
Revised 17th June 2016 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 

 



  

 

 
1

 
 

 

 

 

Introduction to Integris User Accounts 2 

Creating a User Account 3 

Deactivating Accounts 6 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

 
2

 
 

 

Before Staff and any other chosen members of the Local Authority can access an Integris 

Database, a User Account will need to be created for them. 

 

In order to create a user account, the person you are creating an account for must first have 

a staff record in the Modules > General > Staff Details area (for instructions on Adding 

Staff Members please see the Add, Edit, Transfer & Delete Staff Records guidance 

document).  
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To create a user account, go to Modules (1) System Management (2) > User Management 
(3)  
 

 
 

 

 

Click the Add User button… 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

1 

2 3 



  

 

 
4

 

Click on the magnifying glass… 

 

 

 

 

The usual staff search page will appear, search for the member of staff you are creating the 

user account for.  

 

 

Once you are taken back to the Add User page, you will be able to enter the User ID (1), an 

Expiry date (2) and a temporary password (3) (ensure that the User must change 

password on next login? Box is ticked (4)). Then click on the Roles Tab (5) 

 

 
 

 

 
 

NOTE: The User ID should be the users’ first initial, followed by the full surname, 

followed by the last four digits of the schools DFE number.  
 

Example: ASurname1234 
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Select the roles that the user needs from the right hand side (1) and click the Add>> button 

(2). Then click Save (3). 

 

 
 

 
 

 

The User Account has now been created for your database.  
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When a member of staff with access to Integris leaves their position at the school, it is 

important to move their staff record to the former roll at the end of their last working day. 

This will deactivate their Integris user account so that they can no longer access the schools 

database.  

 

To check that an account has been deactivated, go to Modules (1) > System Management 

(2) > User Management (3)  

 

 

 
 

 

Check that the ‘Show Active User Accounts Only’ (4) box is ticked > and ensure that the 

Username for the account in question no longer appears in the list of User ID’s (4). 
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If for any reason the Username does still appear in the list of User Id’s, you will need to 

deactivate it manually by highlighting the Username from the User ID list and clicking the 

‘Toggle Active’ button. 
 

 

 
 

 

 

Say yes to the following message…. 

 

 
 

 

 

The account has now been deactivated and should no longer appear in the list of active User 

ID’s. 


