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Manage Student Accounts  
(Administrator)

Open the Student Account

Step 1

Under Students, click 
Manage User Accounts 
to open the Manage User 
Accounts page.

Step 2

•	 To limit the account names returned:

–– Type all or part of First Name or Last 
Name, and select from the Grade list or

–– Type the complete Username.

•	 To show both active and inactive accounts, 
click the Show Inactive Accounts check box.

Step 3

Click Submit to view a list of 
students under Search Results.

Step 4

Click a username to open 
the Manage Student 
page for that student.

Deactivate or Export

•	 To deactivate accounts, select the 
accounts in the right column and 
click Deactivate or click Deactivate 
All to deactivate all accounts listed.

•	 To export the list to an Excel file, click 
Export to CSV.

Did You Know?
Student appears as the User Type, but 
you can select other types. The Grade 
field appears if you select Student.
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Edit the Student Account

Step 1

Click to make the account  
Active or Inactive.

Step 2

Change the fields 
as required.

Step 3

Click Submit to 
update the account.

Did You Know?
When you place your cursor 
in the Password field, this 
text bubble appears with the 
password requirements.

•	 You cannot change the username.

•	 Be sure to record the new 
password. It is not shown on the 
confirmation screen that appears 
when you click Submit.


