ADMINISTRATOR
QUICK START GUIDE

Checking your school layout

&

Select a pupil using the pupil icon

Pupils

Click on the small arrow to the right of the Print button E N

Print

Select Preview Selected Pupil(s) to check
the layout is as you want it.

ﬂ Preview selected pupil(s)

NB: You can do this for each keystage by selecting example pupils from each keystage and
previewing their report.

Administrator Installation

1 Assign an Administrator to carry out the following steps.
The Administrator will have full control of setting up the teacher accounts.
You will need:
A PC with access to our website

Your licence name and password

2 Go to the reportplus.co.uk website.
Click on dowloads and download the full version of plus

Follow the on-screen prompts to install the program

3 If you are converting from report:assist...
If report:assist is on your PC plus will detect this automatically.

If you want to import your layout settings from report:assist click Yes when
prompted and follow the import wizard which will guide you through this process.

All other purchasers please skip to the next stage (4)

Tip 1 Tip 2

We recommend teachers For help with any of these
download updates whenever steps, please go to our help
they are prompted. (When the manual, available from the
update icon below appears and help button in plus

is flashing) or under resources at

‘ www.reportplus.co.uk

Update

Creating teacher usernames and passwords

Validated

Click the validate icon’s pulldown menu (small down arrow on the right) ﬁ J
Select Administration. %, Administraton

Click “Create User” to enter a Username (each teacher should have a different one, including
job-share teachers) and click OK the enter a password.

Administration

I PeterPiper Spare users: 5 I
JohnSmith |
AndrewWilson

Administrator Validation/Login

4 plus should now open automatically
NB: If not, double-click on our icon when it appears on your desktop

Click on the validate lock on the top button bar. ﬂ

Validate

The following must be carried out in the correct order:

A Enter your licence name and click search.
B Select the same Username as the Licence name.
C Enter your Password and click Validate (case sensitive).

5 Validation successful! ﬁ

Validated

You will be prompted to save your Password in your configuration file, click yes.

6 You now have full access to the Administration menu

The next stage is to set up your teachers, pupil lists and any layout changes you
might require

To Upload the settings/report layout

Click on the Validated icon's drop down menu (which ﬁ -

should now be green) and select Administration.
Validated

Administration

I PeterPiper
JohnSmith
AndrewWilson Help
LizzyKing

Now click the Upload Settings button

Importing pupil/teacherlists
from your school management system

If you want to Import pupil and teacher details you need to create a CSV file in your school
management system.

NB: For more details please read the section overleaf (D)

Ensure the CSV file is loaded either onto your PC or on a memory stick

Open plus then click on File > Import > Pupils

Browse to find your CSV file, select and click open.

You will be asked if you want to import without confirmation, click Yes (recommended)

Now click on the pupil Icon and select a teacher from the “All Teachers” drop down list to
check that teachers and pupils have imported successfully

plus

Export/import using memory sticks

To export to a USB memory stick
Insert stick > Click Help > Export all settings and data (not reports) to memory stick > follow
the on screen prompts to prepare your stick.

To import from a USB memory stick
Insert stick > Click the validate drop down arrow > Import school settings from memory stick.

Teacher Uploads the pupils file/reports
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