
How to update your class for the new school year. 

This guide assumes you can log into the teacher portal located here. (If you cannot, please contact us at 
support@emile-education.com.) 

 

There is a choice between:  

1. children keeping all their achievements and records from the previous school by moving 
children into their new classes; or 

2. clearing the classes and reuploading the student details. 

 

Both choices are covered in this document.  

 

 
 

  

https://games.emile-education.com/login
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1. Moving Children into their New Classes 

Again there are a few ways to move children into the new classes:  

a) Send a list to Emile 
b) Do it yourself 

 

a) Send an Updated List of Pupils to Emile 

The quickest and easiest way is to share a list of students with Emile. Please send an updated list 
securely to classlist@emile-education.com or using the option in the teacher portal (Student 
Usernames -> Go To any Class and then “send list of pupils to Emile”).  

 

 

b) Move children into the new Classes yourself.  

If your school is one form entry, or your students are grouped into years, the quickest approach could 
be to change the class name on Emile.  

Changing a class name 

The quickest way is to click on “Your School” in the teacher portal.  
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Next to each class, there is a pencil symbol which allows you to change the class name.  

 

 

Moving a student into a different class 

Within each class (under Student Usernames), and next to each student there is an option to change a 
student’s class.  

 

 

Once this is clicked, please select the student’s new class from the dropdown list:  

 

  



3. Clearing the classes and reuploading the student details. 

Please note that once a class or student is deleted, we can not restore their data. (We permanently 
delete this data to allow us to comply with our data protection policies.) 

a) To delete a class 

To delete a class, click on the “Your School” link at the top in the teacher portal:  

 

 

 

Then click on the cross icon on the right hand side next to the relevant class. Please note we can not 
undo the deletion of a class. 

 

  



b) How to set up student usernames and passwords  

To set up students, you need:  

1) a list of your students’ names in the first column of an excel file, username in column b and a 
password in column c 
2) to log in as a teacher to Emile 
3) upload your excel file 
4) to probably download the logins to share with the class teacher 

Step 1 

Open excel and create a list of your 
students with:  
• their names in column A 
• their usernames in column B 
• the password in column C.  
 
Please note that their usernames 
must be unique to the school. 
 
So you can’t have two students 
with the username Bob.   
  
 
Once all your students are listed with usernames and passwords, please save this file as a “csv” file to 
your desktop.  
 

 
 
 
  



Step 2 
Teachers can log in here: 
https://games.emile-
education.com/login using 
their email address and an 
initial password of 
“password”. 

 
  
Step 3 
Once logged on, you will see 
the Dashboard shown. 
Please click on “Student 
Usernames”.  
 

 
  
Click “Create New Class” 
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Choose your school from the 
dropdown and enter the class 
name.  

 
  
A new class will have been created like below. Please click “Go To Class” 

 
 

Click import pupils from 
spreadsheet.  

 



Click on the clipboard and 
select the spreadsheet (csv 
file) you made earlier and 
saved to your desktop. 

 
  
The students will all appear 
in the class list. 
 
Step 4 
On the right hand side, 
there is an option to “Print 
Pupil Login Cards”. This 
may be useful for your class 
teachers.   

 
 

 


