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[image: admin button]Select Admin tab, this opens admin Page (below). Here you can:
· Add staff (Staff members)
· Create new users (external staff)
· Create subjects/sessions/groups (timetable)
· Create Academic year
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[image: ]Staff Members:In the Add New Staff tab you can input:
· Name
· Surname
· Email addresses
· Employment status/role
· Contract start/end dates
· DBS Reference
· DBS check (SCR)
· Hours
· Type of user account –
·  Staff
· External
· Parent
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User Management:
[image: ]
In the Add User Management tab you can input:
· Import CSV (large number of users)
· Type of user – Parent, external agency etc
· Send Welcome email with login details
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Group/Cohort tab:In the Add New Group tab (top right) you can create:
· Groups of students
· Sessions
· Cohort
Optional to add year groups to the above
If a group or session finishes you can the status to inactive or Archived.
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[image: ]Assign Students to a group or Cohort:
In the Group/Cohort tab ([image: ]) you can:
· Assign students to groups
In the Group/Cohort tab ([image: ]) you can:
· Assign staff to groups
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Subject/Provision tab:In the Subject/Provision tab [image: ]you can add:
· Add a subject code
· Subject
· Type of curriculum
· Link to a key stage
· Type of qualification
· Hours allocated to subject
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In the Subject/Provision tab you can add:
[image: ] Create activity for the subject
· Links to the timetable to create 
an attendance slot
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Academic Calendar:
Select Academic Calendar tab, this opens admin Page (below). Here you can:
· Set your academic year
· Manage holidays

[image: ]

[image: ]


2

image3.png
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Determines user permissions and access level Current account status
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Basic Information Group name and description
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(—Group Name* ‘ (Descn’plion

Optional description for the group

e Classification Group type and academic year

(—Group Type* Academic Year
Group v (Select Academic Year

Optional academic year assignment
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—Status*
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Add New Subject

M Basic Information Core subject details
(—Subject Code*

’ ‘ Subject Name*

Unique identifier (MATH, SCI) Full subject name for display

Description

Brief description of the subject content and objectives

& Curriculum Details Educational categorization

(—Curriculum Category Key Stage Range —————————————
Select Category v (Select Key Stage v

Type of curriculum content Target age range for subject

@© Qualification Details Accreditation and certification

Qualification Type
Select Qualification Type ~

Type of qualification offered

© Teaching Details Time allocation and status




image15.png




image16.png
SOTAS | Admin A DavidWashington

Staff Members User Management Group/Cohort SubjZct/Provision Academic Calendar

Showing 3o 3 subjcs

Subject Name Subject Code Category [ Hours/Week Actions
ENG Core Active VA |
MATH Core Active V. |
IcT Foundation Active VA |





image17.png
SOTAS Admin & DavidWashington

Staff Members User Management Group/Cohort Subject/Provision Academic Calendar

Manage academic years

Academic Year Start Date End Date Terms Actions

Current 31 Aug 2026 30 Jul 2027 3terms s O B &§




image18.png
Add New Academic Year

=) Basic Information Academic year identification and status

Academic Year Name*
(2026/ 27
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@ Default Terms Automatically create standard UK terms
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