Setting up USO accounts

| want to set up USO accounts for

users at my school!

Are you a USO

Nomln:&fi;grcl)tlict ief N them to undertake the initial setup
y ‘ : work. USO Nominated Contact for your school.
Yes

Does your school use VB e LETL 2zt S'.te at ht_tps_:// From within the ‘User Accounts’ tab,

. support.lgfl.org.uk/ Log in by clicking . S

a Capita SIMS, . . access the ‘AutoUpdate settings

Yes—p| on the padlock icon, then entering > . ,
Wauton Samuel, or our USO username and password page to obtain your school’'s USO-
Pearson E1 MIS? y when prompted p AutoUpdate licence key.
¥
Click the “Help About This Page” icon After the first automated upload you
at the top-right of the web bage. From will receive an email to confirm that
No € top-rig page. the automated process has
the list of contents shown at the left of completed. The same email will
the user guide, select “Installing USO- . P - .
AutoUpdate” then follow the include instructions regarding what to
instructions shown do next and where to find USO
' credentials for your staff and pupils.
Does your school already use, or
have available for use, an Yes Contact the provider of this service to enable
automated data upload service an automated data upload to USO.

such as GroupCall Xporter?

No

v

v

Is USO enabled for my
school?

Don’t know

https://support.lgfl.org.uk/public/usoreq.aspx

Visit the LGfL support site

to discover whether your school
has a USO Nominated Contact.

v

Does your school
have a USO
Nominated Contact?

Yes

4

No—p|
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Ask your Head Teacher to decide who will
be the USO Nominated Contact for your
school; this person will undertake the

initial setup work.

No

Y

No

Do you wish to be the
USO Nominated
Contact?

Yes

\

Speak to a USO Nominated
Contact at your school and ask

https://support.lgfl.org.uk/public/docs/LGfL_nc.pdf
and follow the instructions to become a

Download a form from

You will have to use manual processes to
maintain USO accounts. These methods
will only be supported until 31% July 2010,
and the resulting USO accounts may not
provide full access to all LGfL services.

v

Visit the LGfL support site at https://
support.lgfl.org.uk/ Log in by clicking on

the padlock icon, then entering your USO
username and password when prompted.

'J

Follow the ‘User request (single)’ link
within the ‘User Accounts’ tab. Fill in
the form provided and follow the
instructions that are displayed.

v

How many USO
accounts do you
want to create?

i «—Ten or fewer

More than

ten

)

Follow the ‘User request (bulk)’ link within

the ‘User Accounts’ tab. Download and

complete the “bulk creation spreadsheet”

template that is provided.

v

Again using the ‘User request (bulk)’ link
within the ‘User Accounts’ tab, set the
Authority and School parameters then

upload the populated spreadsheet.

v

Within one working day, you will
receive an email regarding each
account creation request, explaining
the outcome of your request.

resolve your issue.

If you have any queries or problems
N then contact the Atomwide Service
Desk on 020 82 55 55 55 (option 3) to

A support case will be raised regarding

your request. Within three working days,

you will receive an email regarding the
outcome of your request.

%

Note that the Service Desk will accept
no more than one spreadsheet per
week from each school.
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