Kurzweil 3000+firefly
User and License Management

Revised September 21, 2017

Setting up K3000+firefly.

Kurzweil 3000 Web License and K3000+firefly customers: Refer to the Web License Guide for
instructions on installing software; then follow the steps below.

K3000+firefly only customers: Follow the steps below.

e Obtain the login information from your designated site administrator.
e Go to https://www.kurzweil3000.com and log in.

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 a 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 Level Coordinators (SLC), providing them with their system-
generated usernames, passwords, and allocated licenses. SLC users are typically teachers who set
up their own sub-users, typically students.

Once these accounts are set up, SLC users can log in, set up, manage and distribute licenses to sub-
users under their accounts.
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Accessing the User Management System.

1. Login to K3000+firefly. Along the top left area there are three tabs: Home, My Account, and Help.
Log Out is in the upper right corner of the K3000+firefly window.

KlDistrict Library (KESDistrict)

My Account

|

Universal Library

Log Out of Drive Log Out of Bookshare
Library Home = KIDistrict Library (KESDistrict)  private ' languagearts
] Select All Write Copy Move Delete Rename
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I @ JFKennedyHS Library (jlibrary)
& Patty Quinn (pguinn14)

& Ben Smith (bsmith18)

3 classic_literature

3 help files

m
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3 nonfiction_bookbag
I ¥ reading_az

3 samples

3 templates

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

KlDistrict Library (KESDistrict)

My Account

Univers RS e [ )

Profile Log Qut of Drive Log Out of Bookshare
rict) ' private ' languagearts

Library Home ' KIDi

Subscription Options
[C] Select Al Write Copy Move Delete Rename

o O access_text kes
& Sally George (sgeorge37)

3 CESaganES Library (clibrary2)
B GWCarverMS Library (gwecms)
@ JFKennedyHS Library (jfkhs)

Note: Your K3000+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.

k3000+firefly User and License Management Page 2 of 15



Registering Users.
There are three ways to register sub-users under your account:
e You can use Kurzweil’s free user import and rostering service.
e You can register each user yourself using the Add Users feature.

e You can initiate self-registration and send a link to the users you want to self-register.

To Register Users through Import and Rostering Service.

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 is explained in this document). To take advantage of the free
import and rostering service, please email fireflyroster@cambiumtech.com.

To Register a User on the Add User Page.

1. Login. Your Home page opens (or, if you were logged on previously and then logged out from a
different page, the Profile page for example, that page will open).

2. Hover the cursor over the My Account tab and select Users from the drop-down menu. Your
Team page will open.

3. Click the Everyone icon and when it opens, click the Add User tab.

KiDistrict Library (KESDistrict)

My Account

Manage User Information

KESDistrict

=4 o5
My Team Everyone — Restore Users User Self-Registration

| Students H Teachers H Add Users

Team Size: 7 Total Licenses: 24 Allocated Licenses: 20 Remaining Licenses: 4

Last Hame First Name Passviord Email Address SchooliOrg Extemal Id My Team  Student
[Hunter | [Samantha | [sesessssans 1 du |[Carl E. Sagan Elem ~ | [ ]
\ I I Il I -] [ | O

4. Add the user information:

e Last Name, First Name, Password, Email Address, School / Org, and External Id. The
External ID must be unique within your subscription, but can be any identifier that you
want — a Student ID Number, for example. Note: if you specify a password, 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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e The Student box is pre-checked. If you are adding a teacher, uncheck the Student box.
Note that when the Student checkbox is deselected, in order to add a new teacher, the
My Team checkbox is automatically selected adding the new teacher to the TLC or SLC's
team.

o If you are adding a student, check the My Team box to add a student to your team at
the same time the new student is being added.

Note: If you have more than one user to enter, use the drop-down list to select a number of
fields to add, and click Add More. The number you select will add that many more lines of fields.

Students Teachers Add Users ‘

Team Size: T Total Li 24 2 Li 20 Remaining Licenses: 4

Add more

Last Name First Name Pazsword Email Address School/Ong External Id

<

:
g
.

ooooO
RIRRE ®

5. When you have finished adding users, click Save.

The user information then appears in the Student or Teacher list on the Everyone page, along
with the system-generated username and password (if you didn’t already provide one).

Note that these usernames and passwords can also be used to login to the Kurzweil 3000 Web
License Product and the free K3000+firefly iPad application that can be downloaded from the
Apple store: https://itunes.apple.com/us/app/k3000/id535277727?mt=8.

To Add Users by Initiating Self-Registration.

Links to the self-registration form enable teachers and students to add themselves to the K3000+firefly
roster. Only the top-level coordinator can initiate self-registration.

1. Loginto K3000+firefly. Hover the cursor over the My Account tab and select Users from the
drop-down menu. Your My Team page opens.

2. Click User Self-Registration. A window opens that displays a link for you to copy and send to
teachers and a link for you to copy and send to students. Note: Because teachers and students
have different privileges, it’s important to send the correct link.
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KlDistrict Library (KESDistrict)

My Account

Manage User Information

KE SDistrict
.:: My Team ﬂ Everyone B Restore Users
User Self-Registration

To enable teachers or students to add themselves to the firefly roster you can send them a self-registration link. When they use this link it will allow them to sign up on this
subscription

Remember that there are different privileges granted to teachers which is why there are two links below - one for teachers and one for students.

Teacher self-registration
https:{/accounts. firefhybykurzweil .comfirefhyrweb/account/ register.do?coordinator=S0VTRGEdHIpY

Student self-registration

hitps:{/accounts. fireflybykurzweil .com/fireflyweb/sccount/ register.do?coordinator=S0VTRGEdHIpY

3. Click Copy next to the appropriate link (Teacher self-registration or Student self-registration).

4. Open your email application and address an email to the teachers or students you want to self-
register.

5. Inthe message section of the email, paste the link you copied from the self-registration window.

6. Send.

The recipient will click the link in the email they’ve received and the User Self-Registration form
will display.

My Account Hen

User Sign-up
User Self-Registration

First Mame Last Nama Email Schosd Qrg Extarnal id Schanl Org Qthar

= Seloct 2 Scheal - ¥ |

After filling in the information and clicking the Add New button, a “Success” message will
display that includes the username, password, and a link to the login form.
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Success!
You have Seen sdded to firelly!
Yeu may log ints hita.'des feelisbtuczweil com
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Paipesnd stimbT4T
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Viewing and Managing Licenses.

1. Hover the cursor over the My Account tab and choose Users from the drop-down menu. Open
any of the Everyone pages (Student, Teachers, or Add Users) or your Team page.

KiDistrict Library (KESDistrict)

My Account
KESDistrict
o=
ﬂ -1 _—
My Team Everyone Restore Users User Self-Registration
Team Feature Locks
Team Size: 7 Total Licenses: 24 Allocated Licenses: 21 Remaining Licenses: 3 Show: 10 ~
Last Name « First Hame Username Password Email Address SchooliOrg External Id Student Remove
@ Search lastna... | Search firstna...  Search userna... Show Search emails Search organization Search exter
George Sally sgeorge37 Ty sgeorge@fakemail.com George Washington George123 E
g Library CESaganEs dibrary2 LTYTITT N (CESagan@kes.edu Carl E. Sagan Elemel « =
g Library GWCarverMs gweoms LTYTITT N GWCarver @kes.edu George Washington E
g Library JFKennedyHS ifkhs LTYTITT N JFKennedy @kes.edu John F. Kennedy Hig « (=]
g Library JFKennedyHS Jlibrary sesnnee KESDistrict@kes.edu KES School District = =]
Quinn Patty pquinnid eesenne PattyQ@ceses.edu Carl E. Sagan Elemel Patty123 E
Smith Ben bsmith 13 reseses bensmith@emai.com  CarlE, SaganElemer v Ben123 2
Save Download Team List

2. Atthe top of the page, you can find:
* Team Size: The number of users in your Team.
* Total Licenses: the total number of licenses for your site.
* Allocated Licenses: the number of licenses distributed among users.

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

* Show: Use the drop-down menu to set how many rows to display on each page. If there
are more rows than you’ve selected, use the Next and Previous buttons at the bottom of
the page to navigate forward and backwards. The number of rows you select (e.g., 10, 25,
etc.) will be the default. The next time you log in, the number of rows you selected to Show
will be displayed.

3. Use the column headers (e.g., Last Name) to sort alphabetically in ascending or descending
order by selecting the down or up arrows at the top of each column (click the column heading to
display the arrow). You can also use any of the search fields at the top of the list.

4. The Download button at the bottom of the page will display the appropriate list depending on
the page (e.g., Team List, Student List, Teacher List, and Removed Users List).
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Managing Users.
To Update User Information: First / Last Name, Username, Password, Email, School /
Org, and Student Indicator Information.

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

2. Click your Team icon on the Manage User Information screen.

3. Locate the user to be updated.

KiDistrici Library (KESDisiricl)

Manage User Information

ssally

My Team B Everyone

Team Size: 3 Total Licenses: 24 Allpoated Licenses: 18 Remaining Lioenses: 9 Showr 10
Last M o Frst P Uiname Faigward Emuil Addrads SchoaliOrg Extéeral id Sudent Reswave
Ehow
W Reorr | Jeckoueie | [ Lo Iackigoates a3 | CarE Sages Ewmasmr ¥ | e E_
Fmaen RS LiyM@oee s Carl E_Sager Ewmactar. v v B
P et anasanne [t e CaAE S358- Ewracmne, w o Ea
palyEuen  ssssses - FaaryDifoases sdu CanE SaganEwmesmr. + W u

Place your cursor in a field to edit
and stant typing. Notice that the line
Save| | Downland Saxkent List of fields is outlined in yellow and the
Save button is activated.

4. All the fields can be edited except the Password field (not visible—or field shown only as a
small blue bar if the TLC unchecked “show Passwords” in the Subscription Options page).
Place your cursor in a field that needs updating and start typing. The line of fields is outlined
in yellow and you'll notice that the Save button is activated.

Note: To change the password, click the Reset Password link beneath the Password column
heading. An email with a link for resetting the password is sent to the User. If the password

column is not labeled and instead you see a column of blue bars between the username and
email address, click the blue bar to send the Reset Password Email. (If you are unsure about
the meaning, hover the cursor over the blue bar to display the tooltip).

Last Name « First Name Username Email Address School/Org

e Search last name ~ Search first|  [HOVET cursor over . Search emails Search organization
blue bar to display -

g George Sally mnmP'g::nﬂ';feg;; ‘h sgeorge@fakemai.com — George Washington
Lbrary Fiennedyh oo o B oot Pasewors vl 4~ KES School District

Library CESaganES clibrary2 CESagan@kes.edu Carl E. Sagan Elemer|

Library GW(CarverMS gwems GWCarver@kes.edu George Washington

DEE

5. Click Save when you have finished making changes. Note that these changes will appear on
the Everyone list and on any Team page the user information appears.
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To Download Lists.

The Download button at the bottom of the page will display the appropriate list depending on the
page (e.g., Team List, Student List, Teacher List, and Removed Users List). The following example
steps you through the instructions for downloading the Team List. The other lists work the same
way.

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

2. Click your Team icon on the Manage User Information screen.

KIDistrict Library (KESDistrict)

My Account
Manage User Information
KESDistrict
My Team . Everyone . Restore Users User Self-Reqgistration
| Team || Feature Locks || Miscellaneous Feature Locks
Team Size: 7 Total Licenses: 24 A.IIDc:ated Licenses: 20 Remaining Licenses: 4 Show: 10
Last Name = First Name Username Password Email Address School/Crg External 1d Student Remove
Search lzst na.. | Search firstn. Search userna.. Show Sean =) Search organization Search exter..
g George Salhy sgecrged7 sassnsne sgeorge@fakemailocom  George Washingtc o George123 0
g Library IFKennsdyHS | flibrary P KECDistictBkes.sdy | KES Schodl Dists o 0
g Library CESzganES clibrary2 Trereree CESzganZkes.edu Carl E, Sagan Ele D
g Library GWCarverMS  gwoms sessasens GWCarverBhes.adu George Washingte D
g Libeary JFKennedyHS  jfkhs T JFKannedySkes.adu John F. Kennedy I:‘
Quinn Patty pauinnid4 sessneane PattyQEceses.edu CarlE. Sagan Bk o Patry123 Ea
Smith Ban bemith18 hEs R bensmith@email.com Carl E. Sagan Ek o B=n123 B
Save | | Download Team List

3. Click the Download Team List button at the bottom of the screen.

4. Adialog opens.
[ Opening KESDistrict stue S

You have chosen to open:

[EL] KESDistrict_students.csv

which is: Microsoft Excel Comma Separated Values File (353 bytes)
fram: blob:

What should Firefox do with this file?

Microsoft Excel (default) -

() Save File

= Do this autematically for files like this frem now en.

| ok || concel |

k3000+firefly User and License Management Page 9 of 15



e Select Open with Microsoft Excel, or use the drop-down menu to select another file type;

or
e Select Save the File. The file is saved to a folder (usually your Download folder).
5. Click OK.

To Change Your Own Username or Password.

You can change your own user information, including user name and password, on your Profile page.
1. Hover the cursor over the My Account tab and choose Profile from the drop-down menu.
2. Make the changes to your account in the text fields.

3. Click Update Account Information when you have finished.

To Remove a User from Your Team.

Only a TLC can delete a user, but you can remove a user from your Team page. The user will still exist on
the Everyone list.

1. Hover the cursor over the My Account tab and choose Users from the drop-down menu.
2. Click your Team or the Everyone icon.

3. Find the user that you want to remove from your Team and click the Remove button to the
right of the user information if you are on your Team page or uncheck the checkbox to the
right of the user information if you are on the Everyone page. Either of these actions will
remove the user from your Team page.

Ben Smith [bemith419)

Manage User Information

bamithd1s

-}: My Team Everyonsg

rm Teachers || Add Users

Last Mlame = First Mama Unarnams Ermail Address EchoaliOrg External Id *‘5—
Arederpen Zon Ioehnderson  IosAQifihs edu John B Mantady High Sohool n]
Teorgh Waghagh oy ot Med
Bach Anni anniebach annebfigaoms et ;'!-a-c Washington Caever Maldly o
Copws By BeckyCooper  SesinyCRiTns #du John B Eanaty Sehaal 0
& S
Cex Betty babbysos sostye@wsms 65 Seipealiinic el 0
Evany Dy dunpEans dannyRems e Eﬂ.:* Vesiignn Gor Mok n)
Sehod
& Washiagi g S I ST
Gormaz Fran framgomez. Tsg@igwems sdy ::f_'"“ B m‘“'ﬂ'ﬂwﬁﬂmh (n}
s add a userto your team:
e Hamy harryingdigo (L :‘:"“ . -mamm o 0
il 225 L e f
izszmez Jack jackisente JncirBorias i Cari E- Sagan Bl mmamﬁmm =
[T Liy litymoen Liyykd@erses. edu CarlE Sagan Eiemesiary Schocd E
Eiver hom narmaliver HormOfjiceses sdu Card E Sagan Ewmantary School n)
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To Use Feature Locks to Disable Features.

Feature locks are especially useful in Testing taking situations. k3000+firefly features can be locked from
use (grayed out or not visible) for selected users. This is done in k3000+firefly on the My Team page by
the TLC or Teacher by selecting Feature Lock checkboxes on the two Feature Lock Tabs: k3000+firefly
Feature Locks and Miscellaneous Feature Locks.

sture Locay
Alocamd Ucesses: 20 Ammaining Licenses 4 Showe

Head Dictionary Tranuistion Spell Chack Word Precict Draisatoem Custiine. fiogie Detve Local Drive

-----

Feature Locks tab Miscellaneous Feature Locks tab

Features selected will lock the feature in Kurzweil 3000 Windows and Mac versions in addition to
k3000+firefly; they will not lock features in the firefly iPad. The features that can be locked are Reading,
Dictionary, Translation, Spell Check, Word Prediction, Brainstorm, Outline, Google Drive, Local Drive;
and Bubble Note Edit and Bubble Note Audible Reading. When logged into Kurzweil 3000 these locks
are shown in the Accounts column of the Lock Features dialog.

Note that if Dictionary and/or Translation are locked for an account, they will not be available on the
Read the Web toolbar. See the Kurzweil 3000 online help topic “Using K3000 Read the Web as an
Extension on Chrome or Firefox.”

To set feature locks:

1. Open the Feature Locks tab or Miscellaneous Feature Locks tab of your my Team page.

2. Select the locks by clicking the checkboxes in the columns beneath the feature locks headings,
and in the rows next to the users for which you want to set feature locks. (Clicking an empty box
adds a checkmark. To deselect, click the checkmark.)

3. When you have finished, click the Save button.

For Top Level Coordinators.

There are some features that are available only to Top Level Coordinator (TLC) users.

To Change Subscription Options.

A TLC user can specify Password and Display Options for all users, as well as administrative Settings.
1. LoginasTLC.
2. Hover the cursor over the My Account tab and choose Subscription Options from the drop-

down menu.
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< 3000 KiDistrict Library (KESDistrict)

My Account

Reports

A}

Profile Log OQut of Drive Log Qut of Bookshare
rict) ' private ' languagearts

Univers:

Library Home ' KIDi

Subscription Options
[ Select All Write Copy Move Delete Rename

Users

o g O access text kes
: i@ Sally George (sgeorge37)

> i@ CESaganES Library (clibrary2)
> @ GWCarverldS Library (gwcms)
> @ JFKennedyHS Library (jfkhs)

The Subscription Options page opens.

Subscription Options

Uy 24t

3. Under Password Options. If your subscription has been set up to allow password options to be
viewed, the following password options are available on the Subscription Options page:

a. Check or uncheck the Show passwords in user administration page for all coordinator/
teacher accounts. When the checkbox is selected, coordinator/teacher users and TLC
users can view passwords.

b. Check or uncheck the Show passwords in user administration page for the Top Level
Coordinator Account only. When the checkbox is selected, only TLC users can view
passwords.

c. If both are selected, coordinator/teacher users and TLC users can view passwords.

Note: The default status is that neither option is selected and user passwords will not be
visible to either coordinator/teacher or TLC users, although emails to reset a user's
password can still be sent.

k3000+firefly User and License Management Page 12 of 15



4. Under Display Options:

a. Check or uncheck the Bookshare checkbox. If it is checked (default), the Bookshare
button will be displayed on the Universal Library page. Your users will be able to search
for books in the Bookshare library and open them in K3000+firefly to read. If the
Bookshare option is not checked, Bookshare will not be available in K3000+firefly for
your users.

b. Check or uncheck the Hide Shared Folders checkbox. The default is unchecked. When
this option is checked by the TLC on the Subscription Options page, the TLC, SLC and
Student users in the subscription will no longer see the shared collection folders (classic
literature, help files, nonfiction bookbag, samples, templates). The folders will be hidden
in the k3000+firefly web app, firefly iPad app, Kurzweil 3000 Windows and Mac Web
License Editions.

Under Settings:

a. Check or uncheck whether to send emails when Teachers and/or Students are added,
deleted, or restored.

b. Under Offline mode enter the credential duration hours for Kurzweil 3000 for Mac and
Windows. The default is 96 hours and allows up to 432 hours of offline use.

c. Check or uncheck the Hide External Id Column for SLC Users. If it is checked, the
External Id Column will be hidden when the SLC views the My Team and Everyone group
lists. SLC Users will however still be able to see the External Id field on the Add Users
page, and can still add users with an External ID.

5. Click the Update subscription options button to save your changes.

To Delete a User.
Only a Top Level Coordinator (TLC) can delete a user. Later, if needed, the TLC can restore that user.
1. LoginasTLC.

2. Open the Everyone Page. In the right column you will notice a trash can icon next to each user in
the list.
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Manage User Information
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@ My Team ﬂ Everyone E Restore Users

Click the Delete button
{rash can) nex to each
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User Self-Registration
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3. Click the Delete button next to each user that you want to delete.

Note that although TLC users can delete users, they cannot delete active teachers from their own

Team page.
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To Restore Users.

There are times when the TLC may need to restore users that were previously deleted.

1. Before you restore the users you can download a list of users that were deleted. Open the

Restore Users page.

Click the Download Removed Users button at the bottom of the page. Just like the other
download lists, you will be prompted whether to Save or Display the file.

<3000

KiDistrict Library (KESDistrict)

My Account
KESDistrict
.:: My Team a Everyone 0 Restore Users User Self-Registration
Team Size: 7 Total Licenses: 24 Allocated Licenses: 18 Remaining Licenses: 6 Show: 10 ~
LastName «  FirstHame Username Email Address SchoollOrg External Id Deleted Restore
o Search lastna... | Search firstna... | | Searchusema... | Search emails Search organization Search exter..
Basket Clarice chasket chasket@fak... John F. Kennedy High School 12345678 1211212016 | pagiore
George Washington Carver Middle
E D d d o 1211272018
vans anny lannyevans annye@gvic. oo
Jones Todd tiones386 tiones@fakem... John F. Kennedy High School TJ1000 Ni212016
Download Removed Users
Download Removed Users

3. Torestore users, click the Restore Users button next to each user that you want to restore.

KiDistrict Library (KESDistrict)

My Account

Manage User Information

KESDistrict
Click the Restore
button next to each
My Team Everyone O cestore users user halyouwant .. 5o irReqistration
User Self-Registration
Y gl 1o Restore.
Team Size: 7 Total Licenses: 24 Allocated Licenses: 18 Remaining Licenses: 6 Show: 10N>
LastName o First Name Username Email Address SchooliOrg External Id ted  Restore
o Search last na Search firstna... | Search userna Search emails Search organization Search exter
Basket Clarice chasket chaskel@fak... John F. Kennedy High School 12345678 12#1220167 Restore.
George Washington Carver Middle
Evans Dann dannyevans  dannye@gwec.. 1211212016
v 4 veas oo
Jones Todd tjones336 tones@fakem... John F. Kennedy High School TJ1000 M212016

The users will be restored to the Everyone list.
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