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How to... Set up your NON-MIS.

each screen as you complete the integration.

NOTES: As a non-MIS school you will be required to add all your information via the
Configuration Wizard. It is important that you take the time to read all of the information on

1. Initial Contact with Educater

emails which includes your log in details.

Once you have signed your contract, your organisation will be created. You will receive your welcome

3. Log onto Educater

Open a browser (e.g. Google

Chrome) and navigate to our
website www.educater.co.uk.
At the top right of the window

welcome emails.

click on = Customerlogin |se the

[lo

Forgot password?

4. Configuration

open once you have logged in.

Select MIS

S e

Your Configuration Wizard will g Tttt

Systam

Wauton Samuel

ScholarPack

5. NON-MIS NoMIS -
Arbor
Choose No MIS from the
i SIMS
dropdown list.
RM Integris
Facility CMIS i
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6. Adding Employees - On
Screen
You are the only Employee in the system at the moment, use this screen to add Users
How do you want to add Erﬁ;:lwe@?
Empl On Screen Irmpart Data
M ovea IOng to DD tostart Input some general ernployes detalls Lo creale a user Impoat a CSV or Exced file to populate the employess
. taal for adding small numbsars of staff). (Id=al for adding large numbears of staff).
setting up your employees. If et
you are a small setting it would OnSereen
be easier to set up using On : :
If your o not want to add employees at the moment, you can always add them later uging the Maintenance Module.
Screen. Click the Set Up Later button and move on,
7. Employees
Add your employee details and
username. This will be used to
populate a system generated
email that will be sent out to
them once they have been oy al
assigned arole. We MIS D Name Email User? Usermame
recommend that organisation Cathering Wilson -g,illidoducattfcout a8 _.cat’.dcd D
ema"s are used If you make a Sarsh Carling supportieducater.couk support@ed D
. . ’ D Pater Papper ailiesducater s -] PR D
mistake, click on %< to remove e B o
them.
You can add a reference
number in the MIS ID should
you wish to do so. If you wish to
use the downloaded
spreadsheet skip to Step 9.
8. Save Employees
; Educater
Click on Save and Continue You will _
be asked to confirm that you N )
New Users: Catherine Wilson; Sarah Carline; Peter Pepper
want to proceed. Click
Do you want to proceed
Proceed with Save
Proceed with Save Cancel
-
If you click all
information inputted will be
lost.
9. Adding Emp'oyees via You are the only Employee in the system at the moment, use this screen to add Users
Import How do you want to add Erﬁ;:lwe@?
O Screen Imipart Data
R R A Input some general ernployes detalls Lo creale a user Impoat a CSV or Exced file to populate the employess
lf you area Iarge Organlsatlon' It {ideal for adding small numbars of staff). (Id=al for adding large numbears of staff).
may be preferable to use our
©n Sere Impart
Educater Template. Select o _
Import If your o not want to add employees at the moment, you can always add them later uging the Maintenance Module.
Click the Set Up Later button and move on,
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10. Download Educater

Template

Select Download Educater
Template.

Ul Pk
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1. Completing the Template

Add all information required. As
you do not have an MIS, please
ignore Columns A & B

Save your file in same
format.

Note: Do not change any of the
headings.

Educater Employee Import
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Employec Full Name
Employea &n F

Erualil Editing

Employee Surname  Employer Firstname  Gender  Usemame  Emall Mablle

12. Upload your Educater

Template

Go back to your importand
upload your completed file.

Your employees will now be on
the system.

Add File

13. Upload your Own

Template

You may wish to add your own
template. Please follow all the
on screen prompts. If you
encounter any issues, please
contact the support team on
0300 012 0001.

Employees
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14. Adding Roles

Move alongtoroles .

a,

System - Full Access

Class Teacher

=
= a
O
O
9

You will be able to assign all
roles except the Admin role,
this has been greyed out.

Roles Chags Taacher | LT
Amber Heard 1 o
Cashering Wilson o B
Peter Pepper o -

The Dedautt Rakes providad
ircludde the ek nooass

Trrhee - Preniries

Admin 279573 &
Select the role for each Catherine Wilson O
employee. Select Save and Continue Peter Pepper O v O
. Sarah Carline (] 0O
Your users will now be set up.
15. Amending Roles :
o © L) ' - ] & o

q

Sywtnm - Full Asoesis

16. Configured Roles

If you have already created
your roles, you will be required
to go to the Admin area to
make any necessary Changes:

Help

l Organisation

o
[

17. Adding Pupils - On
Screen

0

W
Move along to Puris to start

setting up your Pupils. If you are a
small setting it would be easier to
set up using On Screen.

OnScreen

Input some general pupil details (Ideal for adding small
numbers of Pupils).

Import Data

Import a CSV or Excel file to populate the pupils (Ideal
tor adding large numbers of pupils).

18. Adding Pupils

Select the Year group of the
pupils that you are adding. You
will be working on a year group
atatime.

| Select Year group...

Select Year group...

Year2 i
Year3
Year4
Year5
Year 6

Year7

' ‘ Search...
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19. Adding all Details

Add all the details for the pupils.
If you are not using UPNS,
please provide a key that will
remain with the child - this
could be their enrolment
number or something similar.

To add another child, click on

and Saveand

you complete each year group.
Continue this process for each
year group.

[V
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20. Adding pupils - via
import

If you are a larger organisation,
you will find it easier to use our
import section.

e s e sl e 07 S s yed e sl
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21, Educater Template

Download our Educater
Template and complete all
relevant sections.

Pupils

IS Intagration can have s time dslay, This
eandepend e yeurHilSprovidar.

22. Importing Pupils - via
Organisation Template

You may have a template that
you wish to upload. You will
require basic details,
registration group and year.
Please follow all prompts on the
screen. If you are unsure what
should be included, please
download our sample.

Please follow all on screen
prompts. If you encounter any
issues, pleas ntact the
support team on 0300 012
0001

Pupils

o
o
(o)

. o] 20 Ec

w2 time selay, This
eurMIS provicar.
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Choose your marking method
and your core subjects.
Please read the on-screen
information to supportyouin
making the correct choice for
your organisation.

23 Year Mapping MISYear Name | EducaterYear Mapping
Reception Reception v
; i MIS Year N --NotM d— =
Your Year Groups will require sarfifame | —HorTapks
. . - Early1
mapping against our system . s
arly
Year names. Year
Nursery 1
‘Save and Continue Nursery 2
Year1
24. Term Dates Autumn Spring Summer
2022-2023 23-Dec-2022 B  14-Apr-2023 BY 31-Aug2023 B
a 2023-2024 [Eg-month-year 3 day-month-ysar F 31-Aug-2024 i
Goto and add the End of If you wish to ar Decerherte he Assessment and Maintenance Modules.
Term dates for Autumn and U MO TU WE TH FR ——
. Lo y fixed to 31 August.
Spring. Summer is fixed to 31 % 27 28 29 30 1 2
August. Either type directly into 3 4 5 6 7 8 9
date box or use the calendar. oM o2 B oW1 18
Save and Continue 7 18 19 20 21 22 23
24 25 26 27 28 28 30
31 1 2 3 4 5 8B
25. Subjects
(=] o o (=] (1] = (=} (o]
re=it = s . v L et

26. | Subject Configuration
Messages

If you see this message, it
means that your subjects are
already configured. Please go to

the Maintenance Module & .
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27. Integration Complete

Your Integration will be
complete, and you will be ready
to use the system.
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