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MANAGING CLASSES AND STUDENTS ON WORDFLYERS 

Teacher Account 

 

 

 

 

 

 

 

 

 

  

This guide will demonstrate how to: 

1. Add classes 

2. Add new students 

3. Add existing students 

4. Remove students 

5. Delete a class 

6. Edit student details 

7. Create a study plan 

8. Add tasks/activities and students to a study plan 

9. Add and delete students as a subscription 

coordinator in a school 

The Classes tab from the homepage allows you to manage all aspects related to student 

accounts at your school. The Study Plans tab allows you to assign lessons and units of 

work to students and classes. The Lesson Preview tab allows you to quickly preview these 

WordFlyers tasks. 
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1. ADD CLASSES 

 

 

 

 

 

 

 

 

 

 

 

STEP 1 
Click on the ‘Classes’ tab from the homepage.  Then click the ‘Add’ button on the page to add a 
class. 

STEP 2 
Type in a Class name then click ‘Create’. 
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ADD CLASSES - CONTINUED 

 

  NOTE:  
Once you have created a new Class, you will arrive at this screen. This is where you will be 

able to add students and have the option to: 

 add new students individually 

 add existing students from your school’s list* 

 add students in bulk through the ‘CSV Import File’ option. 

*School’s list – it is a database that contains all the students that your school has added. 

Your school’s Subscription Coordinator may have added the list. 

Add existing 
students from 
your school’s 
list* using the 
‘Add Existing’ 

option 

Having problems with the 
CSV Upload? Check out ‘CSV 

Upload Tips’ at 
http://wordflyers.com.au/a

ssets/wf-how-to-upload-
csv.pdf  

Create new 
students 

individually 

Import CSV file 

http://wordflyers.com.au/assets/wf-how-to-upload-csv.pdf
http://wordflyers.com.au/assets/wf-how-to-upload-csv.pdf
http://wordflyers.com.au/assets/wf-how-to-upload-csv.pdf
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2. ADD NEW STUDENTS 

 

 

 

 

 

 

 

 

 

 

 

STEP 1 
Click on a class from your Classes page and type in the 
new student’s details 

STEP 2 
Click ‘Create’ to add the new student 

NOTE: 
You may add a WordFlyers year and level that you deem suitable for your student’s 

capabilities. Leave the WorldFlyers Year blank if you wish the student to begin according to 

their school year. Leave the WorldFlyers Level blank if you would like them complete a 

WordFlyers Placement Test to determine their level. Please read the Educational Rational, 

Table 2, for more information about levels: (http://wordflyers.com.au/educational-

rationale/). 

WARNING: 
It is not possible to add a new student 

that already exists in the school’s list in 

WordFlyers. You need to add them to 

your class using the ‘Add Existing’ 

option. See page 5 for more details. 

 

http://wordflyers.com.au/educational-rationale/
http://wordflyers.com.au/educational-rationale/
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3. ADD EXISTING STUDENTS 

 

 

 

 

  

STEP 1 
Go into the Class page (Homepage > Classes tab > Class name) and click ‘Add students’ to add 
existing students from your school’s list*. Your school’s subscription coordinator may have 
added the list. 

STEP 2 
Select the student(s) you wish to add from your school’s list* and then click ‘Add students’ 

NOTE: 
This is the same process as moving a student(s) to another class. To move a student from an 

existing class ‘Class X’ to a new class ‘Class Y’, simply use the ‘Add Existing’ option. If you no longer 

want the student to appear in Class X, please refer to page 6 of this document ‘Remove Students’. 

 *School’s list – it is a database that contains all the students that your school has added. 
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4. REMOVE STUDENTS 

 

 

 

 

 

 

 

 

  

STEP 1 
Open the Class that includes the student you want to remove by going into the ‘My Classes’ 
page (Homepage > Classes tab > Class name) 

STEP 2 
Select the student(s) you would like to remove from your class then click ‘Remove’ 

NOTE: 
Deleting students from your class will not delete them from your school’s list* 

 

*School’s list – it is a database that contains all the students that your school has added. 
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5. DELETE A CLASS 

   
STEP 1 
Go to the Classes page from the Homepage and click the Actions button next to the Class 
you wish to delete. 

STEP 2 
Click the ‘Delete’ button and then click ‘OK’ to the warning window that pops up. 
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6. EDIT STUDENT DETAILS 

 

 

 

 

  

STEP 1 
Find the student by going into the 
Class they are in. 

STEP 2 
Click on the Edit button underneath 
the ‘Actions’ heading 

STEP 3 
Edit the student’s details and click ‘Update’ 
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7. ADD A STUDY PLAN  

 

 

 

 

 

 

 

 

 

 

 

  

STEP 1 
Go into the ‘Study Plans’ tab from the Homepage and click ‘Add’ 

STEP 2 
Type in a name for this study plan 
and click ‘Create’ 

WARNING: 
Activating or deactivating a study plan will disable it from being edited any further. You will 

permanently lose the study plan if you proceed to deactivate it. 

 



 
 

© Blake eLearning 2014 
 

10 

 

8. ADD TASKS/ACTIVITIES AND STUDENTS TO A STUDY PLAN 

 

 

 

 

 

 

  

STEP 1a 
Click ‘Add Tasks’ and select the tasks you wish 
to add. This will add all the lessons from a 
unit to the study plan.  

NOTE: 
Go to the ‘Lesson Preview’ tab 

from the Homepage to quickly 

preview the WordFlyers activities. 

This is helpful for when selecting 

and adding tasks. 

 

STEP 1b 
Alternatively, open a Year level, click on a Unit title and select a single lesson from that unit to add to 
the study plan. 
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ADD TASKS/ACTIVITIES AND STUDENTS TO A STUDY PLAN – CONTINUED  

STEP 2 
Select the student(s) you wish to add to 
complete the tasks. You may add a whole 
class or choose students individually. 

STEP 3 
Click ‘Activate’ to set up the study plan. A 
notification will then pop up on the student’s 
Homepage when they log in and they will 
also receive a notification in their Message 
inbox, to show that a task/activity has been 
added for them. 
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9. ADD AND DELETE TEACHERS AND STUDENTS AS A  
SUB-COORDINATOR 

 
 

 

 
 

 

 

 

NOTE: 

The Subscription Coordinator or Sub-Co is the administrator of your school and is in charge 

of your WordFlyers account.  The Subscription Coordinator is able to add teachers and 

manage your school’s teacher and student accounts.  

 
STEP 1 
Click ‘Students’ or ‘Teachers’ on the left hand navigation – a list of students/teachers should 
appear. This list of students/teachers is your entire school list.  

STEP 2 

You can edit your teachers and students profile by clicking . You can delete the student by 

clicking . You can add teachers and students by clicking the ‘Add’ button.  


