





ClassScape Short Cuts 2010-2011

Teacher Set Up
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Logged in as a Test Administrator

Under User
Click on Add User
Complete the following required information for each teacher:


User ID (we suggest “firstlastname”)


First Name


Last Name


Email Address (only 1 account per email address is allowed)

Click on Teacher under Roles (on left side of screen)


Select Default Role as Teacher


Select Subject/Grade the teacher needs access to (on right side)


Click on Add User

Look for a green Success message at the top of the page.

Click on Add New User to continue adding teachers to ClassScape.
Teachers need to login with the UserID that you assign and the password “apple.”  They will then be prompted to change their password to something between 8-20 characters.  Teachers will then click on Verify Email address.  Within seconds they should get an email and they should click on the link.  They should see a green success screen on the ClassScape login page.

Manage Users
Logged in as a Test Administrator

Under User

Click on Manage Users

You should see a list of all the users assigned to your school.  You can also find a specific user using the search boxes in the Find Users box by choosing your search criteria and click on Get Users.

You can edit a teacher’s account by clicking on the Edit button to the right of his/her name.  If you need to add grade levels/subjects to a teacher’s access or change their email address.  

If a teacher forgets their password, as a test administrator, under Manage Users, sort the list by “not active.”  You will be able to choose “reactivate.”  This should reset their password back to “apple.”
NOTE:  Only five attempts to login are allowed before a user is locked out of the system so please remind your teachers remember their logins and new passwords!
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