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End-of-School-Year Best Practices for Account Management
Summer Reading
• Students can access their accounts over the summer if your licenses stay active. To ensure that students can  

log in on their own, we recommend that you download and share the Student Login Cards and Caregiver Letters  
with families. 

• Teachers can print Student Login Cards and Caregiver Letters from their Student Management page. Teachers click 
on My Classroom > Class Roster > Student & Parent Documents.

• You also have access to this content from your License Coordinator account. Click on Manage Users > Students > 
identify and select the students > click Select Action > Print Login Cards or Print Caregiver Letters.

Usernames and Passwords
• Please remind teachers and students to save their usernames and passwords in a safe place, allowing them to log 

in during the summer and the next school year.

Download and Save Your Student and Teacher Rosters/CSV Files
• Download and save your student and teacher rosters/CSV files to reference Learning A-Z student IDs and teacher 

usernames to help with rostering for the next school year.
• Downloading Your Student Roster: Click on Manage Users > Students > click on the horizontal ellipsis below  

Add Student > Export Student Data.
• Downloading Your Teacher Roster: Click on Manage Users > Teachers/Admins > click on the horizontal ellipsis 

below Add Teacher/Admin > Export Teacher/Admin Data.

Looking Ahead and Planning Ahead
• Rostering Assistance: If you have any questions related to back-to-school rostering, please contact Learning A-Z 

Customer Support.
• Professional Learning: Attend live and on-demand webinars facilitated by our experts, or contact Learning A-Z 

Professional Development to discuss professional learning options that best fit your district goals for summer 
school.

• Account Growth/Expansion of Products: If you anticipate needing additional licenses for new educators or 
additional grade levels, contact your Learning A-Z Sales Representative for a quote.

• Account Management Resources: There are many helpful resources available to you. Simply log in to your 
account and click the Training tab in your navigation bar.

• New Contacts: Please contact Customer Support if you will have a new license coordinator, IT contact, or 
professional development coordinator for your account next year.

Still have questions?
Contact Customer Support.

©2023 LAZEL, Inc. All rights reserved. A Cambium Learning® Group Company. 
Learning A-Z is a registered trademark of LAZEL, Inc. Raz-Plus is a trademark of 
LAZEL, Inc. Other trademarks, logos, and service marks used in this document 
are the property of LAZEL, Inc. or third parties. 

Revised 03/2024.

Coordinator Guide

https://www.learninga-z.com/site/contact/support
https://www.learninga-z.com/site/contact/support
https://www.learninga-z.com/site/contact/support
https://www.learninga-z.com/site/resources/professional-development/product-orientation?Product=-1&Type=5979&Level=-1&p=1
https://www.learninga-z.com/site/contact/professional-development
https://www.learninga-z.com/site/contact/professional-development
https://accounts.learninga-z.com/accountsweb/marketing/contactSales.do?_ga=2.170357733.493661714.1647277774-900517080.1642695939%20instead%20of%20https%3A//www.learninga-z.com/site/contact/sales
https://accounts.learninga-z.com/ng/member/login?siteAbbr=accounts
https://www.learninga-z.com/site/contact/support
https://www.learninga-z.com/site/contact/support

