
1

How to manage n2y applications  
from My Subscriptions

FOR SUBSCRIPTION MANAGERS

STEP 1

My Subscriptions

Click your email address in the top-right corner of the 

website and select My Subscriptions from this menu.

STEP 2 

Manage Subscriptions

Click View Users next to your subscription to see a list of Subscription Managers, Administrators, 

 Sub-Administrators, Licensed Users, and Pending Users. 
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The expiration date and the number of licenses currently being 

used are also visible in the upper right-hand corner of the page.

Under each tab you can view the Name, Email, Login Count, Last Logged In date and time, School, Grade 

Bands, and Admin/Sub-Admin  the user is assigned to. 

STEP 3 

Add Users

Click the Add User button at the top of the page. 

Select the type of user you would like to add. 

Enter the email address of the user you are  

adding and click Verify User.  This email  

will be their username.

You may add the same user multiple times  

as different roles (e.g. a teacher can also be  

a sub-administrator; a sub-administrator can  

also be a subscription manager).  Use the same 

email address each time to create a single  

sign-on experience.

lwostmann@n2y.com
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If the user already exists, click Add User. The user 

will receive an email notifying them of the change.

lwostmann@n2y.com

lwostmann@n2y.com

Lucy Wostmann

If the user does not already exist, enter the first name, 

last name, grade band information, and Administrator 

or Sub-Administrator this person will report to. The 

user will receive an email to register.
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To assign grade band licenses select the desired 

grade band(s) for the user, or select the number  

of grade band(s) allotted for the user for them  

to select upon logging in. 

STEP 4 

Delete Teachers
Place a checkmark next to the teacher(s) you are removing. Press the Delete Licensed Users button.

Kristine Robinson         krobinson@n2y.com

Dannielle Doyle             ddoyle@n2y.com

STEP 5 

Replace Teachers

If a teacher is being replaced by another staff  

member, delete the old teacher by using the  

steps above. 

Then, add the new teacher using the Add User  

button. The new teacher can pick up students  

from the dropped list in order to continue  

tracking progress. lwostmann@n2y.com
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Need Addtional Help?

STEP 6 

Managing Gradeband(s) and Assigning an 
Administrator/Sub-Administrator

Select the Edit button next to a licensed user.

Use the drop-down menu to change the Administrator or 

Sub-Administrator the user is assigned to.

Use the check boxes to change a user’s grade band access.

Click Save when done.

Click your email address in the top-right corner of the website 

and then click the Get Support button to access knowledge 

base articles, videos, and FAQs from the n2y Support Center. 

You can also contact n2y Customer Support: 

(800) 697-6575  

support@n2y.com  

Mon–Fri 8 am–4:30 pm EDT

Allison Vice


