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Managing non-MIS user accounts in your organisation 

Viewing existing users  

When you log in to the user management portal, click on ‘Manage Local Authority Non-MIS 

Users’.  

 

This will take you to a list of existing non-MIS user accounts in your organisation. 

Resetting passwords  

To reset a user’s password, click ‘View Details’ next to their name.  

 

Click on the ‘Manage User’ dropdown and select ‘Reset Password’. You can either generate 

a password or create your own (the new password must adhere to the Hwb password 

policy: at least 8 characters with a mix of upper and lowercase letters and numbers). Once a 

password has been chosen, click ‘Update Password’. 

Deactivating a user account 

To deactivate a user account, click ‘View Details’ next to the relevant user then click on the 

‘Manage User’ dropdown and select ‘Deactivate’.  



 

Creating new users 

To create a new non-MIS user account for a colleague in your organisation, navigate to the 

list of existing users and click ‘Add New User’. 

 



Assigning admin permissions to users in your organisation 

Assigning admin permissions to a user will give them all of the permissions outlined in this 

guide. To assign these permissions, click ‘Manage Administrators’ from your main 

dashboard. 

 

At the top of the page you will see a list of existing administrators, with the remaining users 

in your organisation below. Find the relevant user and click ‘Promote’ next to their name.  

To withdraw admin permissions from a user, click ‘Demote’ next to their name.  

Managing school users in your area 
On your main dashboard you will see a list of all schools in your area. Clicking ‘View Details’ 

next to a school will take you to the dashboard for that particular school. From here you can 

manage user accounts with the same level of permissions as the Digital Champions in that 

school. Please refer to the Digital Champion guide for full guidance.  


