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An Introduction to K12Planet

Training for Account Managers

Trainer’s Notes
Make sure you’ve gone through the Introduction for System Administrators, 
Account Managers, Teachers, Parents, and Students before this Introduction for 
Account Managers.
Introduce yourself and the session.
Ensure that participants have the appropriate user documentation. Copies of all user 
documents are available for download at www.k12planet.com/Implement (enter 
Support User Name and Password).
Account Managers should have the Quick Reference Card for Account Managers
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Who Can Manage Accounts?

A school staff member, such as the:
registration clerk
attendance clerk
school system administrator
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What Do They Do?

Generate and distribute initial user names 
and passwords for three user groups

students
contacts
staff

Communicate with staff
Manage user accounts on an on-going 
basis

change accounts
merge accounts
work with orphan accounts
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How Do You Create 
Accounts?

Enter your email address in K12Planet
Print the log on report by user group

initial user names and passwords that 
users need to log on to K12Planet the 
first time are automatically generated

Save the report as a text file

Trainer’s Notes
Show My Settings > Change Email.
Demonstrate how to enter your email address.
Show Accounts > User Accounts.
Demonstrate how to print passwords for the first 100 accounts.
For procedures, see Quick Reference Card for Account Managers, or “Completing 
an Account Manager’s Set Up” in the K12Planet System Administrator Guide.
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How Do You Distribute 
Accounts the First Time?

First, ensure you have parental or school 
consent
Print the log on report 
Create form letters

Send letters via the postal service
Have users pick letters up in person

Trainer’s Notes
Discuss how to do a mail merge using Microsoft Word.
For procedures, see “Completing an Account Manager’s Set Up” in the K12Planet 
System Administrator Guide.
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How Do You Manage 
Accounts?

Change user account information
user name
password
email address
school bulk mail preference
access: active, inactive or onhold

Merge contact accounts (same school and 
custody rights)
Separate contact accounts
Work with orphan accounts after each full 
replication to K12Planet

Trainer’s Notes
Show Accounts > Find > User Accounts.
Account managers can merge student accounts so that a parent needs only one user 
name and password to view information for all their students who attend the same 
school.
Show Accounts > Manage Contacts
Access:

Active to let the user access K12Planet (when a user account is printed, the 
status is set to Active by default)
Inactive to not let that user access K12Planet even though the user account 
is enabled, pending some action, such as getting parental consent to let a 
child use K12Planet
Onhold to not let that user access K12Planet when the user account is not 
enabled, pending some action, such as reattaching an orphan account

Show Accounts > Orphan Accounts
Orphan accounts are student, contact, or teacher records that exist but have no data 
in K12Planet, and don’t exist in the SMS. For procedures, see “Orphan Accounts” 
in the K12Planet System Administrator Guide.
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Trainer’s Notes
Demonstrate how to change user account information and merge accounts.


