Kurzweil 3000-firefly

User and License Management
Setting Up firefly

Kurzweil 3000 Web License and firefly customers: Refer to the Web License Guide for instructions on
installing server and client software; then follow the steps below.

firefly only customers: Follow the steps below.
e Obtain the login information from your designated site administrator.

e Go to www.fireflybykurzweil.com and log in.

e View the “How To” videos on the Help page.

Working with User Accounts and License Allocation

After your organization purchases a number of Web Licenses, Cambium Learning Customer Service
sets up the initial user (typically, this is a coordinator who could be teacher, school administrator or
IT specialist). He/she is given a username and password for login. We call this person the Top Level

Coordinator (TLC).

The TLC can then set up the site users, providing them with their system-generated usernames and
passwords, and allocating licenses.

Once that is done, users can log in, set up, manage and distribute licenses to sub-users under their
accounts.

Sub-users are typically teachers who set up their own sub-users, typically students.
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Accessing the User Management System

Login to firefly. Along the top, right area there are three tabs: Home, My Account, and Help. Log Out is
in the upper right corner of the firefly window.

KlDistrict Library (KESDistrict) Log Out

Suefly — )~ 09 ¢

by Kurzwell Educational Systems*
My Account Help

Reports

Products
firefly by Kurzweil

Expires: May 02, 2018
Total Licenses: 24
Allgcated Licenses: 22

Profile

Activated Licenses: 13

Updste Profile

-

Contact us to extend your expiration or buy

additional licenses.

After logging in, hover the cursor over the My Account tab and select Users from the drop-down menu.

Note: Your firefly account is also accessible from Kurzweil 3000 Web License Editions for Windows and
Macintosh: on Windows by choosing My Account from the File menu, and on Macintosh by choosing
My Account from the Kurzweil 3000 menu.

Registering Users
There are three ways to register sub-users under your account:
* You can register each user yourself

* If you purchased a site or district license, we offer a free user import and rostering service. It
is recommended that we create your user accounts through this import process, instead of
manually creating user accounts, a process that will be explained in this document. To take
advantage of the free import and rostering service, please email
fireflyroster@cambiumtech.com

* Or set up self-registration to allow users to self-register

firefly User and License Management Page 2 of 10 February 2014


mailto:fireflyroster@cambiumtech.com

To register a user

1. Hover the cursor over the My Account tab and select Users from the drop-down menu. The Users

page opens.

KESDistrict

Register & View Allocated Users @ User Self-Registration

Manage User Information
Select Al
A Mullple Users. 1 -

First Name Last Name Passworg Email SchooliQng SehoobOrg Other  Student

Sadect 8 Scheol ~ -

Allocated Users

Total Licenses: 24 Allccated Licanses: 22 Activated Licenses: 13 Remaining Licenses: 2

Sekect Achon - Show Passwotd
Username & &  Password 8 & FirstName 8 & Lasthame & ¢ Emall & & SchoolOrg & # Student & & Il' ﬁ'“ ﬁll
CHEEE CESaganES Lutsraury CESaganigves edu Cad E Sagan Element 7 &
gwems — GWCarverdtS Library GWCanver@hers edy Geotge Washegion O 7 [ 5
ifkhs e JFEprradytS Librany JFharmpdyEhes edu Jobe F Kennady Hgh 7 &
KESDatrict P KiDhsirect Library KESDainciighes edu  KES School Desinct 24 1w 0

2. If you are going to add more than one user, use the drop-down menu in the Manage User
Information section to select the number of users to add.
Manage User Information
Select All
r
First Name Last Name Pazsword Email SchooliOrg School/Org Other Student
Jemy Jones pw12345 jiones@fakemail com School of hard knocks - I |7|
3. Add the user information: First Name, Last Name, Password, Email, School/Org, and if the useris a
student check the Student box. Note: if passwords are needed, the password must be at least 5
characters with no apostrophes. All other fields are required. If the user has a valid email address the
login information is automatically emailed to the user. If the user does not have an email address,
enter the TLC's email address as a placeholder. You will then need to provide the user the login
information.
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Click Add New. If you filled everything in correctly, the system will create a username and you will
get a message letting you know that you were successful.

r Success! 1
L User add complete.

5. The user information then appears in the Allocated Users list, along with the system-generated
username and password. If a valid email address has been entered, an email with login
information will automatically be sent. Otherwise, provide the login information to your users.

Allocated Users

Note that for

the user Total Licenses: § Allocated Licenses: 4 Activated Licenses: 4 Remaining Licenses: 1

added in this

example. the Select Action * | Perform Action | Show Password

system

enerated the D Username # #  Password # &  First Name ¥ & LastName # %  Email % 4 SchooliOrg # & Student ¥ 4+

g

user name

ljonesi83 ffegn Francine Fein fiein@cambiumtech.con  Test School 5 4 3
jiohnson242 e Joe Johnsan fohnson@&fakemailcom  Test School 1 1 0
fiones183 . Jemy Jones Jones@fakemail com School of hard knocks 1 1 [}

D ssmith225 S Saly Smith Hlein2&gmai .com Cambium School 1 1 0

Note that these usernames and passwords can also be used to login to the Kurzweil 3000 Web
License Product and the free firefly iPad applicationthat can be downloaded
fromhttp://www.kurzweiledu.com/kurzweil-3000-firefly-ipad-app.html.

To set up for user self-registration

If you have the proper permissions, you may set up self-registration for your sub-users.

Hover the cursor over the My Account tab and choose Users from the drop-down menu. The Users
page opens.

Click the User Self-Registration link at the top of the form. This opens the User Self-Registration
form.

by B urrewed [dsiational Syitemy

My Account

KE SDistrict
ASCEEEIDINY )i0ce

Register & View Allocated Users@  User Self-Registration @

Manage User Information

oy Rihacational ys g | pctounts bref iyl Faed oo Srelyeels sCocurt regaier 30 Mooordanalor e
P Lo it o e

3. Fillin the number of licenses for registration and click Update.
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4. Copy the link and distribute to the sub-user(s).
To self-register

1. Paste the link you received from your Coordinator into your web browser to open the User Sign-up
page.

KiDistrict Library (K

firefl

by Kurswell Educational Systems®

My Account

User Sign-up
User Self-Registration

First Name Last Name Email ScheolOrg Scheel/Org Other
- Sgiect 8 School - - |
—Seiect a Schoal—

Carl E. Sagan Elementary Schoci
George Washington Carver Muddie Schonl
John F. Kennedy High School

E John F. Kennedy Hagh School
& Cambium Learning. All Rights Reserved Connect & Share
(1215114
Erivacy Policy | Terms of Use AUARDS n b MYoe |
8 SERV
=

2. Enter your user information into the form and click Add New.

3. You will receive an email with your username and password. You can edit this information on your
My Account Profile page (or the My Account User page if you are a Coordinator).
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Viewing and Managing Licenses

To view license information

1. Click the My Account tab and choose Users from the drop-down menu. The Users page opens.

KESDistrict

Register & View Allocated Users @ User Self-Reqgistration @

Manage User Information

Select All
Ad Multipie Users: 1 =
First Hame Last Hame Password Email SchooliDrg SchoolOrg Other  Student
Sadect @ School — = 1
Add New
Allocated Users
Solect Action - arform A Shioh PRAERg
Username # ¢  Password # 4 FirstMame # 4 LastMame # ¢ Emall & ¢ schoovorg 8¢ sweem s+ RRE OBl Caa
SRR T CESagarES Library CESaganighoes edu Cad E Sagan Element 7 6
gwemg 0 GWCarvals Litraery CWlaverBvaa et Gaonge Washagon C1 7 [ 5
ifkhs SR grnptyHS Litsrary SFnacyBhes sty Jodn P Kennady Hgh 7 3
KESDwlret === KiDwmrct Library FESDuwmctighes edu  KES School Distnct 24 19 ]

2. Inthe Allocated Users area, you can find:
* Total Licenses: the total number of licenses for your site.
¢ Allocated Licenses: the number of licenses distributed among users.
* Activated Licenses: the number of licenses in use.

* Remaining Licenses: the number of licenses remaining; that is the Total Licenses minus the
Allocated Licenses.

3. Inthe list of users, you can find each user’s limit of licenses allotted, and how many of those
licenses are actively being used by teachers and students.

Allocated Users Licenses Active Active
Allotted Teachers Students

Total Licenuas: 24 AllpCated Licenies 27 Activated Licenses: 19 R ining Licenses: 2

Seleci Action - oriorm A Show Passmood
Usemname # &  Password # #  FirstMame % & ListMame % &  Email & & SchooliOrg & # T T
[L113] e CESaganES Liorany CESaganiahes edu Carl E Sagan Element 7 & .
ey sass GWCarvedts Ly W eI Coivoei W aibwnagpon 1 ¥ & =]
flitat ] F R dyHS Ly SFarsedy@atedy  Jobn F Kennedy Hgh' 7 &
KESDistrict e KDt Library KESDiswncrighns #du  KES School Distct 24 19 0

firefly User and License Management Page 6 of 10 February 2014



To change license limit for an individual user
1. Click the My Account tab and choose Users from the drop-down menu. The Users page opens.

2. Inthe Allocated Users list, in the main Users page, locate the user(s) to be updated. Note that
lists can be sorted alphabetically in ascending or descending order by selecting the down or up
arrows at the top of each column.

3. Select the checkbox to the left of the desired name(s). Enter the number desired.

Allocated Users

Total Licenses: 24 Allocated Licenses: 22 Activated Licenses: 19 Remaining Licenses: 2
Select Action w | Perffom Action | Show Password
D Username # +  Password # &  FirstName # #  LastName # #  Email % & SchooliOrg # Student ¥ 4 Ill ﬂll ﬂ.i
ceses S CESaganES Library CESagan®kes.edu Card E. Sagan Elementa 2 3 5
| gwems wee GWCarverMS Library GWCarver@kes edu Gearge Washington Car 7 [ 5
l:‘ ifkhs L JFKennedyHS Library JFKennedy&kes.edu John F. Kennedy High £ 7 [+ 5
KESDistrict e Kl District Library KESDistnct@hes. edu KES School District 24 19 0

Displaying 1-4 of 4 Display 25 Users

4. From the Select Action list, choose Save Edits, and then select the Perform Action button

Total Licenses: 24 Allocated Licenses: 22 Total Licenses: 24 Allocated Licenses: 22

Perform Action

 Select Action i ] Perform Action | Show Password  : Save Edis
Select Action

prd # 4  First lame % # L D Username # #  Password # #  FirstHame # 4% L

Remave
Update Usemame/Password -
Rosend Password CESaganES T ceses

=1

FREER CES=g=nES L
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Managing Users

To update user First/Last Name, Email, School/Org, or student indicator information
1. Click the My Account tab and choose Users from the drop-down menu. The Users page opens.

KiDistrict Library (K

Jurefly

by Kurzwell Educational Systems®

My Account

KE SDistrict

Accessibility Mode

Register & View Allocated Users @ User Self-Reqistration @ Manage Removed Users @

Manage User Information

Select All
Add Multiple Users:
g O
First Name Last Hame Password Email SchooliOrg School'Org Other  Student
—Ssalectz School - - D

Allocated Users

Total Licenses: 24 Allocated Licenses: 22 Activated Licenses: 13 Remaining Licenses: 2
Select Action - Perform Action | Show Password
[] username # 4 Password ® #  FirstName ® #  LastName % #  Email 34 schootorg # ¢+ swaent # ¢ RER ORE fzz
D ceses 0 CESmganES Liwrary CESaganBims =ty il . Sagan Bememay ! 7 & 5
D gwems =~ = EWCarverllS Liwrary W Carver Bims =y Georgs Wastingion Carvee 7 & 5
I:‘ jfkhs e ] Lifwrary JE ey Bhms =ty Jahn . Kisrnedy High Sch 7 g =
KESDistrict == KiDiswict Litrary KESDiswiciBikes.adu KES Schodl Disrict 24 ) /]

Displaying 1-4 of 4 Display 50 Uzars w

2. Inthe Allocated Users list, in the main Users page, locate the user(s) to be updated. Note that
lists can be sorted alphabetically in ascending or descending order by selecting the down or
up arrows at the top of each column.

3. Select the checkbox to the left of the desired name(s). Enter the revised name, email,
school/org, or student indicator information.

4. From the Select Action list, choose Save Edits, and then select the Perform Action button.
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Accessibility Mode
Note: Click the Accessibility Mode at the top of the page to display the Allocated Users information in

in a list for easier editing.

firefly

KiDistrict Library (KESDistrict)

by Kurzweil Educational Systems*

My Account

KESDistrict

Accessibility Mode

RegdiSter& View Allocated Users @ User Self-Reqistration © Manage Removed Users ©

The Allocated Users section opens in a list format with buttons indicating edit choices.

fuefly

by Kurmweil [ducational Systema”

KiDistrict Library (KESE

My Account

KE SDistrict

Turn Off Acorssibility Mode

Register & View Allocated Users @ User Self-Reqgistration &
Add a User

Allocated Users

1. CESaganES Library
firefty13
Carl E. Sagan Elementary School
CESaganBies.edu

[ Resend Password | [ Edt CESaganES Library | | Delete |

(X}

ge Washinglon Carver Middle Schoo!
GWCanvenBies edu

[ Resend Password | [ Edt GWCarverMS Library | | Delete |

iy
n
]
&
1
I
U
—
m
o
]

firefly
John F. Kennedy High Schaol
JFHennedy@ues edu

| Resend Password | | Edi JFKennedyHS Library | [ Delete |

4. HIDistrict Libeary
Firefly13
HES School District
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To delete or remove a user

1.
2.

Click the My Account tab and choose Users from the drop-down menu. The Users page opens.

In the Allocated Users list, in the main Users page, from the Select Action list, choose Remove.
Select the checkbox to the left of the desired name to be removed, and then select the
Perform Action button.

You can use the Manage Removed Users page to view and manage deleted users’ information.

To restore deleted or removed users

1.
2.
3.

Click the My Account tab and choose Users from the drop-down menu. The Users page opens.
Click Manage Removed Users.

From the Manage Removed Users page, you can Restorea user from the list by selecting the
checkbox to the left of the desired name and then selecting the Restore Selected Users
button.

To change user name or password

1.
2.

3.
4.

Click the My Account tab and choose Users from the drop-down menu. The Users page opens.

In the Allocated Users list, in the main Users page, from the Select Action list, choose Update
Username/Password. Select the checkbox to the left of the desired name to be updated, and
then select the Perform Action button.

In the Update Usernames and Passwords dialog that opens, make the desired changes.

Then click Save.

To resend a password

1.
2.

Click the My Account tab and choose Users from the drop-down menu. The Users page opens.

In the Allocated Users list, in the main Users page, from the Select Action list, choose Resend
Password. Select the checkbox to the left of the desired name to be updated, and then select
the Perform Action button.
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