
How to edit/delete user details 

1. Click on the set up tab 

 

2. Click on user management 

 

3. Click on user register 

 



 

4. Click type ‘all users’ and access type ‘all’ then filter to see all system users/non users 

 

 

 

5. Click on ‘view’ to see each users full details 

 

 

 

 

 



6. Click on Account and Contact Details 

 

 

7. User details can be updated on this page.  To remove the user from the school, change the 

status from ‘live’ to ‘paused’.   

 

 

 

 

 

 



8.  Finally, click ‘save’ at the bottom of the page. 

 

 

 


