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Getting Access

1

A customer places an order with 
Zaner-Bloser. If the order contains 

a digital product, the customer 
will choose someone to be the 

District or School Aadministrator 
of their account.

The District or School 
Administrator is responsible for 

managing user accounts and 
licenses.

2

After the order is processed, an 
activation email and available 
licenses email are sent to the 

person chosen to be the District 
or School Administrator.

The District or School 
Administrator will click on the 
activation link in the email to 

finish setting up their account.

3

Once the District or School 
Administrator account has 
been set up, they will then 

navigate to myzbportal.com to 
log in.
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Logging in and Getting 
Started
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Logging In

A Once the account has been set up, users 
can log in with their credentials here.

B
Forgot your password? No worries! Click 
the Forgot Your Password.

C
If students need to log in, click the I’m a 
Student link to switch to the student 
portal.

D
If parents or guardians need to log in, 
click the I’m a Parent link to switch to 
the parent portal.

E These links show Zaner-Bloser’s Single 
Sign-On Solutions. 

F
These links have important 
information about privacy, legal, and 
system requirements.
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Navigating the Administrator Dashboard

A Once set, this is where the School ID 
is managed. 

B Once set, this is the information for 
the license access period.

C Watch the Tutorial Video or view 
the District Administrator User 
Guide for a quick overview of the 
dashboard.

D The Getting Started Checklist leads 
Administrators through the initial 
setup steps.

E This is a list of the Programs that the 
district has purchased.
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Navigating the Administrator Dashboard (Continued)

F Select Manage to open a menu with 
links to the manage accounts and 
licenses pages.

G Click the Announcement Banner to 
read any announcements to 
Administrators.  

H The Help tab leads to the Tech Support 
Page with tutorial videos, how-to 
guides, and tech support contact 
information.

I
This is Account tab. Administrators 
can manage their personal account 
and log out here.
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Setting the School Identifier

1
Before creating any accounts, a unique school ID must be 
set for each school in the district. Upon first login, 
administrators will be prompted to set these school IDs.

2 Administrators can also click Set Unique School IDs for 
Every School in Your District from the Quick Start list

3 Enter school IDs in the text boxes. 

Keep in mind:
• This school ID should be unique, but easy to remember, 

as students will need it to log in.*

• The School ID should only contain alphabetic characters 
or numbers and must be less than 16 characters in 
length.

4
Once the school IDs for each school have been set, click 
Confirm.

*If a student-facing product is purchased.
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Setting the School Year Start Date

Once the school IDs have been set, another pop-
up window will appear, prompting the Digital 
Administrator to set the License Start Date 

All licenses purchased this school year will 
activate automatically on the chosen date. 
They will expire one year after the activation 
date.

If the pop-up window was closed before 
setting the license start date, click on Set 
Your License Start Date in the Quick Start 
List.

1 Use the calendar button to choose the 
school year Start Date.

2
Use the calendar button to choose the 
school year End Date.

3 Then click Set License Dates.
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Tips for Setting the School Year Start Date

Once set, the start date cannot be changed 
until the next school year.

Please keep in mind that the school year 
start date be different than the actual 
school start date, as teachers may want to 
get in ahead of time to set up classes and 
preview materials.
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Create and Manage 
Users
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Navigating to the User Management Page

The next step on the Getting 
Started Checklist is to create user 
accounts within My ZB Portal. 

1
Click on Create Admin, Teacher, 
and Student Users to start setting 
up user accounts. 
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Navigating the User Management Page

A Digital Administrators will use the School 
Dropdown menu to toggle between schools 
within the district.

B The Role tabs will show the users by role for the 
school selected from the School Dropdown menu. 

C
The Digital Administrator will click on Add Users 
to manually add users. More information on 
pages 18-21. 

D Clicking on the Import tab will allow Digital 
Administrators to import users and classes.  
More information on pages 15 - 17.

E The Export tab will allow Digital Administrators 
to export users into a spreadsheet.

F Clicking on the Grid with an X will delete all 
users by role type. ZANER-BLOSER 13



Navigating the User Management Page (Continued)

G Clicking on the Mask icon allows the 
Digital Administrator to Masquerade 
as a teacher

H The Pencil icon allows the Digital 
Administrator to Edit a user’s 
information. 

I Clicking on the Envelope icon will 
resend the users getting started email 
to them. 

J Clicking on the Circle with an X icon 
will delete the user. 

K The Districtwide User Settings will 
allow the Digital Administrator to 
turn on or off select functionality for 
users. More information on page 22.
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Tips for User Accounts

• Once added to my ZB Portal, 
activation emails will be sent out 
to the Teachers, Parents, and 
District and School Administrators. 
They will contain a link that will 
allow the teachers to set up their 
account.

• The teacher will need to give the 
student their username, password, 
and school ID to be able to log in, 
unless a Single Sign-On Integration 
has been set up. Teachers can also 
print out a QR Code for students to 
use to log in from their Classes 
page. 
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Importing Teacher, Student, or Admin Accounts (Steps 1-2)

Importing a spreadsheet is the 
easiest way to create accounts for 
multiple teachers, students, or 
admins at once.

1 Next, click on the Import button.
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Importing Teacher, Student, or Admin Accounts (Steps 3-7)

2 Each section has a pre-formatted 
template that can downloaded and used.

3
This page also provides instructions and 
helpful definitions to help fill out the 
template. 

4
In the CSV template, fill in the required 
information and Save the file.

5 Select browse and choose the saved file 

6 Finally, click Upload.

Repeat as necessary throughout the year 
to create new accounts.
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Tips for the Import Page

Here are some tips for importing:

• Please ensure the accuracy of the school IDs in 
the import sheet before uploading them, so that 
users and classrooms are placed in the right 
school.

• "School ID" refers to the IDs assigned to the 
schools in the district when the account was set 
up.

• If students were imported without passwords, 
the passwords will need to be added either 
manually or via import before the students can 
log in.

• District Admins cannot be imported. To create 
and manage District Administrator accounts, 
use the Manage District Administrators page.
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Creating Individual Teacher Accounts

From the Manage Users Page, teacher 
accounts can be created individually.

1 Choose a school from the dropdown 
menu.

2 Next click on the Add Users link.

3 Select a user type from the dropdown 
menu

4 Fill in the required information.

5 To add additional teachers, click +Add 
Another.

6 Once all the teachers have been 
added, click on Save.
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Creating Individual Student Accounts

From the Manage Users Page, 
student accounts can be created 
individually.

1 Choose a school from the dropdown 
menu.

2 Next click on the Add Users link.

3 Select a user type from the dropdown 
menu

4 Fill in the required information.

5 To add additional students, click 
+Add Another.

6
Once all the students have been added, 
click on Save.
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Creating Individual Parent and Caregiver Accounts

From the Manage Users Page, 
parent and caregiver accounts 
can be created individually.

1 Choose a school from the 
dropdown menu.

2 Next click on the Add Users link.

3 Select a user type from the 
dropdown menu

4 Fill in the required information.

5 To add additional parents and 
caregivers, click +Add Another.

6
Once all the parents and 
caregivers have been added, 
click on Save. ZANER-BLOSER 21



Creating Individual School Administrator Accounts

From the Manage Users Page, 
school administrator accounts 
can be created individually.

1 Choose a school from the 
dropdown menu.

2 Next click on the Add Users link.

3 Select a user type from the 
dropdown menu

4 Fill in the required information.

5 To add additional School 
Administrators, click +Add 
Another.

6 Once all the school 
administrators have been added, 
click on Save. ZANER-BLOSER 22



Creating Additional District Administrator Accounts 

There can be up to 20 District 
Digital Administrators for the 
district. 

1
To create additional District 
Digital Administrators, click on 
the Manage tab at the top of the 
screen. 

2 From the dropdown menu, 
select Manage District 
Administrators.

3 Then click the +New District 
Admin button.

4 Fill in the required information.

5 Click +Add Another to add 
additional Administrators.

6 Once all the district administrators 
have been added, click on Save. ZANER-BLOSER 23



Managing User Settings

There are several configurable 
user settings that can control the 
functionality available to users in 
My ZB Portal.

1 Click the Districtwide User 
Settings button.

2
A box will pop with choices for 
various user settings. Click the 
box next to the selection.

3 Once finished, click Update. 

ZANER-BLOSER 24



Generating Student Passwords (bulk option)

From the Manage Users Page, passwords 
can be generated for students. Passwords 
can also be created by editing users.

1 Choose a school from the dropdown 
menu.

2 Next click on the Students tab.

3 Click on the Key icon.

4
A warning pop up box will appear asking 
for confirmation to generate new 
passwords. Click Confirm.

5
A link to download the passwords will 
appear. 

! Please note: clicking this button will 
create new passwords for all the students 
in the school. These passwords will 
replace any passwords currently in use. ZANER-BLOSER 25



Create and Manage 
Classes

ZANER-BLOSER 26



Creating Classes (Steps 1-3)

If the Digital Administrator did not 
set up a rostering integration or 
import classes, Administrators can 
create individual classes to grant 
students access to digital 
materials. Teachers can also 
create their own classes unless 
the option has been restricted in 
user settings.

1
Click on Create Classes to get 
started.

2
On the Manage Classes page, 
choose a school from the 
dropdown menu.

3 To create a new class, click on 
the  + button. ZANER-BLOSER 27



Creating Classes (Steps 4-8)

4
Fill in the required information:
• Class Name
• Class ID (optional)
• Grade Designation (optional)
• Class icon (optional)
• Teacher First Name
• Teacher Last Name
• Teacher Email

5
Use + Add Teacher to add additional teachers 
to the class. There can be up to 5 teachers 
managing a single class.

Or search for an existing teacher by typing in 
the text box. 

6 Click Next.

7
On the Add Licenses page, choose the class 
license(s) for this class. Class licenses will 
grant all the students in the class access to 
digital materials.

8 Then click Next. ZANER-BLOSER 28



Creating Classes (Steps 9-11)

9 Fill in the required information:

• First Name  (the student's first name)

• Last Name (the student's last name)

• External ID (the student’s school ID). This is 
not mandatory but can assist with 
identification across systems (such as an SIS).

• Username (the student's username). The student  
will use the username to log in.

• Password (password for the student). The password 
must contain at least eight characters and be 
different from the user's five previous passwords.

Or search for an existing student by typing in the 
text box. 

10 Click +Add Another to add additional students to 
the class.

11
Click on Finish. ZANER-BLOSER 29



Editing Existing Classes

Digital Administrator can also edit 
classes on the Class Management Page

1 Choose a school from the dropdown 
menu.

2 Click the pencil icon to edit the class.

3 On this page, Administrators can edit 
the class information, 
add/remove teachers, add/remove 
class licenses, and add/remove 
students.

4
Once finished updating the class, click 
the link Back to Manage Classes.
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Remove All Students 

Digital Administrator have the option to 
remove all the students from classes at a 
school with a click of a button. 

1 Choose a school from the dropdown menu.

2
Click on the grid icon on the right-hand side 
of the screen.

3
A warning will pop-up confirming the 
decision to delete students from all of the 
classes. Click Confirm to delete the students 
from the classes. 
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Deleting Classes

Digital Administrator can delete classes 
on the Class Management Page

1 Choose a school from the dropdown 
menu.

2
Click on the X in a circle icon on the 
right-hand side of the screen next to 
the class to be deleted.

3 A warning will pop-up confirming the 
decision to delete class. Click Confirm 
to delete the class. 
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Distributing Licenses
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Distributing Licenses to Schools

1
If the district purchased licenses at the district 
level, click the Distribute licenses to each school 
button on the Getting Started Checklist. 

2 On the Distribute Licenses page, choose a school 
from the dropdown menu.

3
In the box next to each license, indicate how many 
licenses to distribute to this school.

4 Click Confirm.

Repeat this process to distribute the licenses to any 
additional schools.

Note that Teacher Licenses are for teachers (TEs, 
printable resources), and Class Licenses are for 
students (games, activities, etc.).
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Assign and Revoke 
Licenses
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Navigating the Licenses Page

A The in-use column shows the number of licenses 
used versus the number of licenses purchased.

B The licenses column will show the name of the 
license purchased.
• Teacher licenses are assigned to teacher 

users and are used to grant access to digital 
teaching resources and printable materials.

• Class licenses are assigned to classes and are 
used to grant students within those classes 
access to online games, videos, and tests.

C The Activation date is based on the license start 
date that was selected by a Digital Administrator.

D
The Expiration date reflects the license 
expiration based on the license start date.

E The Revoke All button will allows for mass-
revoking of all currently-assigned licenses.
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Assigning Licenses by License Type

Teachers can select their own licenses when they log 
on to My ZB Portal for the first time, but Digital 
Administrator can also assign licenses.

1 From the Getting Started Checklist, click Assign 
licenses.

2 On the Assign and Revoke Licenses page, choose a 
school from the dropdown menu.

3 Click the checkbox next to the name of the license to 
be assigned. The licenses that show in this list are 
licenses purchased by the school or district this year.

4 Click Next.

5 Click on the box in the Assign column beside the 
teacher(s) or classroom(s) to which the license 
should be assigned.

6 Click Confirm.
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Assigning Licenses by User

Multiple licenses can be assigned to a 
single user at once on the Manager 
Users Page.

1 Click on the Manage tab at the top of 
the screen.

2 From the dropdown menu, select 
Manage Users

3 Choose a school from the dropdown 
menu.

4 Click the Teacher Tab.

5 Click on the number in the Licenses 
column.

6 A pop-up will appear with a list of 
available licenses. Choose the license(s) 
to assign to the user.

7 Click Save. ZANER-BLOSER 38



Reports
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Reports – Coming Soon!
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Help
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Integrating with My ZB Portal

We offer the following 
Rostering and Single Sign-On 
Integrations

Automated Rostering
• OneRoster 1.1 csv (via SFTP)
• Clever Secure Sync

Single Sign-On (SSO)
• Clever Instant Login
• LTI 1.3 
• Google

To get started, contact Zaner-
Bloser Technical Support
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Finding Help

Click the Help Link or the 
Technical Support for help 
with My ZB Portal.

This page contains links to user 
guides, tutorial videos, FAQs, 
and contact information.

For additional assistance, 
contact Zaner-Bloser Technical 
Support.
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