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Please log in here using your Glow username and password.
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Only Glow Users are allowed access to this web service.
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be committing an offence by trying to gain access to this site.

Nt 2 0d

) ¢
\

P D e





Logging in to Glow for the first time
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1. 
Logging in

In your web browser’s navigation bar,  open the Glow login page.  You can access this at the following link:

https://portal.glowscotland.org.uk
1.
In the first box enter your username.  This will begin gw09******
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You may now enfer a new password.
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2.
In the second form field enter the password with which you have been supplied.  This will be a combination of eight lower case letters and one space.

3.
Click the green arrow, or press the return key.

2.
Setting your password

Upon your first login, you will be asked to reset your password. (This will also happen if your password is reset by your administrator.)

1.
Enter your original password (supplied with your parent pack) in the first field.

2.
Enter a new password in next field.  This password must contain:

· Eight characters, including numbers and special characters (i.e. @, &, %, *, & …)

· A space or a full stop.

3.
Enter this password again to confirm.

4.
Click the green arrow.  If your password change is successful, you will be asked to log in again.

Note: The space is a security condition of the Glow site.  If you are likely to forget your password, write it down and try to disguise it in some way so you will understand it.  You will also be asked to change your Glow password every 180 days. 
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3.
Terms and Conditions

When you make your first login with your new password, you will be asked to accept the Terms and Conditions of the Glow site.  Once you have read these click accept to gain entry.  If you do not accept these terms and conditions, you will not be able to access Glow.
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Welcome to Glow.

Before you go on, please remember that Glow is on the internet. This means you must follow the internet policy in place for you.

Please remember the following:
Be secure:

Keep your password to yourself and don' share it with anyone.
Don't leave your computer without logging out.

Be poli
Remermber that anything you do can be traced back to you.

Be safe:
Don'tshare your personal details with other people.
Belegal:

Only put materials on to Glow that you are allowed to.
Be responsible:

I you see something that is wrong on Glow then please tell an adultor your Glow administrator.
Tell an adult or your Glow administrator of any seeurity problems.

Ask for help if you do not understand what this means.

1f you misuse Glow then your access may be removed.
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4.
Updating your profile

· Resetting your password

· Setting a Challenge Question.

When you log in, you are automatically taken to the “Parents and Carers” front page.  We strongly advise that, before you start using Glow, you take a few moments to check your details and set up a challenge question in case you happen to forget your password.

1.  
Scroll down the screen until, on the right hand side you see a link which says “Change profile”.  Click this link to access your Personal Profile.
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2.
You will now see a page called “Manage people”.  To manage the content of your profile, click on the green “Edit” button at the top or bottom of the page.
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3.
On the next screen, scroll down till you see a group of form fields like those in the figure below.
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3.  
Scroll down the next page until you see the group of form fields in the figure below.

4.
To set a challenge question, click on the small arrow on the “Challenge Question” field.  Then select one of the questions to answer.  Make sure the question will have a memorable answer for you.
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5.
Enter your answer to the question you have selected into the “New Challenge Response” field, then retype it in the field below.  (There is no need to enter an old response as this is the first time you have set a challenge question.)  Click the “Save” button at the top or bottom of the page.
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6.
To change your password follow the same steps as in section 2 of this booklet, then click the “Save” button at the top or bottom of the page.
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5.
Logging Off

1.
It is very important to Log off when exiting Glow.  In the top right hand corner of the screen, click the “Log off” link.
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2.
Then, close your browser window so that the next user cannot use the browser history to see what you have been looking at.

You are now ready to begin using Glow.  

Also included on this CD-Rom is a document which will introduce you to the basics of using Glow.  Further user guides, to support you in accessing Pupil Reports will be able to be downloaded from the “Parents & Carers” news page when these facilities are online.

Until then, happy Glowing!
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