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1. Getting Logged In To The ONEder Admin Portal  
 

Welcome to ONEder!  Throughout this guide, we’ll go over everything that you, the district 

admin, will need to know to get your staff, students, and stakeholders started using ONEder. 

The first step is to log in to the ONEder Admin Portal: you should have received an email with 

your admin username and a link to set a password for the admin account.  Once you’ve set 

your password, open your web browser and go to https://app.oneder.com.  Once there, 

enter the admin username and password to login and get started. 

Note: if you also plan to create lessons and publish them to students, you’ll have gotten a 

separate teacher account for that.  Make sure you keep track of the login credentials for 

each, but feel free to contact ONEder support at 646-278-9959 x3 if you ever need any help 

with this (or anything else). 

 
 

 

  

 

 

 

 

 

https://app.oneder.com/
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2. The My District Page  
 

Now that you’ve logged in, you will be brought to the My District page, which is your main 

admin dashboard for your entire ONEder district.  It contains links to everything you’ll need 

to administer in ONEder, as well as basic information about your district, including: 

 The name of your district 

 Your state 

 The admin phone number (this should be your direct number) 

 The names of your ONEder sales and professional development representatives 

 
 

None of this information can be edited by you, but if any of it is incorrect, you can let ONEder 

Customer Support know, and we can make any changes you’d like. 

Before we move on, there are just a couple of other District-level settings to go over.  We’ll 

find these on the Settings tab of the My District page, starting with the Sharing setting. 

ONEder allows the lessons your teachers create to be shared with other teachers in their own 

school, across your entire district, or to the public where they can be utilized by all ONEder 

users.  You, as the district admin, are able to choose at what level you want sharing to be 

enabled, and you can even disable sharing entirely if you so choose.  Every district has a 

different approach to this, so we made it possible for you to choose the setting that works 

best for you. 
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Toward the bottom of this page, you’ll also notice buttons that allow you to Update to the 

latest versions of the Math and ELA standards in your state.  This particular demo district 

happens to be in New York, but whatever the standards in your state are (including non-

Common Core standards, such as the TEKS standards in Texas), this is where you can make 

sure your district is up to date with the current standards. 
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3. Adding Schools & Allocating Licenses 
 

Now that you’ve familiarized yourself with the district-level settings, the next step is to 

create some schools.  How you choose to do this depends on what works best for you: some 

districts prefer to create schools that correspond to physical buildings, others prefer for their 

schools to correspond to different programs within their SpEd department. 

Once you’ve chosen the best organizational method for your district, you can begin creating 

your first school. 

1. Starting on the My District page, click on the square, green Schools button on the right 

side of your dashboard. 

2. You are now on the Schools screen, which will contain a list of all the schools you create.  

Click on the  button in the lower right corner to open the New School screen. 

3. Here you will enter the School Name and, optionally, all the information for whoever 

you’ve designated as the school admin.  The school admin will have all the same system 

admin capabilities as you (the district admin), but only within this school as opposed to 

the entire district.  If you’d like to add a school admin, click the  button and then 

enter the school admin’s Name, Email address, choose a Username for them, and enter 

their direct Phone number. (You can click  to remove the school admin at any time.) 

4. If you ever need to disable or even delete an entire school for any reason, you can return 

to this page, click the three vertical dots on the upper right corner of the Status box, and 

select Deactivate or Delete.  If you later decide to enable a disabled school, you can click 

the three vertical dots again and select Activate. 
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Now that you’ve added a school, you need to allocate licenses to it so that you can activate 

the student accounts you’ll be creating shortly: 

1. Start off by clicking on the ONEder logo in the upper left corner of the screen to go back 

to the My District page, then click on the green Licenses button on the right side of the 

screen. 

2. Find the PO you want to allocate licenses from (you may only have one), click the three 

vertical dots on the right side of its line, and select Edit. 

3. Find the school you want to allocate licenses to, put the appropriate number in the Total 

Licenses field (You’ll get an error message informing you if you accidentally allocate 

more licenses than you have available). 

4. Click Save to finish. 

You can come back here any time you want to adjust the number of licenses allocated to 

each school (if needed), or check the expiration dates on each PO of ONEder licenses. 
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One last setting at the School level before we move on: if you click on the Settings tab on a 

school’s main page, it’ll bring you to a setting that allows lessons your teachers create to be 

shared with other teachers within their school, within your entire district, or publicly so 

they’re accessible to all ONEder users, and if you so desire, you can turn sharing off entirely. 

 

You may recall that we already looked at this setting at the district level, but it also exists at 

the school level to allow for a much more flexible sharing mechanism in case you want 

sharing to be handled differently at each school in your district. 

For example, if you have one school in your district where you want teachers to be able to 

share lessons district-wide, one where you only want lessons shared within the school, and 

others where you don’t want sharing to be possible at all, the school-level sharing setting 

allows you to configure each school’s sharing level individually. 

However, a more restrictive setting at the district level will override ANY sharing settings at 

the school level.  For example, if the district sharing setting is set to schools only, you won’t 

be able to share district-wide by allowing it in the school setting.  If sharing is completely 

turned off at the district level, then nobody will be able to share anything no matter what the 

setting at the school level is. 
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4. Adding Staff Accounts  

 

Once the schools in your district have been created and configured, you can proceed to the 

next step, which is creating staff accounts.  This part (and any account creation, for that 

matter) can be handled by either the district or school admin, and proceeds as follows: 

1. Browse back to the Schools page and select the school you want to add a staff member 

to. 

2. You’ll be back on the main school page, and you’ll see five big, green buttons on the 

right: Staff, Students, Licenses, Classes, and Stakeholders.  Since we’re adding staff right 

now, let’s go ahead and click on Staff. 

3. Just like you did when creating schools, roll your mouse over the  button in the lower 

right corner of your screen.  The difference you’ll notice this time is that, instead of 

taking you right to the New Staff page, two more buttons pop up.  We’ll look at both of 

them, but let’s start with the  button. 

4. Now we’re on the New Staff page, so go ahead and fill out the required fields: Name, 

Email Address, and select a Username for the staff member.  You can also enter the staff 

member’s job Title, Gender, Date of Birth, Phone number, Home Address, and Cell 

Phone number if you wish, but those fields aren’t required.  You can also click the Select 

Image link to the right of the required fields and select an image file from your computer 

if you desire. 

5. Once you’ve filled everything out, click the Save button in the upper right hand corner of 

the screen.  In addition to creating the account, this will also send an automated email 

out to the email address you specified, containing the staff member’s username and 

instructions on setting a password. 

6. If you ever need to disable or delete a staff account for any reason, you can return to this 

page, click the three vertical dots on upper right corner of the Status button, and click 

Deactivate or Delete.  If you need to reactivate a disabled account, click the the three 

vertical dots again and select Activate. 
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The ONEder Admin Portal also includes a method of importing multiple staff accounts at 

once so that, if you have many accounts to create, it’ll save you the time you would 

otherwise have to spend creating them one-by-one.  The process works as follows: 

 

 

1. Go to the Staff page, roll your mouse over the  button, but this time click on the  

button to open the Import Staff window (pictured above). 

2. In order to import the staff members, you need to have filled out an Excel spreadsheet 

containing all the information we entered when we added the individual staff member, 

and you can get the template for that by clicking Download template in the Import Staff 

window. 

3. Once the spreadsheet is filled out, you come back to the Import Staff window, click the 

green Choose File button, browse to and select the spreadsheet you filled out, click 

Import, and then the system will begin the import process. 

Sometimes staff members will need to use ONEder in multiple schools within your district.  

There’s no need to create multiple accounts in such an instance, because ONEder also 

provides an easy function to add an existing staff account to as many schools within your 

district as necessary: 
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1. Start off by going to the Staff page of the school you need to add the existing staff 

member to, roll your mouse over the  button, and click the  button to open the 

New Staff page. 

2. To the right of the Name field and to the left of the user image, you’ll see a little icon 

that looks like a magnifying glass.  Click on it to open the Locate Existing Teacher 

window (which you can see in the image below). 

3. Type the name of the teacher you’re looking for into the search field, then select them 

when their name appears in the list below, and click Select Teacher. 

4. You’ll see all the information from their existing profile prepopulate into their profile for 

the new school.  Click Save, and a message will appear on your screen informing you 

that a request for approval was emailed to them. 

5. Once the staff member opens the email and approves the request, they’ll be added to 

this school’s Staff page.  If you want to check the status of the request, go to the new 

school’s Staff page and choose the Pending button over the staff list.  It’ll show you a list 

of staff members who have outstanding requests to be added to the school, the date the 

request was sent, and the status of the request.  You can also click the three vertical dots 

on the right side of a given staff member’s entry and choose to either Send Request 

Again or Cancel Request if you choose. 
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5. Adding Student Accounts 
 

Let’s move on to the creation of student accounts.  Just like adding staff, this part can be 

handled by either the district or school admin via the following process: 

1. Browse back to the Schools page and select the school you want to add a student to. 

2. You’ll be back on the main school page, and this time we’ll click on Students. 

3. Roll your mouse over the  button in the lower right corner of your screen, and you’ll 

see the same two buttons we saw when adding staff.  Let’s start with the  button. 

4. Now we’re on the New Student page, and we’ll go ahead and fill out Name and 

Username, select their Primary Teacher from the drop-down menu, and then use the 

Team Members field to add any additional staff who will be working with the student. 

5. You’re also required to select the student’s Grade.  This doesn’t affect anything from a 

usability standpoint, but it does need to be set accurately if you want your teachers to be 

able to filter their tracked data by grade. 

6. You’re not required to input an Email address for a student, but it is needed if you want 

students to be able to log into ONEder when they’re not in class.  Teachers can log 

students into the ONEder Player during class by using their staff username and 

password, but students need their own accounts to log in on their own, and an email 

address is required to create their password. Students also need to be able to log 

themselves in if they want to use the ONEder Player through the web portal. 

7. Once again, we have a number of optional fields: Student ID, Gender, Race, Date of 

Birth, Phone number, Home Address, and Cell Phone number.    You can also click the 

Select Image link to the right of the required fields and select an image file from your 

computer if you desire. 

8. Once you’ve filled everything out, click the Save button in the upper right hand corner of 

the screen.  If you entered their email address, it will also send out the same automated 

email that contains the student’s username and instructions on setting a password that 

staff members got. 

9. If you ever need to disable or delete a student account for any reason, you can return to 

this page, click the three vertical dots in the upper right corner of the Status button, and 

click Deactivate or Delete.  If you need to reactivate a disabled account, click the three 

vertical dots again and select Activate. 
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As with the staff, you can also create multiple student accounts with just a few clicks through 

the importing function: 

1. Back on the Students page, roll your mouse over the  button and click on the  

button to open the Import Student window. 

2. Click on the Download template link to download the Excel spreadsheet you’ll need to 

fill out with all the student information mentioned above. 

3. Once the spreadsheet is filled out, return to the Import Students window, click the green 

Choose File button, browse to and select the spreadsheet you filled out, click Import, 

and then the system will begin the import process. 

 

 

Once the student accounts are created, the last thing to do is assign them a license.  We 

allocated licenses from your district’s PO to the schools back in Chapter 3, and now it’s time 

to use them to activate the student accounts: 
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1. From the Students page, click on the student you want to assign a license to. 

2. On the right side of the screen, you will see a square, green button that says No License.  

Click on the three vertical dots in the corner of that box, and select Assign License.  The 

license is assigned, and the green button will now display the expiration date of the 

student’s license. 

3. In the event you ever need to reclaim a student license (student leaves the district, 

license needs to be allocated elsewhere, etc.), you can click on the three vertical buttons 

on the license box in the student profile and select Revoke License, then say Yes when it 

asks you if you’re sure. 

 

As you can with staff members, you can also copy existing student accounts from one school 

within the district to another in the event they transfer for any reason.  The process for doing 

this is exactly the same as for staff, but with one minor difference: 

1. Start off by going to the Students page of the school you need to add the existing staff 

member to, roll your mouse over the  button, and click the  button to open the 

New Student page. 

2. To the right of the Name field and to the left of the user image, you’ll see a little icon 

that looks like a magnifying glass.  Click on it to open the Locate Existing Student 

window. 

3. Type the name of the student you’re looking for into the search field, then select them 

when their name appears in the list below, and click Select Student. 
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4. You’ll see all the information from their existing profile prepopulate into their profile at 

the new school.  Click Save, and a message will appear on your screen informing you 

that a request for approval was emailed to the student’s primary teacher (as opposed to 

sending it directly to the student as would happen with staff). 

5. Once the primary teacher opens the email and approves the request, the student will be 

added to this school’s Students page.  If you want to check the status of the request, go 

to the new school’s Students page and choose the Pending button above the student 

list.  It’ll show you a list of students who have outstanding requests to be added to the 

school, the date the request was sent, and the status of the request.  You can also click 

the three vertical dots on the right side of a given staff member’s entry and choose to 

either Send Request Again or Cancel Request if you choose.  
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6. Adding Stakeholder Accounts 
 

There’s one last account type to cover, and that’s the Stakeholder.  Stakeholders are people 

who need to view tracked data and other metrics related to the usage of ONEder in your 

district.  These can include school administrators, school board members, or others whose 

interest is focused primary on measuring progress. 

Stakeholder accounts can exist at both the district and school level, with school stakeholders 

only able to view metrics within their school, while district stakeholders have a district-wide 

view.  The process is exactly the same in both cases, but are configured in separate locations 

according to the following instructions: 

1. From the My District page (if adding a district stakeholder) or the school’s main page (if 

adding a school stakeholder), click on either the Stakeholders tab or the green 

Stakeholders button on the right side of the window (both take you to the same place), 

and click the  button to enter the New Stakeholder page. 

2. You are required to fill out the Name, Email address, and choose a Username for the 

stakeholder.  The Gender, Date of Birth, Phone number, Home Address, and Cell Phone 

fields are all optional.  You can also click the Select Image link to the right of the 

required fields and select an image file from your computer if you desire. 

3. Click Save, and an automated email containing the stakeholder’s username and 

instructions for setting a password will be sent to the email address you specified. 

4. If you need to disable or delete a stakeholder account for any reason, you can return to 

the Stakeholders page, click the three vertical dots on the upper right corner of the 

Status button, and click Deactivate or Delete.  If you need to reactivate a disabled 

account, click the three vertical dots next to the desired account and select Activate. 
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7. Usage & Reporting 
 

ONEder includes two reporting functions to provide district AND SCHOOL admins with insight 

into who is using ONEder in their district, how often, and what they’re doing while logged in. 

The first is the Reports page, which is accessible from the menu you reveal by clicking the 

three horizontal lines in the upper left corner of the screen.  There are three different reports 

you can run from this page: 

 Licensing: Displays a list of your ONEder license POs, how many licenses each contains, 

the number of licenses in each that have been allocated and assigned, and the PO’s 

expiration date. 

 Metrics: Gives you a school-by-school breakdown of the total and active number of 

accounts in the Staff, Student, Stakeholder, and Parent roles. 

 Users: Provides a school-by-school list of users, including their Name, Username, Email 

Address, User Role, Grade, and Phone Numbers. 

 

Once you’ve chosen the Report Type and which Schools will be included, click the GENERATE 

button to export your report to a downloadable Excel spreadsheet. 

 

 

 

If you click the three horizontal lines in the upper left corner of the screen and select Usage, 

you’ll be brought to a detailed dashboard that includes details on user activity in ONEder.  

The status bar at the top of the dashboard includes metrics on the overall number of 

activities that have been created, accommodations use, total user sessions, lessons 

published to students, and lessons shared in your district OR SCHOOL, as well as fields that 

allow you to filter the results displayed by school or timeframe.  Below that are several more 

detailed sections, including: 

 Usage Overview: Shows a percentage breakdown of the number of activities creates, 

accommodations used, and user sessions by role. 



 

ONEder Admin Guide 18 

 User Sessions Over Time: Displays how many login events for each user role have 

occurred over the specified time period. 

 Activity Over Time: Shows the number of lessons created and completed, and can be 

filtered by Math, ELA, or Functional lessons. 

 Activity Creation Over Time: Displays a percentage breakdown of each activity type in 

relation to the others. 

 

 

 

Clicking on the REPORT button in the upper-right corner of the screen will generate a PDF-

friendly version of the Usage dashboard, and you can click the DOWNLOAD button in the 

upper-right corner of the screen to download the PDF to your computer. 
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8. Adding Classes 
 

Every student has different needs, but there will also be times when it will be helpful to 

create and assign lessons for a group of students, and track data at the class level instead of 

individually.  Here’s how you create a class in the ONEder Admin Portal and assign the 

necessary staff and students: 

1. From the main school page, click the big green Classes button on the right side of the 

screen, then once you enter the Classes page, click the  button in the lower right 

corner of the screen to enter the New Class page. 

2. Enter the required fields of Class Name, Type (General or Special Education), and the 

Primary Teacher for the class.  You can also optionally select a Secondary Teacher and 

any other Professionals who will work with the class students, and give the class a 

Description. 

3. Finally, select the Students who will be part of this class, then click Save to finish. 
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9. We’re Here To Help! 
 

Throughout the course of this guide, you’ve learned how to do everything there is to do in 

the ONEder Admin Portal, but that doesn’t mean you’ll never have questions or need 

guidance.  If you ever do, the ONEder Customer Support team is here to help!  We’re more 

than happy to teach, advise, and troubleshoot any ONEder issues you may have, and are 

open from 9 AM to 5 PM EST, Monday through Friday. 

Here’s how you can get in touch with the ONEder Customer Support team: 

 By phone: 646-278-9959 x3 

 By email: support@oneder.com 

We’re always here to help, so please don’t hesitate to reach out if you have a question, and 

we’ll always be right there to work with you to a satisfactory resolution! 

In closing, I hope this guide has been helpful and informative, and once again, welcome to 

ONEder! 

 

mailto:support@oneder.com
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