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What is the Texthelp Admin Tool?

The Texthelp Admin Tool is a tool that allows customers to manage which of their users get premium access
to Texthelp products. If you are a customer that purchased a group license for one of our products, this
tool will allow you to license end user emails so that they can sign in and get premium access.

This only licenses emails and does not deploy or install any products.

The Texthelp Admin Tool also has a section where you can license personal emails. If end users are unable
to sign in with an organizational email, you have the ability to license a personal email under the Take Home
portion of the Texthelp Admin Tool if this is included in your license.

If you are a customer that purchased an Unlimited license that includes Take Home, you will also have
access to this portion of the admin tool. If you are not sure, please reach out to your sales representative.

How to use the Texthelp Admin Tool

The Texthelp Admin Tool can be accessed from Chrome, Edge, and Safari browsers by going to
https://admintool.texthelp.com. If you are blocking cookies for this site, the sign in window will not
appear.

You will need a G Suite or Office 365 account to authenticate with. If you are unsure whether you have one
of these types of accounts, you will need to ask your IT department.
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Once you are signed in, you will see your Group Licenses for any Texthelp products, along with other
information:

® Product Code
o The product code linked to that license
o This gets emailed to the sales and tech contacts at your organization

® Name


https://admintool.texthelp.com/

o The name of your license
® Product
o What product is linked to that license
o Read&Write i
o OrbitNote @,
o Equatio €
® Allowed - The number of seats in your group license
® Enrolled - The number of users that have been licensed

® Expires - When your license expires

Manage Licenses

Manage group and take home licenses.

Group Take Home ? Help Reset Activations

Product Code Name Products Enrolled Allowed Expires

6
NFCIENDO Antrim Grammar e@e 2,500 3,000 1stJan 2030
Q0006
0000
NFCIENDO Antrim Staff 9 G 2,250 3,000 1st Mar 2029
NFCIENDO Antrim staff G 2,250 3,000 st Mar 2029

The Manage button will allow you to upload new users

If you are signing in with a G Suite account

There are three ways you can upload users into the Texthelp Admin Tool and license them:

1. Sync with the Google Admin Console (note: This requires the Super Admin role in G
Suite)

a. On the Home page, click “"Manage”

b. Select “Google Console” in the pop up window
' y ‘

Upload new source

Please select how you would like to upload your users
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¢. A permission window will pop up and you will need to select “Allow”

G Sign n - Google Accounts - Google Chrome - o x

5 gnin/oauth/consent7authuser=08ipart=AJShAODSNLSX
& Signinwith Google

Texthelp Admin Tool wants to
access your Google Account

Q@ risesedudemosupportcom
This will allow Texthelp Admin Tool to:

@ View groups on your domain ®

@ View users on your domain ®

Make sure you trust Texthelp Admin Tool

You may be sharing sensitive info with this site or app.
Learn about how Texthelp Admin Tool will handle your data
by reviewing ts terms of service and privacy policies. You
can always see of remove access in your Google Account

Learn about the risks

Engish (Untea States) ~ Help  Privacy  Tems

i. If you are not a Super Admin you will get an error message
"Looks like you're not a Google Admin so we couldn't get any group information”

Looks like your not a Google Admin so we couldnit get any group information. %

aSe\e(tGroups 2 | Review 3 ) User Sync 4 | All Set

No Google groups found.

d. All of your Google Groups will appear on the left-hand side

Name: Antrim Grammar

Product code: NFCIENDO

Review Sync Al Set

Select the group(s) that contain the users you would like to license, then click ‘Continue’

If you make changes to the groups in the Google Admin Console you will need to click Refresh’ to update the groups below.

Groups Users (105)

Group 1 abct23@mail.com
Group 2 defase@mail.com
Group 3
Group 4 jkI101@mail.com
Group 5 mnot12@mail.com
Group 6 pari2i@mail.com

Cancel Continue to Sync

e. Check all Google Groups you would like to license
f. Once a group is selected, you will see the list of emails that are in that group
i. If you do not see an email that should appear, click refresh

ii. If the email still does not appear, log into your Google Admin Console and make sure they



are actually part of that group
g. Select Continue to bring you to a confirmation page

i. If you enter an email incorrectly or add an email that is not part of your domain, you will
receive an error message and can view the details and see why they are invalid

Issues

The following issues where found in the users list.

Row Content Error
1 Lorem ipsum dolor sit amet Nulla auctor libero at tellus iaculis

2,56 Duplicate email

A

3 Sed auctor euismod dolor Aliquam iaculis odio in semper
Issues found

The file contains 2 invalid emails
3 Sed auctor euismod dolor Aliquam iaculis odio in semper

View issues

3 Sed auctor euismod dolor Aliquam iaculis odio in semper

ii. If you exceed the group amount you will get an error message

A

Issues found

lowed seat count of 20

View issues.

h. Once the file gets the OKAY you can select Continue and then Sync
i. Ifyou leave that page before the syncis finished, it will not license all of the users

ii. Large groups will take longer to sync so keep this page open until you see the confirmation
page

i. You will get confirmation that the sync was done correctly

Review Sync All Set

V)

License Updated

Please allow for up to 3 hours for the changes to take effect

2. Sync with a Google Sheet

a. Create a Google Sheet with just the user emails listed in column A. You cannot use multiple
sheets.

b. On the Home page, click on “Manage”



c. Select “Google Sheet” in the pop up window
' y ‘

Upload new source

Please select how you would like to upload your users
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d. Permission window will pop up and you will need to select “Allow”

G Sign in - Google Accounts - Google Chrome - o x

0 JiBhAPC_ykCGg,

G sign inwith Google

Texthelp Admin Tool wants to
access your Google Account

@ sereprrmesanagedudemonupport.com
This will allow Texthelp Admin Tool to:

& See,edit create, and celete all of your Google ()
Diive fles

Make sure you trust Texthelp Admin Tool

You may be sharing sensitive info with this site or app.
Learn about how Texthelp Admin Tool wil handle your data
by reviewing its terms of service and privacy policies. You
can always see or remove access in your Google Account.

Leamn about the risks

Engish (United sates) + Hep  Prvacy  Tems

e. Afile picker window will pop up showing you all the Google Sheets in your Drive. Select the Sheet
that contains the emails that you would like to license.

Select a file

o
1}
4

Files

All User Read&Write User Grou... User_Download_2702...

| | canca

f. If all the emails match your domain, you can click Continue to sync the users.

i. If you enter an email incorrectly or add an email that is not part of your domain, you will
receive an error message



A

Issues found

The file contains 2 invalid emails

View issues

ii. If you exceed the group amount you will get an error message

A

Issues found

lowed seat count of 20

View issues

g. Once the file gets the OKAY you can select Continue and then Sync

h. You will get confirmation that the sync was done correctly

Review Sync All Set

V]

License Updated

Please allow for up to 3 hours for the changes to take effect

3. Uploading a CSV

a. Create a CSV file with just the user emails listed in column A. You cannot use multiple sheets.
(Make sure you remember where you save it)
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b. On the Home page, click on “Manage”
c. Select “CSV"in the pop up window

d. Awindow will pop up and you will need to navigate to the CSV file you created



e. If all the emails match your domain, you can click Continue to sync the users.

i. If you enter an email incorrectly or add an email that is not part of your domain, you will
receive an error message

ii. If you exceed the group amount you will get an error message
f. Once the file gets the OKAY you can select Continue and then Sync
g. You will get confirmation that the sync was done correctly
4. Uploading Individual Users - North American Customers Only

a. Select “Manage Users
b. Read through and agree to show email addresses on the account.

i. Please note, after agreeing you will not see existing users’ emails until they have been re-
Permissions window

uploaded.

c. Select the “Add by email” option at the top
d. Enter the email addresses of your users.
e. Select “+ Add Users”



Add users

If you are signing in with an Office 365 account

There are two ways you can upload users into the Texthelp Admin Tool and license them

1. Sync with an Excel Sheet (this will need done manually)

a. Create an Excel Sheet with just the user emails listed in column A. You cannot use multiple
sheets.

b. On the Home page, click on “Manage”
c. Select “Excel Sheet” in the pop up window

d. Afile picker window will pop up showing you all the Excel Sheets in your OneDrive. Select the
Sheet that contains the emails that you would like to license. You can also upload a file from your

computer.
& Files - OneDrive - Google Chrome - [m] X
@ https;//texthelptechsupport-my.sharepoint.com/personal/greg_texthelptechsupport_onmicrosoft_com/_layouts/15/onedrive.aspx?p=2&picker=%7B"aid"%3...
[] Newfolder T Upload =
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e. If all the emails match your domain, you can click Continue to sync the users.

i. If you enter an email incorrectly or add an email that is not part of your domain, you will
receive an error message



A

Issues found

The file contains 2 invalid emails

View issues

ii. If you exceed the group amount you will get an error message

A

Issues found

lowed seat count of 20

View issues

f. Once the file gets the OKAY you can select Continue and then Sync

g. You will get confirmation that the sync was done correctly

Review Sync All Set

V]

License Updated

Please allow for up to 3 hours for the changes to take effect

2. Uploading a CSV

a. Create a CSV file with just the user emails listed in column A. You cannot use multiple sheets.
(Make sure you remember where you save it)
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b. On the Home page, click on “Manage”
c. Select “CSV"in the pop up window

d. Awindow will pop up and you will need to navigate to the CSV file you created



e. If all the emails match your domain, you can click Continue to sync the users.

i. If you enter an email incorrectly or add an email that is not part of your domain, you will
receive an error message

ii. If you exceed the group amount you will get an error message
f. Once the file gets the OKAY you can select Continue and then Sync
g. You will get confirmation that the sync was done correctly
4. Uploading Individual Users - North American Customers Only

a. Select “Manage Users.
b. Read through and agree to show email addresses on the account.

i. Please note, after agreeing you will not see existing users’ emails until they have been re-
uploaded.

Show user email addresses on this account?

Right now, the people on your licence are stored as unreadable codes.
Turn this on to see and manage them by email.

+ See the email addresses on your licence
v Add or remove users one at a time

v Stored securely in the US. You can switch back any time.

By enabling this feature in the Admin Tool, you consent to
activating enhanced user management functionality for this
licence. By enabling this feature, you authorize and instruct
Everway, as your Data Processor, to process identifiable end-user
data (including names and email addresses) as necessary to
provide your organisation with visibility into licensed end-user
activity through the Admin Tool. We record the date and your
account email address as evidence of your instructions and
acceptance. This acceptance is subject to the License
Administration Addendum.

( Not now >

Turning this on records your consent for this license, including the date and your

account email.

c. Select the “Add by email” option at the top
d. Enter the email addresses of your users.
e. Select “+ Add Users”.



Add users

Switching file source

If you would like to choose a different source for your list of users, follow the steps below depending on
which file type you're using.

1. For users synced with the Google Admin Console
a. Click on “Manage” in the Home screen
b. Click “Continue”
c. Click on “Change Source”
d. Select the new source

2. For users synced with a Google Sheet
a. Click on “Manage” in the Home screen
b. Select “Change Source”
c. Select the new source

3. For users synced with a CSV
a. Click on “Manage” in the Home screen

b. Select the new source

Authorizing access to the admin tool for other users

You can authorize other admins, teachers, etc. from your organization to access the Texthelp Admin Tool
and manage your users. You will need to be set up as our Tech or Sales Contact for your license.

1. Click 'Manage' on the Product Code you would like this user to administrate

2. Click on “Add Admin” in the top right corner of the page. If you do not see “Add Admin” please email
support@texthelp.com



3. Enter in the email they will use to sign into the Admin Tool with. *It is important to enter the email
correctly, any typos will not allow the user to sign in*

4. Enter in the first and last name

Licensing users with the Take Home section of the Admin Tool

The Take Home tab in the Texthelp Admin Tool is used for licensing personal emails if your organization
does not use G Suite or Office 365, or if students prefer to use Read&Write with a personal email address.
There are two ways to use the Take Home tab.

1. Uploading personal emails
ad. When signed into the Texthelp Admin Tool with a Gmail

i. Sync with a Google Sheet

i. Create a Google Sheet with just the user emails listed in column A. You cannot use
multiple sheets.

ii. Onthe Home page, click on “Manage”

iii. Select “Google Sheet” in the pop up window
@ x Y

Upload new source

Please select how you would like to upload your users

COICIO
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iv. Permission window will pop up and you will need to select “Allow”

v. Afile picker window will pop up showing you all the Google Sheets in your Drive. Select
the Sheet that contains the emails that you would like to license.

Select a file x

»
L]

Files

All User Read&Write User Grou... User_Download_2702.

vi. If you exceed the group amount you will get an error message



A

Issues found
I

View issues

vii. Once the file gets the OKAY you can select Continue and then Sync

viii. You will get confirmation that the sync was done correctly

Review Sync All Set

V)

License Updated

Please allow for up to 3 hours for the changes to take effect

ii. Uploading a CSV

i. Create a CSV file with just the user emails listed in column A. You cannot use multiple
sheets. (Make sure you remember where you save it)
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ii. Onthe Home page, click on “Manage”

iii. Select “CSV"in the pop up window

iv. A window will pop up and you will need to navigate to the CSV file you created
v. If you exceed the group amount you will get an error message

vi. Once the file gets the OKAY you can select Continue and then Sync

vii. You will get confirmation that the sync was done correctly

b. When signed into the Texthelp Admin Tool with a Microsoft email

i. Sync with an Excel Sheet



i. Create an Excel Sheet with just the user emails listed in column A. You cannot use
multiple sheets.

i. Onthe Home page, click on “Manage”
iii. Select “Excel Sheet” in the pop up window
iv. A file picker window will pop up showing you all the Excel Sheets in your OneDrive.

Select the Sheet that contains the emails that you would like to license. You can also
upload a file from your computer.
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v. If you exceed the group amount you will get an error message

A

Issues found
I

View issues

vi. Once the file gets the OKAY you can select Continue and then Sync

vii. You will get confirmation that the sync was done correctly

Review Sync All Set
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License Updated

Please allow for up to 3 hours for the changes to take effect

ii. Uploadinga CSV

i. Create a CSV file with just the user emails listed in column A. You cannot use multiple
sheets. (Make sure you remember where you save it)
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ii. Onthe Home page, click on “Manage”

iii. Select “CSV"in the pop up window

iv. A window will pop up and you will need to navigate to the CSV file you created
v. If you exceed the group amount you will get an error message

vi. Once the file gets the OKAY you can select Continue and then Sync

vii. You will get confirmation that the sync was done correctly

2. Using the Take Home Code

a. The Take Home Code allows end users to sign into Read&Write if they don't have an email
address or can't sign in with one of the suggested email providers

b. This is currently only available for signing into Read&Write for Windows
*DO NOT distribute this code outside of your organization*

¢. When signed into the Admin Tool, click on the Take Home tab.

d. Under Code, you can click on Show to reveal your Take Home Code.

Manage Licenses

Manage group and take home licenses.

Group Take Home ? Help Reset Activations

Product Code Name Products Allowed Code Expires

NFCIENDO Antrim Grammar 0 O 1,500 1stJan 2030 Manage
NFCIENDO Antrim Staff 0 G 2,500 1st Mar 2029 Manage
NFCIENDO Antrim Staff 0 O 2250 15t Mar 2029 Manage

e. This code can be used to sign into Read&Write for Windows
i. In Read&Write's sign in window, click on Show More.

ii. Click on Use Take Home Code



-m read&write

Hi there! Since this is the first time you've
used Read&Write for Windows, we need you
to authorize with one of these providers:

( {5 sign in with Google )
( B sign in with Microsoft )
( B My Workplace email )
( &4} Use Take Home Code )
( Show More )

We take your data security seriously. Read our

Privacy Policy for more information.
b .

iii. Enter in the code that was revealed in the Admin Tool

=

-m read&write

If your school or organization has provided
you with a Take Home Code, you can enter it
below.

Take Home Code

Take Home Code

3. Changing the Take Home Code

Admins can change the Take Home Code by clicking Take Home in the Texthelp Admin Tool and then
clicking Manage



Manage Licenses

Manage group and take home licenses.

Group Take Home o ? Help Reset Activations

Product Code Name Products Allowed Code Expires

NFCIENDO Antrim Grammar O@ 1,500 1stJan 2030 e
NFCIENDO Antrim Staff O G 2,500 1st Mar 2029
NFCIENDO Antrim Staff 0 0 2,250 1st Mar 2029

Manage Take Home Code X

The Take Home Code allows end users to sign into
Read&Write if they don't have an email address or
can't sign in with one of the suggested email provider

NOTE: This is currently only available for signing into
Read&Write for Windows

DO NOT distribute this code outside of your
organization.

For more details, please see "Accessing the Take Hom
Version of Read&WTrite" on our Support site.

Current Take Home Code:

Reset Take Home Code

Click Reset Take Home Code to expire the existing code and generate a new code

Frequently Asked Questions

| am signed into the Admin Tool but | do not see my licenses
You will need to reach out to your Admin and ask them to add you to the license.
Will the license update automatically when changes are made to the license group?

No. Each time a user is added or removed from your license group, an Admin must return to the Texthelp Admin
Tool and re-sync.

Can | use one file (Excel or Google Sheets) that has multiple sheets within that file?

No you cannot. It needs to be one sheet with just emails in column A.



| am the Admin and when I signin | do not see my license

You will need to contact support@texthelp.com



