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Introduction 

Discovery Education’s New Admin site offers Administrators the opportunity to manage users, 
find usernames, reset passwords, view usage reports, manage student access, and a variety 
of other tasks for all Discovery Education licenses including DE streaming, DE Science, DE 
Health, and DE MediaShare.   
 
Administrators can access the New Admin site by clicking on the My Admin link in the top right 
corner or by clicking the My Admin link under Administrative Tools while in the Admin View on 
the My DE page.  
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Glossary Terms 

Account:   An account is typically a school district but may include other entities such as a 
regional center or educational service district. This may refer to the entire district or a group of 
schools. 

Account Administrator:  Account administrator have access to oversee the entire account 
through the New Admin site only.  These users have the ability to edit users, view usage, 
exclude titles, shuffle users, and more.   

Blocktime Editor:   Blocktime Editor is a tool that enables school or district administrators to 
restrict the hours during which videos are streamed and downloaded across all Discovery 
Education services.   

Exclude Titles:    Exclude Titles feature allows you to remove titles from user views on an 
account, site, or user level. 

Multi-Account Administrator:  Multi-account administrators have access to oversee multiple 
accounts.  They have the ability to edit users, view usage, exclude titles, shuffle users, and 
more across multiple accounts in which they are assigned.  A multi-account administrator may 
oversee more than one district, such as a regional service center. 

Site:   A site is part of an account and represents individual school buildings. 

Site Administrator:  Site Administrators have access to oversee their specific site through the 
New Admin site only.  These users have the ability to edit users, view usage, exclude titles, 
and more.        

Student:  Students do not have administrative rights or access to the administrative site.  They 
only have access to Discovery Education services, provided the school or school district allows 
students to have access. 

Teacher:  Teachers do not have administrative rights or access to the administrative site.  
They only have access to Discovery Education services. 

Users:   Users includes any person with a user account on Discovery Education including 
account administrators, site administrators (department heads), teachers, and students. 
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Left Navigation/Main Dashboard 

Once in the New Admin site, the left-hand navigation menu and the main dashboard allows 
administrators to access sites to manage the account, network, content, student access, and 
reports.   
 
Depending on the administrator level, users will either see a listing of accounts, sites, or site 
users below the dashboard. Multi-Account Administrators will see a listing of their associated 
accounts, Account Administrators will see the listing of their account’s sites, and Site 
Administrators will see their site’s users.  

 
Account Administrator view of account’s sites.  
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Manage My Account 

Administrators are able to find sites and passcodes, import teachers, and manage user 
accounts by finding, shuffling, adding, and archiving.  

Find Sites/Passcodes  
(Multi-Account and Account Administrators access only) 

Find Sites/Passcodes provides administrators access with a complete listing of all their 
accounts and/or sites along with the total number of site users, teacher and student 
passcodes, and listing of licensed products.  

By clicking on the Download Passcode List button, administrators can download a CSV file of 
all site passcodes by account.  Passcodes allows teachers and students to create Discovery 
Education user accounts through the Passcode/New user login on Discovery Education.  
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Product code legend: 

Discovery Education streaming 

Discovery Education Science for Elementary Schools 

Discovery Education Science for Middle Schools 

Discovery Education Health 

Discovery Education MediaShare 

   Discovery Education Assessment 

   Discovery Education Assessment Progress Zone 

 

Import Teachers 

Import Teachers provides administrators with another option to create user accounts.           
The import feature allows administrators to import numerous user accounts at once.  

Click on Import teachers to access the import page.  Click to download the spreadsheet for 
importing teacher user accounts under Step 1.  

  
 
 
 
 

 
Once you download the spreadsheet for teachers, the account name, site name, passcode, 
and the role will pre-populate for all the buildings within your district.  Please note that teachers 
and student at the same school will have different passcodes.  
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For teachers, you will be required to insert the following fields: First name, Last name, Email, 
User ID, and Password for each imported user.  
 
Please note that user ids or usernames must be unique to all of Discovery Education 
and not just unique to your school or district.   
 
When creating user ids for your teachers, we suggest adding a unique identifier to the end of 
each username, such as the mascot or the school name.  For example, a user id for Susan 
Smith would be ssmith_tigers or ssmith_lincoln. 
 
If you are importing multiple users into a specific building, you must copy and paste the pre-
populated information (passcode, Role, etc.) into each row so that each user can be imported 
properly.  Please make sure that the school passcodes are correct for each user before 
importing.  You will need to remove all spaces within each cell and delete the school listings 
that you are not using for the import.  All columns must remain even if they are not used. 
 
Please do not change or delete the headers, as they must match the original template as 
shown below.  All columns MUST remain in the same order. 
 

 
 
Once you complete the data entry, save the spreadsheet as a .csv file onto your desktop. Go 
back into your My Admin and click on “Upload Spreadsheet” under Step 2 to import the file.  
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A pop-up window will appear for you to browse for the spreadsheet on your desktop. Click on 
“upload” to begin the import process.   

 
The process will take 24 hours for users to import.  Once uploaded, your import will appear 
under your “List of Imports” with a status message of “Pending… (available after 24 hours)”. 
 
After 24 hours, the status of your import will update. As part of Step 3 to complete the process, 
check to see if your users imported successfully. If there was an error with your import, the 
listing will appear the next day with either “Error - Action Required” or “ Error – Import Work 
Details”.  Click on the link to view the spreadsheet with the error messages.   
 
Error messages explanations: 
Error – Import Work Details 
 Data or format on the spreadsheet is incorrect.  Please review the instructions above to 

ensure that the format of the spreadsheet is correct.  
Error - Action Required 
 One of the following issues below will appear in column N under ErrorMsg. 
Userid / UID exists but is not in the department specified 

Username is already in use. Choose another username for this user.  Suggested 
username is provided in Column M under Suggested_UserId. 

More than one user exists with this userid 
 Username is already in use. Choose another username for this user.  Suggested 
username is provided in Column M under Suggested_UserId. 

More than one user exists with this email address.   
A user account in our system is already using the same email address. The user may 
already have an account in use.   

 
 
Please make sure to remove columns M and N before re-importing your spreadsheet.  
The format of the spreadsheet must match the format detailed above.  Once you have 
corrected the errors, make sure to save the .csv file on your desktop before clicking on the 
“upload again” link to re-import the spreadsheet. 
 
 



 

 

 
 
 

9 

Add User(s) 

Administrators have access to add individual users within their sites, in addition to the Import 
Teachers feature.  

Multi-Account Administrators must select the account and site from the dropdown menus to 
choose where to add the user.  Account Administrators must select the site to add the user, as 
the account is pre-populated.  The account and site will automatically pre-populate for Site 
Administrators.   

Once the account and site have been selected, click on Go to add the user.  

 

Administrators must fill-out the entire form in order to add a user.  Please make sure to enter a 
username that is unique within the Discovery Education community.  The form will notify you 
whether the username already exists in the system.   

Once the form is completed, please make sure to click on submit to ensure the user account is 
created.  
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Archive User(s) 

Archive user(s) allows administrators to select one or more users within a site to archive user 
accounts so that users are no longer able to access their accounts through Discovery 
Education.  Please note that users who do not belong within an account and/or sites should be 
archived so that they cannot access purchased licenses.  

Multi-Account Administrators must select the account and site from the dropdown menus to 
choose users to archive.  Account Administrators must select the site to choose users to 
archive, as the account is pre-populated.  Site Administrators can only select the users within 
their site to archive, as the account and site are pre-populated.  

Once the users are highlighted, please make sure to click on archive selected users… to 
ensure that the users are archived.  

 

Archived Users - View 

Archived Users - View link allows administrators to restore archived user accounts and view 
the date the user account was archived.  In order to restore an archived user, please check the 
restore box next to the archived user’s name and click on Done to complete the restore 
process.  
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Find Users 

Find Users provides administrators the ability to search for users within their account or site by 
first name, last name, username, email, account name, and site name.  

 

Through Find Users, administrators can access user accounts and sites, send user account 
information, and login into Discovery Education as the user.  

Please note that Multi-Account Administrators can search for users across all accounts, 
Account Administrators can search for users across all sites within the account, and Site 
Administrators can search for users within their site.  

 

Within the search results, administrators can go to the site page to access the site’s users and 
reports by clicking on the site name.  

Multi-Account Administrators and Account Administrators have the ability to Shuffle users from 
one site to another site.  Please see Shuffle User(s) for more information.   

Administrators can log into Discovery Education as the user to troubleshoot user issues by 
clicking on the login to DE link.  
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By clicking on individual usernames, administrators can access the user account to update or 
change user information, edit user roles, log into DE as the user, and exclude video titles from 
the specific user.  Please make sure to click on submit to ensure changes are saved.  

 

Send Username/Password allows administrators to send username and or passwords to users 
who have forgotten their account information.  In order for the user to receive account 
information via email, the user must have an email address within his/her profile. To check 
whether the user’s email address is present, click on the username to access the user’s profile.  
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Shuffle User(s)  
(Multi-Account and Account Administrators access only) 

Multi-Account and Account Administrators have the ability to Shuffle users from one site to 
another site.   

Multi-Account Administrators will have to choose the Account and Site in which the user 
currently resides and select where the user should be moved.  Account Administrators will only 
have to select the sites from which to move the user and the site to which the user should 
reside.  

Please note that it is possible to shuffle more than one user at a time into one account/site by 
highlighting all user accounts to be moved within the From section.  To highlight multiple users, 
hold the “Ctrl” key and click on the desired users.   

Once selections are made, please make sure to click on shuffle selected user(s)… to ensure 
the user accounts are moved to the correct accounts/sites.  

 

 Multi-Account Admin view of Shuffle.                                           Account Admin view of Shuffle.  
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Create a Site  
(Distributor Administrator access only) 

To create a new site in My Admin, administrators must first select the account in which the site 
is to be created.  

 
 
Then, under “Manage My Account”, click on “Add Site”. 

 
On the Create Site page, administrators will be required to fill out the required information and 
click Submit to create the new site. 
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Once created, the new site will appear under the list of sites within that account. 

 

 
Add/Edit Site Licenses  
(Distributor Administrator access only) 

After the site is created, administrators will need to add a license. Under “Manage My 
Account”, click on “Add/Edit License”.   
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Within “Add/Edit License”, administrators have the option to choose the Product, Contract Start 
Date, Contract End Date, and Sites. 

 
 
For Product, select the appropriate product from the drop-down list.   
 
For Contract Start Date, select the desired day for service to begin. For Contract End Date, 
enter the end date of the contract. Choose the dates from the calendar, or enter the dates in 
the following format: MM-DD-YYYY.   
 
Under Sites, there is a list of all schools in the account, active and expired. Select the site(s) 
that was created by clicking on the white box next to the site name. 
 
Finally, at the bottom of the page, click Submit. A note will note whether the license was 
extended successfully. Please note that it takes a few minutes for the licenses to appear in the 
account. 
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Manage My Network 

Administrators can access links to administrate the Blocktime Editor tool and manage Network 
Manager and/or Local Host application(s), if applicable.   

 

Blocktime Editor 

Blocktime Editor is a tool that enables school or district administrators to restrict the hours 
during which videos are streamed and downloaded across all Discovery Education services.   

Multi-Account and Account Administrators have access to enable/edit Blocktime Editor on the 
account and site levels.  Site Administrators will only have access to enable/edit Blocktime 
Editor on a site level.  

To enable/edit Blocktime Editor settings on an account level where the settings will be the 
same for all sites within the account, click on Account Level.  Multi-Account Administrators will 
have to select the specific account to enable/edit from the dropdown menu before accessing 
the settings. 

To enable/edit different Blocktime Editor settings for each site within the account, click on Site 
Level.  Multi-Account Administrators will have to select the specific account and site to 
enable/edit from the dropdown menu before accessing the settings and Account 
Administrators will have to select the specific site. 

Please note that the account and site settings use the same form and will look identical. 
Additionally, the streaming and download settings will have to be enabled separately.   
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Block streaming access 
To block your users from streaming videos, 
please make sure to: 

1. Select the start time next to Blocktime 
streaming – Start Time 

2. Select the end time next to Blocktime 
streaming – End Time 

3. Select the days on which Blocktime 
streaming is to be enabled. 

4. Select Yes next to Blocktime streaming 
enabled   

5. Click on Submit at the bottom of the page 
in order to activate your selections  

 
Block downloading access 
To block your users from downloading videos, 
please make sure to: 

1. Select the start time next to Blocktime 
download – Start Time 

2. Select the end time next to Blocktime 
download – End Time 

3. Select the days on which Blocktime 
downloading is to be enabled.  

4. Select Yes next to Blocktime download 
enabled 

5. Select to unrestrict specific user roles so 
that Account Administrators, Site 
Administrators, Teachers, or Students are 
affected by the settings 

6. Click on Submit at the bottom of the page 
in order to activate your selections  
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Once Blocktime Editor is enabled, users within the affected account or site will not have 
access to play and/or download videos during set times and days, as the icons will be grayed 
out.  Please note that all users will be affected by these settings wherever they access 
Discovery Education, including locations outside of the school district.  

 

Network Manager (Account/Site) 

The Network Manager link allows administrators to view the status of each site, remotely 
access Network Manager, view the file queue, and add/remove sites. 

New Network manager users:  please download the installation program through the Click here 
to Download the Installation Program link.  Once the application is installed, you can set up 
Network Managers through the Click here to Set Up a New Network Manager link by selecting 
the site and entering a name for the Network Manager.  Please reference the Network 
Manager Installation Guide through the Discovery Education Help site.   
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Multi-Account and Account Administrators can access all the Network Managers within the 
entire account and Site Administrators will have access to the Network Manager at their site.  
Administrators can view the last time the Network Manager connected with the Discovery 
Education servers under the column Last read to view whether the syncs are running properly 
as planned.  A new Network Manager that has never synced will read as Never Run.  To 
remove Network Manager, click on the Remove link next to each site listing.  

 

Once the Network Manager is in place, administrators can click on Administrate to access 
Presto Manager which will allow them to adjust the initial settings of the Network Manager and 
synchronize the servers or download the files.  Make sure to click on Save Settings before 
closing out of the window.  

 

The File Queue allows administrators to view the videos that have been added to the Network 
Manager queue, the user who had selected the video to be downloaded, the date the video 
was requested, and the status of the download.  Administrators also have the ability to remove 
videos that have been downloaded from the queue so that the video is removed from the 
Network Manager server.  To remove videos, check the box next to the video to remove and 
click on Remove Selected on the top right corner.   
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Server Manager (Account/Site)  
(Multi-Account and Account Administrators access only) 

Multi-Account and Account Administrators can remotely administrate their Server Manager for 
the Local Host applications.  After clicking on Server Manager, administrators will see the 
Administrate link to access Presto Manager in order to adjust the initial Local Host settings and 
synchronize the servers or download the files.  Make sure to click on Save Settings before 
closing out of the window.  
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Manage My Content 
Administrators can manage the media on their services by excluding titles and accessing 
Upload Manager, if applicable.  

 
Exclude Titles (Account/Site Level) 

Exclude Titles allows administrators to remove specific video titles from all users within their 
account and/or sites.  

Within the title exclusion search, administrators can search for videos by keyword.  After 
clicking on search, a listing of video titles will appear within the Titles Search Results tab. 
Administrators have access to select to exclude the video titles only from students or both 
students and teachers.  To exclude video titles, check the exclude boxes next to the 
corresponding video title.  Once completed, make sure to click on Done to save your settings.  
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After clicking on Done, the selected videos will appear within the Excluded Titles tab.  In order 
to add the selected video titles back into the search results so that students and/or teachers 
can continue to search for those video titles, click on the Repost link next to the corresponding 
video title.  

 

 
Upload Manager 

Administrators with access to Upload Manager can access the application through the Upload 
Manager link.  The functionality of Upload Manager within the New Admin site is the same as 
the old admin site.  Administrators can create and view titles within the application.  
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Manage My Student Access 

Administrators can import student accounts and configure student access.  

 
Setup/Configure (Account/Site Level) 

Multi-account and Account Administrators have access to configure student access on either 
an account or site level while Site Administrators can configure student access on a site level.   

After selecting an account or site, administrators can manage whether students can edit their 
profiles and access DE streaming, restrict student search filters, and restrict teachers from 
importing students.   

Once all selects are made, please make sure to click on Submit to save changes to selections.  
Reset will change all settings to the default settings.  After clicking on Reset, please click on 
Submit to save changes.  
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Import Students 

Import Students provides administrators with another option to create student accounts.      
The import feature allows administrators to import numerous student accounts at once.  

Click on Import students to access the import page.  Click to download the spreadsheet for 
importing student user accounts under Step 1.  

  
 
 
 
 

 
Once you download the spreadsheet for students, the account name, site name, passcode, 
and the role will pre-populate for all the buildings within your district.  Please note that teachers 
and student at the same school will have different passcodes.  
 

 
 
For students, you are required to insert the following fields: First name, Last name, User ID, 
Password.  The following are optional fields for student accounts: Grade, Parent Email, and 
Student ID.  
 
Please note that user ids or usernames must be unique to all of Discovery Education 
and not just unique to your school or district.   
 
When creating user ids for your students, we suggest adding a unique identifier to the end of 
each username, such as the mascot or the school name.  For example, a user id for Susan 
Smith would be ssmith_tigers or ssmith_lincoln. 
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If you are importing multiple users into a specific building, you must copy and paste the pre-
populated information (passcode, Role, etc.) into each row so that each user can be imported 
properly.  Please make sure that the school passcodes are correct for each user before 
importing.  You will need to remove all spaces within each cell and delete the school listings 
that you are not using for the import.  All columns must remain even if they are not used. 
 
Please do not change or delete the headers, as they must match the original template as 
shown below.  All columns MUST remain in the same order. 
 

 
 
Once you complete the data entry, save the spreadsheet as a .csv file onto your desktop. Go 
back into your My Admin and click on “Upload Spreadsheet” under Step 2 to import the file.  
 

 
A pop-up window will appear for you to browse for the spreadsheet on your desktop. Click on 
“upload” to begin the import process.   

 
The process will take 24 hours for users to import.  Once uploaded, your import will appear 
under your “List of Imports” with a status message of “Pending… (available after 24 hours)”. 
 
After 24 hours, the status of your import will update. As part of Step 3 to complete the process, 
check to see if your users imported successfully. If there was an error with your import, the 
listing will appear the next day with either “Error - Action Required” or “ Error – Import Work 
Details”.  Click on the link to view the spreadsheet with the error messages.   
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Error messages explanations: 
Error – Import Work Details 
 Data or format on the spreadsheet is incorrect.  Please review the instructions above to 

ensure that the format of the spreadsheet is correct.  
Error - Action Required 
 One of the following issues below will appear in column N under ErrorMsg. 
Userid / UID exists but is not in the department specified 

Username is already in use. Choose another username for this user.  Suggested 
username is provided in Column M under Suggested_UserId. 

More than one user exists with this userid 
 Username is already in use. Choose another username for this user.  Suggested 
username is provided in Column M under Suggested_UserId. 

More than one user exists with this email address.   
A user account in our system is already using the same email address. The user may 
already have an account in use.   

 
 
Please make sure to remove columns M and N before re-importing your spreadsheet.  
The format of the spreadsheet must match the format detailed above.  Once you have 
corrected the errors, make sure to save the .csv file on your desktop before clicking on the 
“upload again” link to re-import the spreadsheet. 
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Manage Reports 

Administrators can view weekly snapshots of their account or site and access links to other 
popular reports.  Once administrators log into the New Admin site, the dashboard will display 
the weekly usage of the account or site with direct links to the Top Videos and Account Usage 
reports.   To access other reports, click on My Reports Home within the left navigation bar.  
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Usage Reports 

The usage reports allow administrators to run usage by account, site, and user.   

Multi-Account and Account Administrators have access to run all three reports while Site 
Administrators have access to only the site and user reports.   

The usage reports will provide information regarding logins, the number of videos stream and 
downloaded, and the number of resources viewed on an account, site, or user level.  

The usage report by account (See Figure 1 below) reports the total usage by account.  Multi-
Account Administrators have the ability to select multiple accounts for the usage report by 
account.  The usage report by site (See Figure 2) reports the total usage of each site within the 
selected account.  The usage report by user (See Figure 3) reports the total usage of each 
individual user by site within the selected account.  

 

 

 

 

 

 

 

Figure 1           Figure 2               Figure 3 
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Please note that only one product can be selected at a time for all usage reports.   

The best format to select for printing is the PDF format.  To format reports using Microsoft 
Excel, the CSV format is the best option to choose for editing.  

Once the report selections have been made, click on Run Report.  To save the report 
selections for future use, click on Save Report.  This will insert the reports into the dashboard 
and My Reports.   

The usage report results will list the account and/or site(s) with the total number of logins, total 
number of videos and segments streamed and downloaded, total number of videos streamed 
and/or downloaded from local hosts or network manager, and the total number of times 
specific non-video assets were viewed.  
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Asset Reports 

The asset reports allow administrators to run top usage reports on specific asset types.   

The Top Videos report (See Figure 4) allows administrators to choose the account, the site(s), 
the report timeframe, the specific DE product, and the report format to view the top 500 most 
viewed videos.  The report will list the video title, the type – full video or segment, the full video 
title, total number of streams, and total number of downloads, and the total number of times 
the video was viewed within the selected timeframe.  The Top Videos by Account report pulls 
the same information as the top videos report for specific accounts.  

 

Figure 4 

The Top Assets (non-video) report allows administrators to choose the account, the site(s), the 
report timeframe, the specific DE product, and the report format to view the top 100 most 
viewed non-video assets.  The report will list the asset title, the asset type, and the total 
number of times the asset was viewed or downloaded within the selected timeframe.  
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Administrator Reports 

The administrator reports provide administrators with user specific reports for administration 
purposes.  

The User Roster report (See Figure 5) allows administrators to pull the user rosters by account 
and site(s).  The report will return the user first and last names, userIDs, roles (Multi-Account 
Administrator, Account Administrator, Site Administrator, Teacher, and Student), email, 
account, site, and whether the user is a DEN member.  

 

Figure 5 

The Videos Watched by User report allows administrators to pull a report listing the videos 
viewed by specific users within an account and site.  The report will show the account and site 
of the user, the username, the video titles, and the number of times the video was viewed, 
streamed, and downloaded.  
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Account Administrators 

This area lists all administrators within the account or site. 

Administrators are able to access other administrator accounts to edit the profile, change user 
roles, exclude video titles, and log into DE as the specific administrator.  Distributor 
Administrators can access Multi-Account, Account, and Site Administrator accounts.  Multi-
Account Administrators can access Account and Site Administrator accounts and Account 
Administrators can access Site Administrator accounts.  Users cannot access other 
administrator accounts on the same level.  

 


