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To add the EWO Staff member, go to General (1) > Staff Details (2) > Add (3) 

 

 

 

 

 

 

 

 

 

 

 

The following screen will appear…. 

 

Enter data, simply by typing or selecting values from the drop down lists, exactly as shown 

below and click ‘Save’. Then say ‘Yes’ to the message that follows.  
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To create an EWO user account, go to System Management (1) > User Management (2) > Add 

(3) 

 

  

 

 

 

 

 

 

 

 

 

Click on Find (4) the usual search page will appear, search for EWO by surname. Once you are 

taken back to the Add User page, you will be able to enter the User ID.  

 

NOTE: User ID for EWO’s should be ‘EWO’ followed by the schools four digit DFE number. 

Example: EWO1234 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

Then click the ‘Role’ Tab… 

 

 

 

 

Highlight the EWO Role (1)  > click Add (2) to move it to the Assigned Roles column on the right 

hand side of the page, then click Save (3) 
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The User Account has now been created for your database.  

 

 

The user will now need to log in using the default password (jan1), which they will then be 

asked to change upon entry to the system. 

 

 

1 

2 

3 


