
 
 
 

 
 
 
 

Online music-lesson management system 
 

 
User guide for parents 

 

Contents 
Introduction to SpeedAdmin ....................................................................................................................................... 1 

Logging in ................................................................................................................................................................... 2 

Invoices ...................................................................................................................................................................... 2 

Memberships .............................................................................................................................................................. 2 

Timetables .................................................................................................................................................................. 3 

My StudyPlan - practice notes and messages .............................................................................................................. 3 

Example 'My StudyPlan' section .............................................................................................................................. 4 

Applications for more courses ..................................................................................................................................... 4 

Accessing this user guide ............................................................................................................................................ 4 

 

 

 

Introduction to SpeedAdmin 
Lessons with Wandsworth Music are managed through SpeedAdmin (SA), an online lesson management 
system. SA is used for viewing timetables, term dates, setting homework, communication with tutors and 
annual progress reports. Secondary-aged pupils are able to have their own logins, whilst primary-aged 
pupils will gain access via their parent’s account. 
 
SA can be accessed using both an internet browser, and a dedicated app for both IOS and Android. There is 
more functionality whilst using the browser, so we recommend in most cases that you do this. You can 
open SpeedAdmin in your browser on your phone or tablet, and have the same functionality as when using 
a Laptop or PC. The below tutorial is based upon using the browser, not the app.   
 
  



Logging in 
Your login will have been sent to you automatically when you created an SA account. It will also be sent via 
email alongside each invoice you receive. Your username will be your email address. 
 
When you login, you should see your name in the top lefthand side of the screen, and not your child’s 
name. If you are seeing your child’s name – you have logged into the wrong account, and won’t be able to 
see the full details, including any outstanding invoices.  
 

Invoices 
You can view all your charges, and pay invoices through SpeedAdmin. When new invoices are issued, you 
will receive an email notification and any outstanding charges will appear on the right-hand side of your 
homepage in the 'Charge state' section: 
 

 
 
To pay an invoice, simply select 'Pay with card'. A summary of your charges for the academic year can be 
found to the left of this, in the 'My charges' section. 
 
If you can’t see the ‘Charge state’ box, it means you are not logged into the ‘payer’ account. It might be 
that you have logged into a child’s account, or that another parent/guardian is listed as the ‘payer’. If you 
are having trouble, please drop us an email. 
 
You must pay your first invoice before the date given on the invoice. Those who haven’t paid before the 
first lesson starts, risk being removed from the timetable. 
 

Membership notice periods 
(Not SpeedAdmin related, but worth reminding). Lessons and memberships automatically continue term 
on term, and year on year until appropriate notice of withdrawal is received. Pupils may only withdraw 
from lessons or membership at the end of term with written notice.* Written notice for withdrawal should 
be made via email to info@wandsworthmusic.co.uk by the following dates: 

• 8 November to withdraw at the end of the Autumn term 
• 21 February to withdraw at the end of Spring term 
• 1 June to withdraw at the end of Summer Term 

WM reserve the right to charge a late notice fee of 50% of the termly fees if the required notice to 
withdraw from lessons is not given. Full terms and conditions can be found on our website here. 
 
*In the case of year 6 pupils receiving a lesson in their primary school, lessons are terminated automatically 
by us at the end of the summer term. 
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Timetables 
The best way to view your child's timetable is to select the 'My StudyPlan' tab at the top of the page. Here 
you will be able to view each scheduled lesson for the upcoming academic year for any given student.  
 
If you have more than one child, you can toggle between children by clicking the tab on the top left: 
'Student: Pupil's name' and selecting another Sibling: 
 
 

 
 
 
You can also view timetables and term dates through the calendar view, by selecting the red button in the 
top left of your screen: 
 
 

 
 
 

My StudyPlan - practice notes and messages 
Your child's tutor can set practice goals and upload practice materials in 'My StudyPlan'. To access these, 
head to 'My Studyplan' on the upper task bar, and select any of the scheduled lessons (if they learn more 
than one instrument, select a lesson for the particular instrument you wish to access). 
 
Tutors can also communicate with you in the 'chat' section, for example: asking you to buy a particular 
book, or watch a YouTube video. You are also able to reply to tutors using the chat. If it appears that this 
function isn't available (i.e. you can't write in the chat box) then please let us know, and we will turn on '2-
way chat' for you. 
 
Each time something is posted by your tutor (either homework, or a chat message), you will receive an 
email notification from info@wandsworthmusic.co.uk.  
 
 
Please add the above email address to your 'trusted' contacts so that the notification emails don't end 
up in your Junk Mail. 
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Example 'My StudyPlan' section 
 

 
 
 
 

Applications for more courses 
If you would like to apply for an additional course or add another child to your account, you can do this by 
selecting the 'Registration' tab. You will not need to enter yours, or your child's details again, just select the 
child for which you want to apply from the top left of your screen (see above example) and then apply for 
any additional courses.  
 
 
 

Accessing this user guide 
The above information can be accessed very quickly, any time you are logged into SpeedAdmin by selecting 
'show more...' in the news section of your landing page, and opening: 'Parent user guide.docx'. 

           

 


