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member, your students aged 14-18 gain subject knowledge development,
revision support, and advice on transition to university and careers through
the HA student zone.

We’ve put together a set of handy step-by-step guides to support you, and
ensure you are getting the most out of your corporate or school membership
including:
1) How to add/remove extra staff logins to your account (this guide)
2) Using and Updating your Student Zone login (Secondary members only)
3) How to create and share resource folders through ‘My HA’
Got questions? Never fear, we are here to help! If you need any further support
or advice you can contact our friendly membership team on
membership@history.org.uk or by calling 0300 100 0223
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Adding extra staff logins on a school corporate
account
One of the added bonuses of having a corporate membership is the opportunity to share the benefits of
membership with your colleagues at school or in your department. You can add extra logins for each member of
staff to grant them online access to membership resources, enable them to sign up for e-newsletters, and allow
them to create and share resource folders within ‘My HA’.
Please note: There is a cap of eleven extra logins if you are a primary school member, and seven extra logins if
you are a secondary member. These must be registered to individual named members of staff for personal use.
• Extra logins will need to be set up by the Corporate Main Login (usually the main teaching contact) for the
membership. To set these up, visit www.history.org.uk and click ‘Sign in’ in the top right-hand corner to log
in to the Main Login account.
If you’re not sure who the Corporate Main Login is for your organisation, or want to change the contact,
feel free to contact us on 0300 100 0223 or by emailing membership@history.org.uk
• Once you have logged in, click on your name at the top right of the page

• Now click on ‘My Account Details’
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• In the left-hand profile box, click on the name of your school.

• This will take you directly to the ‘Manage Extra Logins’ page. Click ‘Add Contact’ on your Staff List at
the bottom left of the page, and enter your colleague’s details. This will create an account for them.
NB: Some of your colleagues may already have their email registered on our system, in which case you
will not be able to add them as a new contact. If that’s the case, please contact us on 0300 100 0223
or email membership@history.org.uk and we can link them to your organisational membership on your
behalf.

• Repeat this step for all the staff you wish to have a membership login. You will be prompted to set up a
temporary password for your colleagues which you will need to pass on to them. Please remember that
passwords are case sensitive.
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• Once added, these staff members should appear on the ‘Select Corporate Extra Login’ list to the right. Tick
the members of staff you would like to add as extra membership logins and click ‘Update’.

• They will receive an email confirming that they now have a membership account, and will be able to log in
and access membership resources. Remember you will need to let them know what their password is!
They can change this once they have logged in.
• You will notice that their membership type has changed from ‘Ordinary Staff Member’ to ‘Current Extra
Login’ after this stage

Remember: There is a cap of eleven extra logins if you are a primary school member, and seven
extra logins if you are a secondary member. These must be registered to individual named
members of staff for personal use only.
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Removing Extra Logins
• You can add and remove members of staff from the ‘Extra Login list’ at any time.
To remove a login’s membership rights, untick the box next to their name in the ‘Corporate Extra Logins’ list
and click update.
• To permanently remove a member from your organisation, click on the word ‘Member’ next to their name
in the staff list. Here you can edit or delete their role. If you delete them they will be unlinked from your
organisation.

If you have any problems setting up or amending your extra logins please call our membership
line on 0300 100 0223 or email membership@history.org.uk. We can help you or set these up on
your behalf.
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