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How to get the most out of your FastTomato. 
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For support please contact 
 
The Morrisby Organisation 
Focus 31 North, Cleveland Road 
Hemel Hempstead 
Hertfordshire HP2 7EY 

 
 
 
Tel: 01442 867300 
Fax: 01442 240531 
E-mail: support@fasttomato.com 
 

 
 
 
 
 

Fast Tomato  has been developed and is operated by: 
 

The Morrisby Organisation 
Hemel Hempstead – Hertfordshire – HP2 7EY 

01442 867300 – support@fasttomato.com 
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Overview 
 
You can customise Fast Tomato to reflect the Contact Details, Account Settings, Forms/Groups, 
Adviser Logins, Courses, and Subject and Options Groups within your school, college or centre.   
 
When your account is first created it displays standard year groups and subject choices in typical 
option streams. This guide explains how to access and change the various options available to 
you.   
 
If you require any assistance, please contact Fast Tomato Support on 01442 867300 (office hours) 
or e-mail support@fasttomato.com 
 
 
 
 
 
 
 
 

Accessing the Account Management Section 
 
Your Welcome Pack contains details of your Admin Login (username and password). Contact Fast 
Tomato Support on 01442 867300 (office hours) or e-mail support@fasttomato.com if you have not 
received this. 
 
 
 
Open the normal FastTomato site by typing 
www.fasttomato.com into your browser.  

 

 

Enter your Admin Login Username  in the Username box 
and the Password  in the password box and click the 
‘Login’  button. 

 
 
 
 

 
 

 
 
 
 
This takes you to the Fast Tomato Account Management Homepage… 
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Account Management Home Page  
 
The grey box in the centre contains links to the customisation sections. These sections are 
described in further detail from Page 4. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
The blue stripe across the top of the page (and all other pages) carries useful navigation links. 
 

·  Home - this leads you back to the Account Management Home Page, as above. 

·  My Details  - this allows you to edit your login including changing your passwords. 
Passwords need to be 6 to 16 characters in length and may not contain any spaces.  You can 
also enter a reminder for the password.  Please do not type the actual password in the 
reminder box and please choose a password that is difficult to guess (e.g. not ‘password’!).  It 
is a good idea to include both letters and numbers.  

·  Enter Fast Tomato  - click here to enter the main site as if you were a student. This is useful 
for looking at the customisation changes you make. 

·  Logoff  - click here to exit Fast Tomato 

�

������� At the top right of the Account Management Homepage screen is the date that this Account 
was last used.  If you think that there might have been unauthorised access, please change your 
password immediately (Adviser Section Home Page, ‘My Details’).  Contact Fast Tomato Support 
on 01442 867300, support@fasttomato.com if you would like us to change the password, alter the 
Username, delete the account or to check any other details.   
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> Contact Details 
 
Enter/edit your organisation details here.  
 
The organisation’s name, address, phone & email will be displayed on Fast Tomato as contact 
details for the organisation (e.g. in Power Search or Local Information) 
 
The Fast Tomato Coordinator/Contact Information is for internal use only. These details will be 
used to keep you informed of matters relating specifically to Fast Tomato and your organisation’s 
account. As with all data on Fast Tomato, details will not be passed to any 3rd party.   
 

 
 

Remember to click ‘Save Changes’  before going ‘Back to Menu’ .   
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> Account Settings 
 
The following facilities are optional and can be switched on or off as required.  To reverse the 
default selection, click the appropriate box to remove/insert the tick.  Please allow up to an hour for 
your changes to take effect. 
 
 
a)  TMail – default selection is Off.  
 
b)  Choice of FT Skins  – default selection is On 
 
c)  Student Username Changes  – default selection is Off  
   
d)  Student Password Changes  – default selection is Off  
 
 
Note: Adviser Username/Password Changes.   Advisers can always change their own 
usernames and passwords via the Adviser Section Home Page, ‘My Details’. 
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> Forms/Groups 
 
When students first enter Fast Tomato, they must assign themselves to a form/group. Use this 
section to customise these forms, changing from the default Year Groups to your organisation’s 
individual forms/groups. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
ADD A NEW GROUP by clicking on the blue ‘ + Add New Form/Group’  link to the right of the list. 
 
The following popup window will be displayed 

  
·  Enter a Form/Group Name 

 
·  Select a Year group from the dropdown list.  

The ‘multi-year’ Year Group is for Centres that run 
house systems (see ‘Help & Tips’ on screen).  The 
‘n/a’ Year Group is for Centres which have no need 
for educational years. 
 

·  Enter a Teacher/Tutor name (if appropriate). 
 

·  Click ‘Save Changes’  to close the window.   
 

 
 
EDIT AN EXISTING GROUP by clicking on the adjacent ‘edit’  button. The popup shown above will 
be displayed with the existing details filled in. Change these as required (see notes above) and 
click ‘Save Changes’ . 
 
 
DELETE A GROUP by clicking the adjacent ‘edit’  button and the popup shown above will be 
displayed.  Click the ‘Delete Form ’ found at the bottom of this popup. If there are students 
assigned to the form, you will be warned and asked for confirmation.  Follow the on-screen 
instructions. 
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In addition to your customised forms/groups, there are three Fast Tomato groups which are not 
editable (therefore not displayed in your list) 
 

·  The ‘Not Assigned’ Group.  This is a system group where all new users from your 
organisation are initially placed until they assign themselves to a form or group 

 
·  The ‘Parents and Carers’  enables parents and carers to explore Fast Tomato.  It is also 

private and advisers cannot view user details. 
 

·  The ‘Leavers’  Group can be used to update your Forms/Groups at the end of each 
academic year. 

 
 
 
 
 

Updating Forms/Groups for a new academic year 
 
At the beginning of each academic year, there are a few simple steps required to update your Fast 
Tomato forms/groups.  
 
Some of these steps are manual (e.g. changing the names of existing forms) and some are 
automated (e.g. moving students from your highest year into the Leavers group).  
 
 

1) Go to the Forms/Groups customisation in the Account Management section (using your 
Admin Login) 

 
2) Go to the Help & Tips - Updating for New Academic Year  section. This is found below 

the list of your existing Forms/Groups 
 
3) Click on the ‘Click Here for Details’  link and follow the on-screen instructions 

 
 
Most students will not need to reassign themselves to a new form each year. If you have a sixth 
form, students leaving Year 11 will need to reassign themselves into their new Year 12 form. Read 
the on-screen instructions for further details. 
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> Adviser Logins 
 

There are two levels of advisers.   
 

1) Global Advisers  can view the records of all registered students in an organisation (except 
those in the ‘Not Assigned’, ‘Parents and Carers’ and ‘Leavers’ groups). 

 
2) Group/Tutor Advisers  are specifically assigned to one or more particular forms or groups 

in an organisation. They can view the records of all students in their assigned group(s). 
. 

Provided the T-Mail facility is switched on (see Page 5, Account Settings), Advisers can send T-
mails to all the students they can view.  Students can send T-mails to all the advisers who have 
access to their details. (NB: Advisers must “activate” their T-mail before students can send any 
messages and individual students can be “deactivated” if required.)  
 
 
The Adviser Logins  management page shows a list of the current Advisers for your organisation.  
This list can be printed by clicking on [Show Print Friendly List]  at the bottom.   
 

 
 

To create new Adviser Logins: 
·  Click on ‘Add New’  link at the top right-hand side of 

the Adviser List.  The new login is created immediately 
and added to the bottom of the list. 
 

·  Click the ‘Edit’  button.  A popup window is displayed 
where you can enter/edit the Adviser’s details. 
 

·  Select the appropriate ‘Level of Access’ .  If you click 
‘Group Access’ , a list of your form groups will be 
displayed at the bottom of the popup.  Tick the 
appropriate Form(s)/Group(s) for the Adviser. 
 

·  Click ‘Save Changes’ . 
 
 

To delete Adviser Logins:  

·  Click the ‘Edit’  button next to the Login you wish to delete.  On the popup, click the ‘Delete 
Login’  button.  You will be asked for confirmation. 
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> Course Listing 
 
This page allows you to maintain a full list of courses available at the organisation.  You also have 
the option to ‘Publish’ these courses which will allow students outside your organisation to look at 
the options you offer. 

A comprehensive help window will appear to guide you through this section. 

(Note:  The Course Listing link in the Custom Pages section also links to this page.) 

 

The list on the left  
contains all courses 
contained in the Fast 
Tomato Course Bank for 
you to choose from. 
 
You can change the 
courses shown by selecting 
the "DISPLAY" level or 
qualification and/or giving a 
"KEYWORD" to match the 
course name or area.   
 

 

 
The list on the right  
shows your current course 
list which you can 
customise for your 
organisation. 
 
 
 
 
 
 
 
 
 

1.  How to select courses  

·  Find the course you want from the list on the left. You can change the courses shown by 
selecting the "DISPLAY" level or qualification and/or giving a "KEYWORD" to match the 
course name or area.   

 
·  Double click on a course title in the Fast Tomato Course Bank to display a popup 

containing a description of the course. This should help you determine if it is the 
appropriate course to select. (Note : You can customise the description later – See below.) 

 
·  Click once on the chosen course to select it. 

 
·  Then click on the “+” sign to add it to your organisation’s course list. 

 
·  If you cannot find the exact course you want, find one that is similar (academic level and 

name/subject area), add it to your own list and then edit/customise it (see next page). 
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2.  Customising Courses   
 

·  Double click on a course title in your list from the box on the right.   
 

·  The popup Edit Course Details  will be displayed, where you can 
o Change the title of the course 
o Change the qualification 
o Add your own description which can either be added to the default description, or 

replace it completely. 
o Change/select the appropriate level of the course 

 
·  Click on the ‘Save Changes’  button. 

 
If you cannot find the exact course you want, find one that is similar (academic level and 
name/subject area), add it to your own list and then edit/customise it as above.    
 
Note:  If you change the course from one subject area to another, e.g. starting with a Mathematical 
subject and changing the title to "English", the course will still be linked to the original subject (i.e. 
Mathematics). This means that students will have inaccurate ratings for the course and it will not 
be suggested correctly. 
 
If you have any queries, please contact the Support Team for assistance on 01442 867300 or 
email: support@fasttomato.com  
 
 
3.  Publishing Your Courses to Students outside you r Organisation 
 
Publish your courses to allow students outside your organisation to look at the options you offer 
(via Course Suggestions, Power Search & Local Options) 

 
 

·  Click on the ‘Publish Courses’  link found at the bottom right of the Course Listing page. 
(or via the Custom Pages section) 
 

·  A new screen will be displayed where you can choose to select all your courses, or just 
some of them, to be displayed to students at other organisations.  

 
·  Click ‘Save Changes’ . 
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> Custom Pages 
Fast Tomato is able to display the courses offered at your school/college.  By default Fast Tomato 
displays a typical set of GCSEs and A-level subjects.  You can create your own custom pages to 
reflect 
 
·   The subjects offered at your   
school/college/centre 

 
·   The descriptions of these 
subjects 

 

·   The option groups you use 
 

·   Specific instructions regarding 
the selection of subjects 

 

·   Display any other information 
you would like your students to 
access 

 
 
 

Step 1 > Course Listing 
Define/Edit all courses offered at your centre. This is the same Course Listing as described in 
pages 9 & 10, so you may have already completed this step. If not, edit your centre’s course listing 
before proceeding further. 

 

Step 2 > Edit Custom Page(s) 
This is the section where you create the actual page(s). The first page of this section shows a list 
of your current Custom Pages. 

 

Before you customise, you will be 
linked to 2 sample options pages. 
These should be deleted, by clicking 
the adjacent ‘remove’  button. (You 
cannot edit these.) 

 

Click on ‘Add New Custom Page’. 
You will be shown a list of templates 
to start with (e.g. Standard Options – 
Key Stage 4). Read the information 
provided on screen, select an 
appropriate template and click the 
adjacent ‘Add ’ button.  

 

The new page title will be displayed at 
the bottom of your list on the left of the 
page.   
 

Click the ‘Edit’  button to make changes to a particular Custom Page. The ‘Editing’ interface is 
shown on the next page. 
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The ‘editing’ display shows your custom page almost as your students will see it. The difference is 
that it shows some extra buttons and links (in red text) that you should use to edit the various parts 
of the page, and it does not display the courses directly on the screen. 

 
 
Your Custom Page will contain 
GROUPS of courses. 
 
Arrange these groups in PANELS 
(red boxes) to visually structure your 
page e.g. separating core subjects 
and options. 
 
The template you chose earlier 
when “adding a new custom page” 
should give you a good starting 
point. You can add/remove PANELS 
and GROUPS as required. 
 

Use the grey navigation bar at the 
top of the editing page to ‘View 
Final Page’ as your students would 
see it, or to delete the page 
completely. 
 
 
 
 
 
The main buttons and links on the page allow you to: 
 
a) The ‘Edit Page Details’  button enables you to change the page title and instruction. 

b) The ‘Edit Panel Details’  button enables you to change the panel title and instruction. 

c) The ‘Edit Group Details’  button enables you to change the group title and instruction 

d) The ‘Edit Courses in this Group’ link allows you to specify which courses should be 
displayed in the group. A new window will open showing all of your courses. Tick the 
appropriate ones and save. 

 e)  The ‘Edit Course Display’  link allows you to modify how courses are displayed for the group. 
A new window will open showing the display options. 

f) The ‘+ Add New Group’ link at the bottom of each panel, adds a new group to that panel. 

g) The ‘Reorder Groups’  link at the bottom of each panel (only displays if the panel has more 
than one group) allows you to change the order the groups are displayed. 

h) At the very bottom of the page, you may also add a new panel to the page, and reorder the 
display of the panels.  Click on ‘+Add New Panel’ , or ‘Reorder Panels’ . 

 
Step 3 > Publish Your Courses 
 
‘Publish’ your courses to allow students outside your organisation to look at the options you offer 
(via Course Suggestions, Power Search & Local Options). 

This is the same page as in the Course Listing section as described in page 10, so you may have 
already completed this step. 
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Having a trial run   
 
If you would like to try out this management system in its entirety or in part before tackling your 
own site, you can use the following login for a fictitious school. 
 
Login in with:  
  
 UserName: BARCAdmin   
 Password: fast 
 
This will give you full access to the management area of the Barchester School.  Please alter 
whatever you like using this account.  The details will be reset periodically.  It is conceivable that 
you will not be alone if you are practising on this site and possibly you might see alterations being 
made simultaneously by another adviser.     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

For support please contact 
 
The Morrisby Organisation 
Focus 31 North, Cleveland Road 
Hemel Hempstead 
Hertfordshire HP2 7EY 

 
 
 
Tel: 01442 867300 
Fax: 01442 240531 
E-mail: support@fasttomato.com 
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