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Welcome to teachersplanner.org. This document is intended to act as a simple guide to help you get 
your account created and the planner set up as quickly as possible. If you want help with using the 
planner see the user guide in the FAQs – look at the footer of any page. 

Step 1. Sign up for an account. 

1.1. Go to teachersplanner.org and click on the signup link. 
1.2. Once the signup page has loaded you need to provide a few details about you and (possibly) you 

school 

  

If you choose to join an existing school account by selecting ‘Join My School Account – Free’ 
from the account type choices the form will change. 

 

Once you’ve provided the details, click the  button to join the school account. Any problems 
will be highlighted. Correct these and click the  button again. You now need to skip the 
other sections of this document and go to section 3.3. – setting up your timetable.  

What your pupils call you. 

You’ll use this to login with. 

A secure password. 

Something to remind you of your password. 

Choose the kind of account you’d like. * 

When does your school year start? 

The captcha helps to prove you’re not a robot. 

The post code identifies your school. 

The security code is provided by your school and 
was set by the person who initially set the account 
up. 

The captcha helps to prove you’re not a robot. 
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If you choose a school account you’ll be asked a few extra details to make it easy for other 
teachers to join your account. 

 

1.3. Once you’ve entered all the information, click the  button. If there are any problems they’ll 
be highlighted. Correct any issues and click  again. 

  

Lets others know they’re joining the right account. 

Others will use this to prove they know you. 

Your school number to help us identify you. 
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Step 2. Pay (if necessary). 

2.1. Once you’ve provided the basic information you’ll be sent to the shopping cart. Here you’ll see 
the account you signed up for and you’ll have the opportunity to change your mind and/or enter 
a discount voucher if you have one. 

 
                              or 

 
2.2. If this is a paid account you’ll be directed to PayPal to make your payment. 

  

Confirm the kind of account you’d like. 

Enter your discount code (if you have one). 

Click update cart if you made any changes. 

Press create account (free) 

Press ‘Buy Now’ for a paid account. 
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Step 3. Configuring your planner. 

You’ve created an account but you’re not yet ready to start using the planner. It needs to to know 
some more details in order to present your planner in a way that matches your school day and 
timetable. 

There are three basic stages to this: setting up the year, the terms and your timetable. If this is a 
school account the year and terms is only set-up once for everyone. 

You will be taken to the setup page once you have signed up for your account or you can get here 
from the main menu by choosing Setup and then Full Setup. The setup page is broken down into 
three sections. 

 

  

Your personal information. 

Site information. From here you can upgrade your account. 

Configuration of the planner. Yellow means this needs doing. You setup the 
details for the current and two future academic years for forward planning. 
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Step 3.1. Setting up the year. 

In order to make sure you get the right choices and that things are called what you expect them to 
be called you need to configure each academic year. This needs to be done for every year in case 
there are changes in the way your school works. 

3.1.1. From the setup page choose the  button for the year that you’d like to configure. 

 
3.1.2. Now make the necessary changes to the configuration. 

 
3.1.3. When you’re happy press the  button which will save your changes and return you to 

the setup page. 

 
3.1.4. To setup future or past years use the arrows at the top of the page. 

  

Choose the year. 

Identify which days school is open. 

Pick a timetable model. 

How many lessons do you have in a day? 

What are the lessons called? 

Notice how the year that has been configured has turned blue. 
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Step 3.2. Setting up the terms. 

To make sure that your planner only shows you school weeks and correctly jumps to the next / 
previous lesson we need to know what your terms are structured like. If your timetable model has 
multiple weeks we need to know which week is which so that you get shown the correct lessons on 
the correct day. 

3.2.1. From the setup page choose the  button for the year that you’d like to configure terms 
for. 

 
3.2.2. Set the start and end date for the first term. 

 
3.2.3. Once you’ve set the start and end dates you’ll see an entry for each week. Specify which 

week type should be used for each week 

 
3.2.4. To add another term click the  button at the bottom of the term. 
3.2.5. For additional terms the end date must be after the start date and the start date must be 

after the end date of the previous term. 

 
3.2.6. Repeat the process for each term. 
3.2.7. If you add too many terms you can remove the last one by clicking the  button. 

3.2.8. Once you’re happy that everything is setup correctly click the  button. 

 

If you select the set-up for a an academic year where the year configuration 
has not yet been done, you’ll be sent to the year set-up. 

The start date MUST be before the end date! 

Choose the correct week type for each week in the term. 

Now set the dates for the second term. 

Notice how the terms button for the year that has been configured has 
turned blue. 



  Getting Started 

Version 1  Page 7 
January 2015 

Step 3.3. Setting up your timetable. 

This is the final step in the setup of your planner. By entering your timetable you enable the planner 
to find the next/previous time you see a class and for it to work out sensible hand in dates for 
homework. 

3.3.1. From the setup page choose the  button for the year that you’d like to configure the 
timetable for. You can also get directly to the timetable page from the main menu by 
choosing Setup and then Timetable 

 
3.3.2. This will open the timetable page. If this is the first time you’ve come to this page you will 

see a blank timetable that is active from today. 

 
3.3.3. Changes to the timetable are made automatically as you move between the different fields 

so when you’re finished you can simply click on the View option from the menu and choose 
the view you’d like. 

That’s it!  

You’re planner is ready to go. You can get back to the settings screen at any time by choosing Setup 
and the Full Setup from the menu bar at the top of every page. You might also want to: 

a. Configure linked documents. This will allow you to open a linked document for each class. 
For example, you might have a spreadsheet that you use to hold tracking information. This 
document needs to be on the web and works best with documents from services such as 
Google Docs or Office 365. You provide a URL for each class in the given academic year. 

b. Setup your school calendar. Have the next 10 events visible at the top of each page from 
your school calendar. This information is visible to everyone in your school. Each person also 
has their own personal calendar too. 

Use the arrows to move to the next/previous timetable. 

To create a new timetable choose the date from which 
it should be active and then click ‘Make New’ to start 
with a blank or ‘Make Copy’ to copy the timetable you 
can see in order to make changes (new class, room 
changes etc...) 

For each lesson provide a class code, subject and room. 
The class code and subject will be what the planner 
uses to find the next/previous time you teach a class so 
these must be identical! 9e4 is NOT the same as 9E4. 


