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Single Student Restriction 
 
For any type of higher-level access in CPOMS, each user would require a Soft Key, using the CPOMS 
Authenticator App. 
 

In some cases, you may wish to restrict a higher-level user from accessing a certain student, i.e. a staff 
member’s child/ family member for example. 
 

An Admin Key Holder in school can choose to restrict a single student, by following the below instructions:- 
 

Log into CPOMS with your key.  Go to ‘Admin’ > ‘Users’ and click on the relevant staff members name (who 
you would like to restrict a student from) from your list of users.  
 

 
 
In their profile, click on the ‘Permissions’ tab.  
 

In the ‘Student Restrictions’ field, begin to type the students name and once it appears for selection, click on 
it.  You may restrict further students if needed, by typing their name and selecting it again.  When you are 
ready, click ‘Save details’.  The staff member will no longer be able to access the chosen student’s profile. 
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For further assistance on any of the above please do not hesitate to contact us on  

01756 797766 or support@cpoms.co.uk.  
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