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Get Started with your ePals Account 
• Create Your Classroom Profile 
• Update Your Password 
• Manage Student Accounts 
• Create Student Accounts 
• Manage Join Requests 

 
There are several administrative tasks that you can complete from your 
authenticated homepage.  Here are instructions to help you with these tasks. 

To begin working on these tasks, you will need to be logged into your ePals Account. On your 
homepage, look for the Tool Box, on the left-hand side of the page. Here, in the tool box, you will find 
the tools you will need to take care of administrative tasks for your ePals account.   

    

From the toolbox, you will be able to: 

• Create Your Classroom Profile,  
• Add a Personal Avatar,  
• Update Your Password and external  email accounts,  
• Create, Edit or Delete Student Accounts, 
•  Manage Your Students’ Mail, and  
• Review Join Requests. 
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Create Your Classroom Profile 

An approved classroom profile is required to access your ePals’ email and to 
contact members of the ePals Global Community.  We require this as part of our 
verification process. We strongly encourage you to create a profile, and update it 
whenever you have a new goal or new project in mind. To create your profile, click on Create/Edit 
Classroom Profile link. Fill in the fields on the form. 
 
Required fields include:          

• School name 
• Complete address 
• School phone number 

• Age range of students/number of 
students/collaboration tools 

• Project Description (minimum 10 
words)

 
This is also where you would upload your own photo, or graphic image for a personal avatar.  By default, 
each new member of ePals is given an avatar that is the letter of the user’s first name.  You can change 
this by clicking on the green “Upload New Image” button.  
 
Project Description requires a minimum of 10 words. Sample descriptions can be viewed by clicking on 
the links, found at the bottom of the Project Description box. Of course, you can look at hundreds of 
newly approved profiles simply by going to our Find Classrooms page. 

 
Once you complete and submit, your profile will be reviewed within 24 hours for approval.  After 24 
hours have passed, please check back here, at the Create/Edit Classroom Profile link, to see if your 
profile is approved.  If your profile has not been approved, there will be a message in red ink, indicating 

http://www.epals.com/find-classroom.php#age_range=0&collaboration=0&country=&language=0&num_students=0&p=1&region=&search_text=
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what you need to add to get it approved. If you have any questions, please contact 
help at support@epals.com.  

 

Settings:  Updating Password; Adding Personal Avatar 

Under the settings tab, you are able to update personal information, including:  

• your external email address,  
• your newsletter preferences,  
• your notification preferences, and 
• your password.   

This is accessbile to you at any time. 

  

mailto:support@epals.com
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Manage Student Accounts 

The Manage Student Accounts tab will allow you to handle all details of your 
students’ participation on ePals. With this tab, you can edit accounts, approve mail, 
change filters etc. 

First, here is a quick explanation of the items on your Monitored Mail Toolbar: 

 

 

• Incoming Mail:  This will be mail that is arriving from ePals for your students.  When there are 
messages here, you will have to read them and approve them before they reach your students. 

• Outgoing Mail:  This will be mail that your students have written to their ePals. You will have to 
read and approve this mail before it reaches the ePals. 

• Processed Mail:  Once you have approved mail, it moves from your Incoming or Outgoing Box, 
and is stored here.  You may need to go through and empty this box, depending on how many 
emails your students write.  It is nice for you to keep a copy, when possible, because student 
accounts do not save mails automatically. When they send email, unlike regular mail, a copy 
isn’t saved in their mailboxes. It is only saved in your processed box.   

• Accounts: This is where you can find a list of your student accounts (see more below). 
• Filter Settings:  ePals offers 4 levels of filter settings for student email.  Currently, all your 

accounts are set on Level 1 – which is the most restrictive.   You can change Filter Levels per 
student; you are not required to have the same setting for all students in your class.  
Additionally, teachers have the option to preview attachments or not. Again, by default, this 
filter is turned on. If you do not want to review your students’ mail, you can change the filter 
settings.  

Explanation of Filter Settings 

 
You are able to set filter levels for each student indepently, giving you a wide range of security options. 
Here are the filter choices available to you: 

• Level 1:  All  messages (both outgoing and those incoming to your student) must be approved by a 
monitor. The monitor gest copies of all student messages. 
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• Level 2:  Approval is required for only those messages that contain words that have been flagged as 
inappropriate by our language filter. Monitor receives a copies of all student messsages. 

• Level 3:  Approval is required for only those messages containing flagged words. No copies of 
messages are kept for the monitor. 

• Level 4:  All filters are turned off. Students can send and receive messages without any approval 
required. 

Additionally, teachers have the ability to preview attachments, by turning on that filter.  

Student Accounts 

 

Names:   This is where you will find all of your student accounts. If you received generic accounts, you 
may want to edit the Name Column on your roster to add your students’ names. Simply click on a 
student’s name, the row will turn white, and you can type in a new name.  

Email address: This is your student’s username, as well as his or her email address. When he/she signs 
into ePals, he should type everything before the @epals.com.   

Password:  You may view student passwords to remind them if they have lost theirs. You cannot change 
student passwords, but they can once they have logged in. 

Delete:  If you want to get rid of an account, just click this button. 
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Create Student Accounts  

Adding new student accounts can be done easily, at any time during the school year.  
It is always an option to request help from ePals. We will create accounts for you at 
any time. We generally get new accounts created within 24 hours.  To request student accounts, simply 
send a list of student names to support@epals.com.  

To create your own personalized student accounts, click on the Add Students link.  This will bring up a 
screen.   

 

1. Type (or paste from word doc) student names into a list in the Student Name field.   
2. Choose one password that will serve for all students.  (Remember, students can change their 

passwords after logging into their own accounts.)  
3. Check the box, certifying that you have the appropriate parental permission.   
4. Click Continue. 

 

mailto:support@epals.com
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5. Review the computer-generated usernames. You may change them if you prefer.  Some 
teachers prefer to have the same suffix for all students, and change the accounts to achieve 
that.  

 

By clicking on “check username” you can see if your chosen name is available for use. 

 

6. Click Approve to finish creating your accounts. 
7. If your accounts have been successfully created, you will see a message indicating such.  If you 

don’t receive this message, please contact support@epals.com. 

 
8. To see your students’ new accounts, click on the Manage Student Accounts link in your tool 

box.  
 

  

mailto:support@epals.com
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Join Requests 

The Join Requests tab allows you to manage the Project Requests that have come from teachers to join 
a project you have created and posted in the ePals Join Project area.   
 

 
Saved Projects:  This feature allows you to set up a “quick link” to hosted projects (from the Join 
Projects page.)  This gives you easy access to return to interesting projects and submit a Join Request. 
 
 

 
Join Requests Made:  This includes a quick link to any project to which you have made a Join Request. 
Once you hear back from the project leader, whether you are accepted into the project or not, the quick 
link will be removed from your homepage. 
 
 
 

http://www.epals.com/find-project.php#age_range=0&collaboration=0&country=&duration=0&language=0&p=1&project_type=0&region=&search_text=
http://www.epals.com/find-project.php#age_range=0&collaboration=0&country=&duration=0&language=0&p=1&project_type=0&region=&search_text=
http://www.epals.com/find-project.php#age_range=0&collaboration=0&country=&duration=0&language=0&p=1&project_type=0&region=&search_text=
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Join Requests Received includes a list of all teachers who have asked to join your project.  From this join 
request, you can see 

• Teacher’s name: Elda Dollani 
• Country:  Albania 
• Role:   Teacher 
• Language:  English 

You can also link to the teacher’s profile by clicking on her username (Elda2013) and you can contact her 
via email either by sending email directly to elda2013@epals.com, or by clicking on the contact link in 
her classroom profile. 

  

If you accept a teacher into your project, the teacher and all his or her students will be added to your 
project workspace.  We encourage you to send a welcome email to the teacher (username@epals.com), 
showing your enthusiasm for his or her participation in your project.  

 

Username and ePals email address 
Link to teacher’s profile 

mailto:elda2013@epals.com
mailto:username@epals.com

