
Getting Started with 
Bug Club Online

See inside for a quick guide to:

 Activating your subscription

 Logging in

 Creating teacher and pupil accounts

 Creating and sharing classes



1. Activate your 
subscription!
Now you’ve purchased a subscription for all 
or part of Bug Club you will have received an 
activation email*. To activate your subscription, 
click the link in the email, enter the username 
and password in the email and accept the T&Cs. 
You’ll then be sent your school ID and ‘super-
administrator’ username and password in a 
second email. This information is very important 
– you need it to log in and create accounts for 
all your teachers and pupils so they can log in 
and start reading.

*Please note if you have ordered parts of Bug Club online 
separately, you will have received multiple emails and you will need 
to activate each part individually by clicking the link in each email.

2. Logging in 

3. Creating teacher 
accounts
Now you’re logged into Bug Club, the first step 
is to create your teachers’ accounts. 

 Click on the School Admin tab and then click 
on the Teachers tab.

 Click on Create Teacher, and fill in the 
details on screen. You can allow teachers 
admin rights (meaning they can create pupil 
accounts in bulk and also create and modify 
teacher accounts) by checking the ‘Yes’ 
button. Once you have filled in the details, 
click Save and each teacher will be sent their 
login and password.

4. Creating pupil 
accounts
Once you’ve created teacher accounts, it’s time 
to create pupil accounts. There are two ways of 
doing this – bulk uploading pupils using a CSV 
file, or creating pupil accounts individually.

Bulk Upload using a CSV file 

 To create a CSV file open a standard 
spreadsheet programme (such as Microsoft 
Excel) and create a spreadsheet with the 
first column labelled ‘firstname’, the second 
column labelled ‘surname’ and the third 
column labelled ‘cohort’:

 Then input 
the first name, 
surname and 
cohort of each 
child you wish to 

upload. For cohort you can choose Rec, Y1, 
Y2, Y3, Y4, Y5, Y6 or P1, P2, P3, P4, P5, P6, P7 
– type the correct one for each  
child in the cohort column.

If you haven’t received your activation email, 
please call us on +44 1279 623980. 

To log in, visit www.pearsonbugclub.com 
and enter your school ID, username and 

password, then click ‘Login’. 



 If you wish to specify your own usernames 
and/or passwords for your pupils, you can 
also upload this to Bug Club. Just add 
columns to your spreadsheet for ‘username’ 
and ‘password’, and enter the information:

 To save your spreadsheet as a CSV file, go 
to File then ‘Save As’. When the save screen 
appears, in the ‘Save as type:’ box, select CSV 
(Comma delimited)(*.csv):

 

Save the file somewhere where you will easily 
be able to find it again. In some versions of 
Excel, an error message may appear asking 
you if you want to keep the workbook in this 
format. You should click ‘Yes’ to proceed.

 To upload your CSV file to Bug Club click on 
the School Admin tab, followed by the Pupils 
tab. Once you are in the pupils tab, click 
Create Pupils.

 A pop-up will appear. Click the browse button 
and navigate to your saved CSV file, once 
you have located it click Open, then click the 
Upload button.

 All the pupils in the spreadsheet will now be 
uploaded. To check, click on the Pupils tab, 
and click on the tab for each year – the pupils 
you have uploaded should appear in each 
year, along with a username and password.

 Make sure you give each child a copy of their 
username and password to take home.

Creating individual pupil accounts

 Click on the School Admin tab, followed by the 
Pupils tab, and click the Create Pupils button.

 On the pop-up screen select the pupil’s 
cohort, and fill in their first name and last 
name, then click Create Pupil.

 The pupil will be created and will  
appear on their year group tab with  
a username and password.

5. Creating and 
sharing classes
Now all of your teachers and pupils are set up, 
you can start to create classes and share them 
with the teachers who teach them. To create 
and share a class, just follow these steps:

 Click on the My Class tab, followed by the 
Class Management tab and click the Create 
Class button.

 On the pop-up screen, select the intake year for 
the class from the dropdown menu. You will 
see the pupils in that intake year appear below. 

 Once you have selected an intake year, you 
will be able to name the class, for example 
‘Miss Thomson’s Year 3 Class’ by typing in the 
class name box.

 To add pupils to the class, check the boxes 
by their names then click the Add arrow. The 
pupils will move to the right hand box. If 
you need to remove any pupils after adding 
them, check the box by their name in the 
right hand box, and click the Remove arrow.

 Once you have added all the relevant pupils 
to the class, click Create Class. The class will 
then be created, and will appear on the Class 
Management tab.

Please note, pupils can only be assigned to 
one class at any one time.



Once you have set up all the classes in your 
school it is ESSENTIAL that you share them with 
or transfer them to the class teacher, otherwise 
they will not be able to allocate books.

 To share a class, click on the My Class tab, 
followed by the Class Management tab. Click 
on the name of the class you wish to share. 

 Once you are in the class and can see the 
pupils, click the Share button.

 In the pop-up that appears, select the teacher 
from the dropdown menu who you wish to 
share with, type them an email message if you 
wish, then click the Share button.

 Tick the box next to ‘Transfer Ownership’ 
if you no longer want to receive alerts or 
allocate books to that class.

 The teacher will be sent an email to let them 
know the class has been shared with them, 
and they will now be able to log in and see 
the pupils in that class and assign them books.

6. Allocating books 
to pupils

 

 To allocate a book, click on the Home tab and 
search for the book you wish to allocate. You 
can find a book by selecting a book band level, 
phonic phase, NC level or reading recovery level 
using the drop down menus and clicking Search. 
Alternatively, you can search by key word by 
using the Quick Search box and clicking Search.

 Once you have found the book, select it by 
checking the box next to the book title, and 
click the Allocate button. 

 In the pop-up, select your class from the 
dropdown menu, and your pupils names will 
appear. You can either assign the book to 
all the pupils by using select all, or you can 

assign to individual pupils by checking the 
boxes next to their names. Once you have 
chosen, click Allocate and the book will 
appear in the pupils’ online reading worlds, 
ready to read when they log in.

 It is also possible to allocate a whole book 
band to a child, group or class. Click on the 
My Class tab, then Reporting tab, and select 
your class. Click the Band Allocation button.  
A pop-up screen will appear.

 You can choose whether to release one book 
a week on a set day, or to release books 
continuously so that books feed through to 
the child’s bookshelf as they complete them.

 Bug Club suggests a book band for the child 
based on the child’s year group, which you 
can change using the dropdown menu.

 Select any specific groups or pupils you want 
to allocate to. Click Allocate.

There’s plenty more to Bug Club. To find out 
more, visit the dedicated Help tab in Bug Club or 
see the manual enclosed in your Welcome Pack.
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To allocate a book to pupils, go to  
www.pearsonbugclub.com and enter your 
teacher login details. 

If you need any further help or advice, please  
email digital.support@pearson.com.  
Our team will be happy to talk you through 
anything you might need help with.


