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Resetting your own password 
Navigate to ‘My Profile’ to reset your own password. Please note that the new password 

must adhere to the Hwb password policy (at least 8 characters with a mix of uppercase and 

lowercase letters and numbers). 

 

You can return to the dashboard to manage other accounts in your school at any time by 

clicking on ‘Dashboard’ in the black bar along the top of the page or clicking on your school 

name, which should appear in the blue box.  

Hwb Provisioning  
The Hwb provisioning client (also known as the All Wales Education Provisioning Client) 

synchronises Hwb with your school’s MIS (e.g. SIMS, Teacher Centre) to create and maintain 

Hwb accounts. This service is managed either by your local authority, IT Provider or Network 

Manager, depending on the service level agreements your school has in place.  

In your dashboard you will see an overview of the provisioning status for your school. This 

will show you when the provisioning client was last run and whether or not it was 

successful. You can view more information by clicking on the blue ‘View’ buttons.   



 

Managing learner accounts 

Viewing learner accounts 

You can view a list of learners in your school by clicking on the ‘View Users’ dropdown and 

selecting ‘View Learners’.  

This list can be filtered by year group, registration group, leaver status, creation date and 

consent (for additional services). This list can also be searched in different fields.  

 



Viewing learner passwords 

Clicking on ‘Show Password’ will show the password for that particular learner. The 

password will disappear again once the cursor is moved away from the password field, 

however there is a ‘copy to clipboard’ button available next to the password. 

If there is a ‘-‘ in the password field, this means that the password is not available in the user 

management portal. If the user doesn’t remember their password it will need to be reset. 

The new password will then appear under ‘Show Password’.  

Resetting learner passwords 

To reset passwords for a whole registration group, click on the ‘Group Actions’ dropdown 

and select ‘Reset Passwords Registration Group’. You can then choose the relevant 

registration group and click ‘Reset Passwords’. This may take a few minutes. 

 

(Functionality to reset passwords by teaching class and year group is coming soon.) 

To reset a password for an individual user, click on ‘View Details’, which will take you to a 

page where you can manage that user account. Click on the ‘Manage user’ dropdown and 

select ‘Reset Password’. This will give you the option to either generate a password or 

create your own, providing it adheres to the Hwb password policy (at least 8 characters with 

a mix of upper and lowercase letters and numbers). Some very weak passwords like 

‘Password1’ for example and the use of a username as a password have been blocked. Once 

you have typed or generated a password, click ‘Update Password’.  

 



Creating accounts for new learners 

Hwb accounts for new learners will be created automatically when they are added to your 

school’s MIS (e.g. SIMS, Teacher Centre). If a learner is moving from another school in Wales 

their account will be automatically transferred to your school once the MIS’s of both schools 

have been updated. 

Deactivating a learner’s account 

When a learner leaves the school and is marked as a ‘leaver’ in the school’s MIS (e.g. SIMS, 

Teacher Centre) their account will be automatically deactivated. If for any other reason a 

learner’s Hwb account needs to be deactivated, you can do this by selecting ‘View Details’ 

for that particular user, clicking on the ‘Manage User’ dropdown and selecting ‘Deactivate’. 

This will not delete the account however it will prevent the user from logging in.  

 

Managing staff accounts 

Viewing staff accounts 

Only Digital Champions can view and manage staff accounts. 

You can view a list of staff in your school by clicking on the ‘View Users’ dropdown and 

selecting ‘View Staff’.  

This list can be filtered by leaver status and creation date. This list can also be searched.  



 

Viewing staff passwords 

Clicking on ‘Show Password’ will show the password for that particular staff member. The 

password will disappear again once the cursor is moved away from the password field, 

however there is a ‘copy to clipboard’ button available next to the password. 

If there is a ‘-‘ in the password field, this means that the password is not available in the user 

management portal. If the user doesn’t remember their password it will need to be reset.  

Resetting staff passwords 

To reset a password for a member of staff in your school, click on ‘View Details’, which will 

take you to a page where you can manage that user account. Click on the ‘Manage user’ 

dropdown and select ‘Reset Password’. This will give you option to either generate a 

password or create your own, providing it adheres to the Hwb password policy (at least 8 

characters with a mix of upper and lowercase letters and numbers). Once you have typed or 

generated a password, click ‘Update Password’.  

 

Creating accounts for new staff 

Hwb accounts for new staff will be created automatically when they are added to your 

school’s MIS (e.g. SIMS, Teacher Centre).  



If a member of staff has moved from another school in Wales and would like to retain their 

old account, details of how to do this from September 2018 can be found here (and in the 

Hwb Help Area). 

If you have a member of staff who requires a Hwb account but does not have a record in 

your school’s MIS, you can manually create a non-MIS user account for them. These 

accounts cannot be made into Digital Champions and should not be made available to 

anyone who is not a member of school staff. Please see our Terms and Conditions for 

further information. 

Managing non-MIS user accounts 

Creating non-MIS user accounts 

If you have staff and/or learners who are not maintained in your school’s MIS (e.g. SIMS, 

Teacher Centre) you can manually create a non-MIS user account for them. Please do not 

create non-MIS user accounts for any staff or learners who are listed in your MIS as this will 

lead to duplicate accounts. 

To create a non-MIS user account, click on the ‘View Users’ dropdown and select ‘View Non-

MIS’. This will show you a list of existing non-MIS user accounts in your school. You can then 

select ‘Add new user’ to create the account. 

Any non-MIS user accounts you create will need to be managed manually.  

 

Deactivating non-MIS user accounts 

If a non-MIS user leaves your school, you will need to manually deactivate their account. To 

do this, click on the ‘View Users’ dropdown and select ‘View Non-MIS’. Find the relevant 

user and click ‘View Details’. Click on the ‘Manage User’ dropdown and select ‘Deactivate’.  

https://hwb.gov.wales/news/article/39a5f4d8-d335-4b11-b828-8d6351b453b4
https://hwb.gov.wales/termsandconditions


Managing governor accounts 

Creating governor accounts 

All governors are entitled to have Hwb accounts (which give them access to Office 365 

including an @hwbcymru.net e-mail address) you can manually create these accounts by 

clicking on the ‘View Users’ dropdown and selecting ‘View Governors’. This will show you a 

list of existing governor accounts in your school. You can then select ‘Add new user’ to 

create the account. 

Deactivating governor accounts 

If a governor leaves your school’s governing body, you will need to manually deactivate 

their account. To do this, click on the ‘View Users’ dropdown and select ‘View Governors’. 

Find the relevant user and click ‘View Details’. Click on the ‘Manage User’ dropdown and 

select ‘Deactivate’.  

Managing Digital Champions 

Adding and removing Digital Champions 

To view a list of existing Digital Champions in your school, click on the ‘View Users’ 

dropdown and select ‘View Digital Champions’. The Digital Champions will appear at the top 

of the page and a list of all remaining staff members will appear underneath.  

 

To add a new Digital Champion, click ‘Promote’ next to the relevant staff member.  

To remove a Digital Champion, click ‘Demote’ next to the relevant Digital Champion. Please 

note, you cannot demote yourself from this role, this will need to be done by another Digital 

Champion in your school. 

If you are leaving your school, we advise you, in consultation with your headteacher, to 

promote another member of staff to the Digital Champion role before you leave.  



Changing display names and usernames 
You can change the display name and username of any user in the case of a legal name 

change (e.g. looked after children, marriage, divorce, etc.). To make this change, navigate to 

the relevant user list and select ‘View Details’ next to the user. Click on the ‘Manage User’ 

dropdown and select ‘Edit’. 

 

If the change you are making affects the username, you will need to tick the ‘Generate New 

Username’ box. Once you have input the changes, click ‘Update’. Any changes to the 

forename and surname will be instant however you may have to wait up to 10 minutes for a 

new username to be generated.  

When a new username is generated, the password for that account is automatically 

changed. The new password will be available in the user management portal.  

Please note: If a username has been updated, this will change the user’s @hwbcymru.net e-

mail address. The old e-mail address will be retained as an alias to ensure that e-mails sent 

to that address are received however we advise users to circulate their new e-mail address 

to colleagues.  

Printing usernames and passwords 
You have to options to print a selection of passwords or an individual user’s password.  

To print a selection of usernames and passwords, select the relevant users, click on the 

‘Selected Users’ dropdown and select either ‘Print Selected’ or ‘Print Selected (With 

Password)’.  



 

To print a registration group of learners’ usernames and passwords, click on the ‘Group 

Actions’ dropdown and select ‘Print Registration Group’. You will then be asked to select a 

registration group and print with or without passwords. 

 

To print the username and password of one user, select ‘View Details’ for that user, click on 

the ‘Print’ dropdown and select either ‘Print Details’ or ‘Print with Password’.  



 

Please note, unless passwords have been reset in the portal they will not be visible to print 

even if you choose to ‘Print with Password’. 

Exporting usernames and passwords to csv 
You can download a .csv file of all staff or learners’ usernames and passwords by clicking on 

the ‘Administration’ dropdown and clicking either ‘All Pupils’ or ‘All Staff’ under ‘Download 

Passwords’. 

 

The csv will include the following information (in this order): 

A. Forename 
B. Surname 
C. Username 
D. Password 
E. Date created 
F. Year 
G. Reg group 
H. Consent  



Consent for additional Hwb services 

Confirming consent 

Confirming consent will give learners access to additional Hwb services such as Office 365 

and G Suite for Education. Once your school has received this consent, you can confirm this 

either in bulk or one user at a time.  

To confirm in bulk, select some or all of the learners, click on the ‘Selected Users’ dropdown 

and select ‘Confirm Consent’.  

   

To confirm one user at a time, select ‘View Details’ for that particular learner, then click on 

the ‘Manage User’ dropdown and select ‘Confirm Consent’. 

 



Withdrawing consent 

If a parent or guardian decides to withdraw their consent, you can follow the same steps as 

above but instead of selecting ‘Confirm Consent’, select ‘Withdraw Consent’. Please note 

that withdrawing consent will break the link between a user and their OneDrive, Google 

Drive, J2e School etc. and result in them losing any work stored in these locations. 

Shared mailboxes 
You can create shared mailboxes for your school with the format 

DfESnumber_mailboxname@hwbcymru.net.  

To create a shared mailbox, click on the ‘Administration’ drop down and select ‘View Shared 

Mailboxes’.  

 

This will take you to a list of existing shared mailboxes for your school. Click on ‘Add Shared 

Mailbox’ and enter the name you would like to give this mailbox. Remember, the e-mail 

address will appear as DfESnumber_mailboxname@hwbcymru.net.  

Once you have created a shared mailbox, you will need to give relevant users in your school 

access to this mailbox. Click on ‘Manage Access’ and then ‘Add User To Mailbox’.  

 

Search for relevant users and add them one at a time.  

 

mailto:DfESnumber_mailboxname@hwbcymru.net
mailto:DfESnumber_mailboxname@hwbcymru.net


Creating Google Classrooms 
Google Classrooms can be created through the user management portal for timetabled 

classes in your MIS.  

To create a Classroom, select ‘View Groups’ from the ‘Administration’ drop down.  

 

From here, you can find the relevant class by selecting the year, group type or subject code. 

 

Once you have made your selection, a list of relevant classes will appear.  

 



Select a result to display information for that group, which will include an overview and a list 

of all learners in that group. 

 

To create the Google Classroom, click ‘Add Google Classroom’. Classrooms are usually 

created within a few minutes however it may take up to an hour at busier times of the day 

(e.g. beginning of the school day).  

Please note, only learners with consent for additional Hwb services (which will show as a 

tick next to their name under ‘Consent’) will be added to a Classroom. Any learners added to 

the group at a later stage and any learners with consent applied after the Classroom has 

been created will need to be manually added.  


