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Resetting your own password 
Once in the User Management Portal, 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 learner accounts 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.  

Viewing learners in your school 
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 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 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 your 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. Hover over ‘Manage user’ 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). Once you have typed or generated a password, click 

‘Update Password’.  

 



Printing usernames and passwords 
You have the options to print a selection of learners’ passwords, a registration group of 

passwords or an individual learner’s password.  

To print a selection of learners’ 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 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 choose to print with or without passwords. 

 



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

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

 

If you would like a csv export of the user credentials, you will need to request this from your 

school’s Digital Champion.  

Deactivating a learner’s Hwb 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.  

 



Editing a learner’s display name 
You can edit a learner’s forename or surname, which will change their display name in Hwb, 

by selecting ‘View Details’ for that particular user, clicking on the ‘Manage User’ dropdown 

and selecting ‘Edit’.  

 

Please note, if a name has been changed legally, this update will need to be done by the 

Digital Champion in the school, who can also update the username.  


