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How to update your profile 

 

My Account - Change Settings 

 

 

  

   

                                                                 3 

                                                                                             

1. Hover your 

mouse over the 

icon at the top 

right of your 

screen which 

says ñWelcome 

******ò and then 

click on My 

account. 

2. Click on 

Details and 

upload a photo. 

3. Click on 

Display settings 

and change the 

language of your 

TwinSpace if you 

need it. 

1 

 

 

2 
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How to invite teachers and visitors to your 

TwinSpace 

 

Step 1 ï Login in to your TwinSpace. 

 

Step 2 ï Click Invite teachers and visitors. 

 

 

 

 

 

Step 3 ï Type in the email address of the teacher/visitor you wish to invite. To 

add more than 3 click the + button, then click Submit. 

Step 2 
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Step 4 ï The system generates a proposed username and password for each 

teacher/visitor, which you can choose to accept or change to something of your 

own choice. You can also select the role that each one these new TwinSpace 

members will be assigned either: Visitor (viewing rights only); Teacher Member 

(some editing rights) or Teacher Administrator (full rights). Once you are happy 

with this click Submit. 

 

 

Step 5 ï The system will now generate an email to the teacher/visitor that you 

have just granted access to the TwinSpace containing their username and 

password along with the url (web address) of the TwinSpace so they know 

where to go to login. A similar email is also sent to the Administrator that 

created the new teacher/visitor account with the same details. Your new 

teacher/visitor members have now been created successfully. 

Step 3 

Step 4 
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Step 6 ï You will see confirmation that the new user has been successfully 

invited on your TwinSpace homepage.  

 

  

Step 6 
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How to invite pupils to your TwinSpace 

 

Step 1 ï Login in to your TwinSpace. 

 

Step 2 ï Click Invite Pupils. 

 

Step 3 ï Add the First name and Surname of the pupils you wish to invite. To 

invite more than 3 click the + button, then click Submit. 

 

Step 2 
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Step 4 ï The system generates a proposed username and password for each 

pupil who you can choose to accept or change to something of your own choice, 

provided that is made of a minimum of five and a maximum of eight characters. 

We recommend that you write these down or take a screen shot of the screen 

so you remember the detail and can pass them on to your pupils. Once you are 

happy with this click Submit and your pupils are finished. 

 

 

Please choose the role of the pupils: Administrator or Member. 

Step 3 

Step 4 
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Step 5 ï You will need to give your pupils the correct URL (web address) of 

your TwinSpace so that they can log in correctly. To find this click on the Home 

page of your TwinSpace and make a note of the web address in your browser. 

That address is where your pupils will have login from. 
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How to add a Blog to your TwinSpace Activities 

 

Step 1 ï Login to your TwinSpace. 

 

Step 2 ï Click on Activities. 

 

 

 

 

 

 

STEP 2 

 










































