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Scootle 
Background and access 

Intended audience 

This manual is specifically designed for school managers who intend for teachers in their school to use Scootle to discover and use digital curriculum resources published by Education Services Australia. 
Information on using Scootle as a teacher is available via the Scootle user guide for educators. 

Background 

The digital curriculum resources on Scootle include interactive multimedia learning objects and individual 
digitised items sourced from Australian and New Zealand cultural and scientific organisations. 

Learning objects combine still and moving images, text, audio and animation to engage and motivate 
students and support their learning of concepts and skills in a range of curriculum areas in the P–12 years. 

Digital resources include museum artefacts, artworks, archival documents, photographs, archival and 
contemporary moving images, maps, posters, songs and speeches. In contrast to learning objects, which have 
in-built learning design, teachers and students can use digital resources in a range of flexible ways to suit their 
own curriculum needs. 

Scootle http:/www.scootle.edu.au provides access to more than 10,000 items of digital curriculum content 
published by Education Services Australia. Teachers can find interactive learning objects, images, audio files 
and movie clips via browse, search and filter technology. They can create personal lists of favourite resources 
for quick access. 

Teachers can also rate and review the value of individual learning objects or digital resources. It is hoped that 
collaborative understanding of the pedagogical value of digital content in authentic teaching and learning 
contexts will grow nationally with this Web 2.0 feature. 

Access 

All teachers and pre-service teachers across Australia can search and browse Scootle. Full access to the 
content is available to all teachers at licensed schools. Access to Scootle is not managed by Education Services 
Australia but by jurisdictional education departments and independent and Catholic school bodies. 

Terms of use 

Please read and ensure you understand the Terms of use prior to using Scootle. 
http://www.scootle.edu.au/ec/p/conditions 

https://www.scootle.edu.au/ec/p/user_guide
http://www.scootle.edu.au/
http://www.scootle.edu.au/ec/p/conditions
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Overview 
Introduction 
 

As a school manager, you have access to the 
administration pages for your school(s) and are 
responsible for sending out the school's Uniform 
Resource Locator (URL) so that teachers can 
register. 

Basic registered users have access to Scootle, but 
no administrative functions. Teachers in schools 
are usually basic registered users.  

Functionality common to all registered users, such 
as My Scootle, Account settings and searching can 
be found in the Scootle user guide for educators. 

To explore the school manager functionality, 
school managers login to Scootle at 
www.scootle.edu.au. This will provide access to 
your My dashboard page and school administration 
functions. These functions are described in more 
detail in the following pages. 

https://www.scootle.edu.au/ec/p/user_guide
https://www.scootle.edu.au/ec/login.action
https://www.scootle.edu.au/ec/login.action
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This page gives you access to all school 
administration functions. 

 

Twelve-month user growth (your school) 
This graph shows how many users from your school 
joined Scootle over the past 12 months. 

Top learning path contributors (your 
school) 
The top learning path contributors in your 
school are listed here. 

Top 10 resources (Nationally) 
The top 10 resources nationally are displayed 
here. 

To view one of these resources, select it from 
the list. 

Top 10 resources (your jurisdiction) 
The top 10 resources being shared by your 
jurisdiction are listed here. (In this example, 
the jurisdiction is the Association of 
Independent Schools – Victoria.) 

You can view a resource by selecting it from 
the list. 

Resource usage (your school) 
This pie chart shows a breakdown of the 

types of resources being accessed in your 
school. 

Learning paths created (your school) 
This indicates how many learning paths have 

been created within your school. 

Top 10 resources (your school) 
The top 10 resources accessed by your 

school are shown here. 

You can view a resource by selecting it from 
the list. 

 

Administration 
Your account information and school 

administration functions are accessed and 
managed here. 

To view or change your details, including 
your password, select My details. 

To view or change the details of your school 
or to perform administrative actions on the 

users in your school, select School details / 
users. 

Reports must be requested via Scootle 
support. Select School administration to view 

the relevant contact details. 

Overview 
My dashboard 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

Managing your school and users 
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How to 
View and edit your school details 
 

Step 1 
Select School details / users 

Your school support details are the details displayed when a logged-in user from your school 
visits the Contact page in Scootle, so it's important that this information is accurate. 

Under Administration select School details / users. 

Step 2 
Open school details for editing 

The details for you school will be displayed on a Manage my school page. 

If you want to edit the Supports details and/or Support email, select Edit details under Actions. 
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Step 3a 
Make changes and Save 

An Edit my school details dialog will appear over the Manage my school page. 

Update the Support details and/or the Support email as necessary and select Save. 

If an Error message is displayed proceed to Step 3b. 

Provided there isn't an error, a success message will be displayed briefly, before you're returned 
to the Manage my school page. 

Proceed to Outcome. 

Step 3b 

Error message is displayed 

If you selected Save and an Error message is displayed, it means that there has been no data, or 
invalid data, entered, for the Support details and/or Support email fields. 

Select OK to close the error message. 

Return to Step 3a 

.
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Outcome 
Changes have been saved 

The new details now appear on the Manage my school page. 

Any logged-in users from your school will also see the changes on the Contacts tab of the Contact page, which is accessible 
via the footer on every page of Scootle's website. 
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How to 
Invite people in your school to register

Step 1 
Locate your school's Scootle registration URL 

As a Scootle school manager you can invite your school staff members to register to use 
Scootle. 

Navigate to the Manage my school page by selecting School details / users from under the 
Administration menu. 

The Register URL field will contain a link that you need to copy, like the one shown below: 

http://www.scootle.edu.au/ec/register.action?key=PIofkBwPE 

Step 2 
Create and send an email invitation 

Create an email inviting staff members in your school to register. Remember to include the 
school’s Scootle registration URL that you copied from Step 1. 

Your email may look like this: 

Step 2 continues on the next page. 
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Step 2 (continued) 
Dear staff member, 

I’m pleased to invite you to use Scootle to access a wide collection of digital 
curriculum resources. 

You can register yourself by clicking this link: 

http://www.scootle.edu.au/ec/register.action?key=PIofkBwPE 

Enter your details in the provided form and click Register. 

After registering, please check your inbox, as you will be sent an email asking 
you to confirm your registration. When you click the link in the email, you’ll be 
able to login to Scootle to access thousands of interactive learning objects, 
images, audio files and movie clips. 

Let me know if you need help. 

Melanie Tomlin 

Principal 

Note: Members of staff outside your school will need to register with their own school URL. 
Students in your school will access Scootle using student PIN access. 

Outcome 
Check your dashboard 

After staff have registered, you should see their details under School details / users via the 
Manage my school page under the Administration menu. 

The Twelve-month user growth graph will also provide a visual indicator on the uptick of 
registered users in the month (and possibly following month) the email was sent 
 

http://www.scootle.edu.au/ec/register.action?key=XliVmFOq
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How to 
View and edit a user in your school

Step 1 
Choose a field to search on 

Navigate to the Manage my school page by selecting School details / users from under the 
Administration menu. 

By default, the search is set to be conducted on the First name field. You can change this to 
search by First name, Email or Id by selecting the relevant radio button to the right Find text box. 

Enter the name, email or id into the Find text box and select Find user. 

Step 2a 
Change the sort order 

The list of users is automatically sorted by Last name. You can change this by selecting the 
column name of ID, First name or Email. 

The first time you select a column to change the sort order, it will be displayed in ascending 
order (lowest to highest). Selecting the same column a second time will change the sort order to 
descending (highest to lowest). 

The examples shown above are based on the ID column, firstly ascending, then descending. 
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Step 2b 
Navigate to a different page 

If there are more than 20 results, page navigation will appear at the top and bottom of the list. 

• All pages will include links to navigate to a specific page. 
• The first page will include links to the Next and Last pages. 
• Pages other than the first and last page will include links to the First, Previous, Next and 

Last pages. 
• The last page will include links to the First and Previous pages. 

Select a link to view the relevant page's results. 

Step 3 
View a user 

Select the user's First name, Last name or Email to view their details. 

From here you can also edit their details, change their password or change their username. 

Note: In this section the focus is on editing a user's name 
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Step 4 
Elect to edit a user's details 

There are two ways to edit a user's details: 

• Select Edit details when viewing a user. 
• Select Edit, which appears in the final column of the Users list. 

Step 5a 
Make changes and Save 

Make changes to the First name and/or Last name as required, then select Save. 

Provided there isn't an error, a success message will be displayed briefly. If an error message is 
displayed, proceed to Step 5b, otherwise proceed to Outcome. 

Note: The Expiry date field is not currently in use. 
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Step 5b 
Error message is displayed 

Depending on which way you decided to edit a user, one of the error messages shown above 
may display if you inadvertently deleted the First name, Last name or both. 

Where there's an OK button, select it to close the dialog and return to the Edit user dialog. 

Return to Step 5a. 

Outcome 

Name has been changed 

The user's new name will now be displayed in the user's list and when viewing or editing their 
details further. 

The user will also see their change of name the next time they log in to Scootle. 

Note: If the user's email address has changed as well, you'll need to change their username. 
Refer to Change a username for a user in your school for further information. 
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How to 
Change a username (email) for a user in your school

Step 1 
View the user and select Change username 

Locate the user whose username you want to change and view their details. (Refer to Steps 1 – 3 
of View and edit a user in your school for details on how to do this.) 

Select Change username from the Actions menu. 

A Change my username dialog will be displayed. 

Step 2a 
Enter the new username and Save 

Change the username as required in the Email field and select Save. 

If an error message is displayed, proceed to Step 2b, otherwise proceed to Outcome. 

Step 2b 
Error message is displayed 

If you inadvertently deleted the email address and elected to Save, the top error message will be 
displayed. 

Step 2b continues on the next page. 
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Step 2b (continued) 

An incomplete email address that may be missing the local part, '@' symbol or domain part will 
return the bottom error message. 

The bottom error message will also display if the email address contains: 

• invalid characters, such as a space 
• more than 64 characters in the local part 
• more than 255 characters in the domain part 
• a '.' (period or full stop) at the beginning or end of the local part or domain part 
• two or more consecutive '.' (period or full stop). 

Regardless of which message is displayed, select. OK to close the dialog. 

Return to Step 2a. 

Note: 'local part' refers to the part of the email address before the '@' symbol, and 'domain 
part refers to the part of the email address after the '@' symbol. 

Outcome 
Username has been changed 

The user's new email (username) will now be displayed in the user's list and when viewing or 
editing their details further. 

Note: The user should be notified when their new email address is ready to be used to log in 
to Scootle. This will ensure they don't encounter any problems with their username 
during the login process. (Their password remains unchanged.) 
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How to 
Change a password for a user in your school

Step 1 
View the user and select Change password 

Locate the user whose password you want to change and view their details. (Refer to Steps 1 – 3 
of View and edit a user in your school for details on how to do this.) 

Select Change password from the Actions menu. 

Note: Careful consideration should be given before changing another user's password, 
including how the password will be communicated and ensuring the user knows that 
after logging in, they must change their password for security purposes. 

Changing another user's password should be thought of as a temporary measure 
allowing the user to gain access in the event they cannot access their email for a 
password reset. 

Step 2a 
Locate the user 

A Change my password dialog will be displayed. 

The new password must conform to the following requirements: 

• Minimum of 14 characters 
• At least one uppercase letter 
• At least one lowercase letter 
• At least one number 
• Must not include the words ‘password’ or ‘admin’ 
• Must not be the same as your username or email address 
• Special characters allowed (@$!%*?&#) 

Enter the same password in the Password and Confirm password fields, then select Save. If both 
passwords match and meet the requirements proceed to Outcome. 

If you receive an error message while trying to save your password, proceed to Step 2b or Step 
2c, depending on which message you receive. 
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Step 2b 
Password does not meet the requirements 

Should the passwords not meet the requirements, a red error message indicating what the issue 
is will be displayed. The requirement(s) that are correct will be greyed out, making it easy for you 
to identify which ones need correction. 

This error message will also be displayed if both fields are blank and you attempt to Save. 

You'll need to re-type both passwords before trying to save again. 

Return to Step 2a. 

Step 2c 
Passwords do not match 

If you selected Save and an Error – Password must match dialog is displayed, it means that one or 
more characters in the Confirm password field don't match the Password field, or that the Confirm 
password field is blank. 

Select OK to close the error message. 

You'll need to re-type both passwords before trying to save again. 

Return to Step 2a. 

Outcome 
Password changed 

Once the password has successfully saved, you'll need to let the user know what their new 
password is. 

Note: Remember to advise the user that once they've successfully logged in, they need to 
change their password immediately for security purposes. 
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How to 
Confirm registration for a user in your school

Step 1 
Locate the user and select Confirm 

If one of your school's users can't access their email to confirm their registration for Scootle, you 
can complete the registration process on their behalf. 

Locate the user whose account you need to confirm as per Step 1 of View and edit a user and 
select Confirm, which appears in the final column of the Users list. 

Step 2 
Activate the user's account 

Select OK to confirm registration and activate the user's account. 

Outcome 
User's account is now active 

The dialog will close and Confirm no longer displays for the user in the search results. 

When viewing the user's details, their Status will now be Active. 
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How to 
Delete a user from your school 

Step 1 
Locate the user and select Delete 

When a staff member is no longer working at your school, you can delete their account 
from the users list. 

Locate the user whose account you need to confirm as per Step 1 of View and edit a user 
and select Delete, which appears in the final column of the Users list. 

Step 2 
Delete the user's account 

Select OK to confirm the deletion of the user's account. 

Outcome 
User's account has been deleted 

The user will no longer appear in the list, and the number of users will have decreased by 
one. 
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