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How to ... Manage Pupil Details

1.

the top right-hand corner of the
screen — next to your username.

Logged in as Gareth Webb [Educater Training (GW) #] v

And click on
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Viewing Pupil Details

To see a pupil’s details, from the menu

on the right-hand side, click

Y Pupils

Shew Deleted Pupils In Search

Search For Pupil

Search for a pupil in the top box

Search For Pupil lm I

Boian, Claudiu (Year 1)
Gaida, Sebastian (Year 2)
Lin, Jian (Nursery 2)

| Maverick, Kristian (Year 4)

Morise, Tianna (Year 6)

Simons, Christian (Year 5)

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 SAVE
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Search For Pupil

In order to protect the health and wellbeing of both our schools and our
team, Educater will not be visiting schools In person during the Autumn
term. However we will, of course, keep this under review in line with
Government guidance.

We continue to offer full training packages and consultancy support to
schools and these can be purchased remotely at a cost of £99 per hour.

Shaw Deleted Pupils In Search

ystem Updates

AddNenPupil

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.
Hover the mouse of the down arrow in

LoRsed in 25 Gareth Webb [Educater Traiing (GW) 3]~

Y @, Personal Details

® Logout

W Orgoniseicn Dotsis

& Pupsimpon [ Export

B AsessmentInpod/ Expert

W Organisaton Detss

= Pupi Dotts

Last Name

Preferred Name
Date of Birth

Date of Admission

Gender
Deleted

Leaving Year

® Male(®) Female

Educater is a trading name of The Publishing Foundry Limited.



[ cater

Manually Updating a Pupils Official

Assessment Data e
To update a pupil’s official data, for
example EYFS or Key Stage 1 B s
outcomes, from the menu bar on the :
right-hand side click =n o T
%  Attribute Maintenance - .
Use the Pupil Picker to click on CRIET e
PupllE)™ and select the pupil you o
wish to edit. "
Year Group Class. Pupil(s) .
Select Year  Select Class Select Pupil r———
© Nusey2 @ 6~ Churchi 1
@ Reception @ 6- Gladstone — e:“
@ Year1 A Lol =
@ Year2 glrag‘w#r(h\\\, No v
@ Year3 Aaron, Chris :: :
@ Years Aaron, Liz =
@ Years Aaron, Sophie [ ad
O Year6 Ackton, Stephen No v
Adams, Laura = : wereonine (TR i
You have selected:
Pupil: Aaron, Liz
RESET SELECT RESET TO MIS
. SELECT
Then click
If you are synced with your MIS, do End of EYFS GLD Yes v
not amend any personal information | . .
about the pupil in the first section (i.e.
pupil premium, SEN status etc). This | 74 °fE/Fs scence ¥
must be done in your MIS. End of EYFS Reading 2 v
. End of EYFS Writing 2 v
Scroll down to the assessment section
and choose the correct judgement End of EYFS Numbers 2 ¥
from the drop-down box. End of EYFS Shape 3 v
End of KS1 Maths v
= = HNM e
e End of KS1 Reading v
ans. End of KS1 Writing v
End of KS1 Science v
Then click SAVE

Educater is a trading name of The Publishing Foundry Limited.
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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

& Pupil Import / Export

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

Year Group Pupil(s)

Select the puplls

Vear Group

Select Year

You have selected:

RESET

Nostudents or groups

Select attributes to export/import

on export

hid Lok

Englsh s A Second Language
eomicy

Gt and Toered

ncare

Note: When importing puplsthe atrbutes ticked must match those selected on export.

select the pupils

W

Organisaton Datais

Pup Detas

sttt Mamenance

=

o

Assessmentimport Export

R ... )

Organisaton Detas

Pupi Deais

8 Nursery 2
B Reception
Youhave selced
TS avere
B Year 1
B Year2
seectabures o exparvimpert —
B vear 3 s
Year 4 a M
Year 5 4premim
Year 6
ExportPupiFle r—
Select attributes to export/import Child Looked After
English As A Second Language
Ethnicity
Free School Meals
Gifted and Talented
In Care
Pupil Premium
Religion
SEN Status
And click EXPORT PUPILS
T I R N N A " T v N o T ®
9 The exported spreadsheet can then be 1 [PupilD_|MispersonUPN  FirstName LastName FullName Gender  DOB oA Vear Registratic Attendanc Contactil Contact 1 Contact1R Contactih Contact1A Contact1P |
. 2 1754953 2793 R8232001' Martin 6 - Churchi Martin 6- M 14/09/2006 00:00 01/09/2011 00:00 6 6- Gladstc 9 1755011 Mrs Vanes Step Mother 10Dane D CB39LP ¢
. . . 3 1754817 2468 YB202001( Chris Aaron Chris Aaro M 01/09/2005 00:00 01/09/2009 00:00 6 6- Churchi 94.87 1754860 Mrs M Aar Mother 07333 561 1 Ely Road CB24 60D
edited, save and im porte dinto 4 usen ssesimonicts Awen Lzduron 01/05/2005 0000 01/05/200900:00 6 5-Churchi 100 1754855 s M Aar Mother 07333 5611 ly Road C524 600
’ 5 1754847 2467 MB2020015ophie  Aaron  Sophie AarF 01/09/2005 00:00 01/09/2009 00:00 6 6- Gladstc 100 1754858 Mrs M Aar Mother 07333 561 1 Ely Road CB24 60D
. 6 1754841 3116 N8232999 Tamwar  Abdullah  Tamwar AIM 12/01/2009 00:00 01/09/2012 00:00 4 4Es. 1754899 Mr Usaf Al Father 3 Penrith CPE4 7FQ. 1
Educater. You can also use this as a 7 a7 2525 Jeanoiiuphen Ackon SphenAM  13/03/20060000 01/09/20100000 G- Gldsic 9917 1754866 Mr RicharcFther 85 Avbey 11 147 |
8 1754827 2881 K8232001: Laura Adams  Laura AdaiF 03/03/2007 00:00 01/09/2011 00:00 6 6- Gladstc 98.35 1754889 Mrs Katrin Mother 20 Poplar s MK41 8BL +
. o 1754840 2505 N8232001 MohammiAdasheii MohammeM  02/03/2006 0000 01/09/201000:00 6 6-Churchi 90,59 1754877 s an Mother 205 Chingi€asip
template to add new pupils or new 10 1756612 3009 p8232999 Rebecca Akeman Rebecto A 18/092007 0000 010920120000 5 588 1754891 0 Smons Father 239 The sy cozn 20 |
11 1754851 2801 782320011 Tarak Amnar  Tarak AmnM 05/02/2007 00:00 01/09/2011 00:00 6 6 - Gladstc 97.11 1754887 Mrs Adile s Mother 3 Andrews MK45 2EE
. T Isisis 256 MEN0IAfie  Awel  AficAwelM 140220060000 0090100600 6 6-Gladsic 9665 1754870 M RegniMother 25 Peoke COE2OE
intakes. 15 sy 2530082001 Amie Al AwieAmcE  14/0220060000 000100000 66 Chuchi 9587 1754875 M R Mothr 25 veske 2
14 1754834 2529 B8232001 Archie  Ansell Archie Ans M 14/02/2006 00:00 01/09/2010 00:00 6 6 - Gladstc 92.56 1754873 Mrs Regin: Mother 25 Peake (PE29JE
15 1754838 3088 D8232999 Irene Arkell Irene Arke F. 02/12/2007 00:00 01/09/2012 00:00 5 5BB 1754897 Mrs Maria Mother 7 Abercorr CB4 2UX
Te wsis 3023 Tenaisnve  Aston  SowaAP | 22/11/200700:00 010920120000 5580 1754893 Mrs Wi ether Sunhom Chkaa 3P4
17 1754854 2704 782320011 Gwenneth Astwick  Gwenneth F 21/02/2007 00:00 01/09/2010 00:00 6 6 - Gladstc 98.76 1754883 Mrs Clariss Mother 233 The RcCB24 67A
B . 18 1754830 2760 182320011 William  Astwick  Wills Astw M 02/03/2008 00:00 01/09/2011 00:00 5 588 1754885 Mrs Clariss Mother 233 The R(CB24 6ZA +
Click on Choose File at the bottom Of |1 s 9 sonisimn st smoasm 201220050000 c1/0920100000 o 6-Chuch 5535 175351 s win otr 1bighsuNNIO L,
20 1sass3 302 Ge2s2998Fiona  Goker FonaBoket  03/10/20070000 01/09/20120000 5588 175485 Mr Patick Foher 7l e 7ER |
e 21 1754810 2472 Q8202001 Lucy Barnes  Lucy BarncF 13/12/2005 00:00 01/09/2009 00:00 6 6 - Churchi 73.97 1754864 Mr David E Father 5 Linden R MK40 20D |
the screen and locate the file you 2 srsais 2460 6020 Tommy farmes  TommySan  1512/105 0000 OIS/ 20090000 6 5-Gadstc 89,5 115052 M D ater S inden M0 001
23 1754831 3119 W823299¢ Anthony  Barrett  Anthony B M 23/11/2008 00:00 01/09/2012 00:00 5 5BB 1754901 Mrs Jane E Mother 7 Peddars PE3ONQ |
h d 24 1754846 2606 F82320011David Barton  David BartM 15/02/2006 00:00 01/09/2010 00:00 6 6- Gladstc 99.15 1754879 Mrs Rose [ Mother 10 Dawlisk MK40 3BB |
ave save 35 usisie 257 vemacovlemy  Bara  JenyBe?  10/01/20080000 01/09/20100000 66 Chuch 9483 1754668 Mrs Fumaikiother L Sue MK 1A
26 1754950 3110 KB232999" Joseph  Bassett  Joseph Ba:M 07/05/2008 00:00 01/09/2012 00:00 5 50T 1755022 Mr Andrev Father 10 Cartme NN3 2AW |
Import Pupil File 27 1754393 3041 282329991Zachary Benson  ZacharyBeM 22/12/2007 00:00 01/08/2012 00:00 5585 1755016 Mrs Rebec Mother BBressey EN14UU |
p P Choose file | No file chosen 3 1sisEs 3164 CoaseNaney Gewon HameyBeM  15/02/20090000 01/09/20120000 445l 1755026 M Toby B other 53 ChestrB13000 |

IMPORT PUPILS

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

Educater is a trading name of The Publishing Foundry Limited.
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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

#  Assessment Import / Export

b cater need neip? call 0300 012 0001

You have selected:
o students or groups

RESET

Select the subjects.

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.
Year Group Pupil(s)

Select Year

B Nursery2
B Reception

B vear 1

B vear 2
Year 3
B vear4
B vears
B vear 6

Then scroll down and select the

subjects you wish to use.
Select the subjects Physical Education (PE)

Reading (KS Split)

Reading (NC 2014 Re)
Science (Science Tracker)
Writing (kS Split)

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.

. . EXPORT STEPS
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.

Edu [=1E4

Select the pupils

You have selected:
Year: Year 3

RESET

Select the subjects.

select the year

Export Pupil File

Import Pupil File

MCater Need help? Call 0300 012 0001 Eary2

sy be imported. Data
mat of "Step:PITA" (£, 15:3) If either type is
‘Stage Age-Age” (E.E0-11,D8:20 or $ 40-60)

ELG)
toshowELG

Physca Educaton (P8)

EXPORT STEPS

Ghoose fle | No file chosen

IMPORT STEPS

Assossmont Import/ Export

Logged n as Gareth Webb [Educater Training (GW) #]

Educater is a trading name of The Publishing Foundry Limited.
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The exported SpreadSheet can then be 1 PupillD  FirstName Surname  FullName Year Subject  2|Entry  2|Aut Mid 2|Aut End 2|Spr Mid 2SprEnd 2|Sum Mic2|Sum Enc
H H H 2 | 1754823 Abjit  Abhra  Abjit Abhre 3 135 12:2 132 142 152
edlted' save and Imported into 3 | 1754822 Alisha  Abhra  Alisha Abh 3 135 1222 132 142 152
Educater. 4| 1754812 Neel  Abhra  Neel Abhr: 3 135 12:3 133 13 153
5 | 1754819 Stan Ackton  Stan Acktc 3 135 7:1 71 81 81
6 | 1754824 Josef  Andrews lJosef Andr 3 135 9:1 111 121 131
7 | 1754832 Eve Bailey  Eve Bailey 3 135 1222 132 142 152
CIle on ChOOSE Flle and IOcate the f||e 8 | 1754829 Cyla Balinski  Cyla Balins 3 135 122 13:2 14:2 15:2
9 | 1754820 Fil Balinski  Fil Balinski 3 135 122 132 13 153
you have saved. 10 1754826 Iwa Balinski  Iwa Balinsl 3 135 12:4 134 154 15:4

Import Pupil File | Choose file | No file chosen

IMPORT PUPILS

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

Educater is a trading name of The Publishing Foundry Limited.




