on the right-hand side, click 

. 

 

11. Use the Pupil Picker to select which 
pupils you wish to work with – it is 
best to work with one year-group at a 
time for this activity. 

 
 

Then scroll down and select the 
subjects you wish to use. 

 
 

No scroll down and select the year the 
pupils were for the data you want to 
upload. You need to do this one 
historic year at a time. 

 

Finally click . 

The spreadsheets can then be 
updated with your historic 
information. The data needs to be 
entered in a precise way, which is 
outlined at the top of the 
Impoprt/Export webpage. 
If you are unsure about this contact 
Customer Support. 
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12. The exported spreadsheet can then be 
edited, save and imported into 
Educater. 

 
Click on Choose File and locate the file 
you have saved. 

 
 

Then click on Import Pupil and follows 
the prompts on the screen. 

 

 


