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Welcome to teachersplanner.org. This document is intended to act as a simple guide to help you get 
you signed up to join a school account. If you want to create a new account you should look at the 
standard getting started guide. 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 

  

 

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. 

  

What your pupils call you. 

You’ll use this to login with. 

A secure password. 

Something to remind you of your password. 

Choose to join your school account. 

The postcode will identify 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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Step 2. 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. 

2.1. Go to the timetable page from the main menu by choosing Setup and then Timetable 
2.2. 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. 

 
2.3. 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 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 personal calendar. The next 10 events from the school calendar are visible at the 
top of each page. This information is visible to everyone in your school. Each person also has 
their own personal calendar too and you can add events to here that only you will see. 

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. 


