Importing Users b\Bulk (teachers and students)

There are two ways of adding users to your school profile:
(i) Bulkimport- recommend as this is the quickest, most efficieption (seebelow).
(i) Single usersee pgl8).
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If you want to import from an AladdiixcelF A £ SHow & $Hangeé your
Aladdin Exceffile, to a Spellings for Mebulk import Exceffile¢ Yy 2 &

5. This sampl&xceldocument will download. Delete the sample data and input your own.

Uploading Students

Edit this file by inputting your own school users' information (students and teachéos
should delete our sample data. You can upload your entire school oExecefile or you can
create multiple files and upload them one bgeon a class by class basis.

You should fill out Cells A, B and C (First Name, Surname and Class Name)

A B C D E F G H
1 First Name* Surname* Class Name Level Assigned Roles Email UserName Password
2 Douglas Adams 1st class Mr. Ryan 20/21 8
3

Ensure the class name is written exactly the same for the relevant users. If there is an existing f
your school account with this exact name, users will go into that folder. If there is no folder with

name, the program will create a new folder with this name. When naming the folders it is useful
name them as: Standard +Teacher Name + Academic year

This is optional. If you would like to skip a student on to a certain level, you can do so
Leave this blank if you want students to begin at Level 1. Refeg.td9 of the teacher
manual orsample words from each level.
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This can be left blank or you can type student if you wish. However, it is a student by defaul

This should be left blank for students. The program will generate a fake email for them.
Students do not need an email address to accessSgpedlings for M@rogram.

Cell G & HYserName& Password)

These cells should be left blank. The program will create usernames and passwords forf use

Only fill this in if you want a specific username or password for that user.
Usernames/passwords can be edited at any time.




Uploading Teachers

You should fill out Cells A, B, C, E and F (First Name, Surname, Class Name, Assigned
and Email).

A B C D E F G H
First Name® Surname* Class Name Level Assigned Roles Email UserName Password
Douglas Adams 1st class Mr. Ryan 20/21 1 Student

Paul Ryan 1st class Mr. Ryan 2021 Teacher paul.ryan@acme. com

Ensure that this is written exactly the same for the relevant usttglents and teachers.
Folders can be created for support teachers also. e.g. Support Class Ms. Quinn 2020/2(

Leave this blank for teachers.

You must write teacher here.

Type each teacher's individual, valid email address. This is how we communicate
individual login details. Teachers cannot share email addresses.

Cell G & HYserName& Password)

These cells should be left blank. The program will create usernames and passwords for
Only fill this in if you want a specific username or password for that user
Usernamefpasswords can be edited at any time.

Students and teachers can be uploaded on the s&xeefile. You can upload your entire

school on ondexcefile or you can create multiple files and upload them one by one, on &

class by class basis.
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Note:

It is very important to NOT include special characters sudadesor apostrophes when
inputting names. The system will not recognise these characters and therefore will not
create a valid username for that user. The 'Find & Replace’ functiérdeis very useful for
this. See pgl1 for more instruction on this.
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6. Save this file.



7. ClicExceR LISNI G A2y & (RED

w»
joh
[N
8
—
[
No
pZ
&!\
|
=z
fo
_<

A GEBEOyS,
R

Dashboard

Users Manage users and permissions.

= Printables

[l Administration ] ~ Show advanced filters

Classes Actions Usernamo + Name < Surnamo ¥ Rolos Email cor

] Rolos admin admin admin SchoolAdmin ';llﬂula@'}[}u“ll1()’0"“\] io No

M. users

;
- Y TR

y ® {StSOG @2dzNJ FAES FyR YOfAO] a2LISy

NB: Do not do this twice as it will result in duplicated users!
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worry if you miss it, your upload is still workirie upload will begin straight away. Exactly
how fast the users upload will depend on your internet speed. With nospe¢dst should
take approximately 1 second per user.

‘*" (PLELLTLLUNLTS] =
B for me —

Users Manage users and permissions.

xcel operations + + Create new user
ki

¥ Show advanced filters

7 Dashboard

bj:j Printables

‘E Administration -

9, Classes Actions Username % Name = Surname % Roles Email addross < Email cot
Isircss admin admin admin SchoolAdmin stlouis@spelingformeie No

R, users >
= Total:1 L] ° > oMW 0w
=1 Languages

= Auditlogs

<5  Subscription

Settings

I @ User import process has begun.

To monitor the upload, you should:

A Refresh the nace. The refresh button is located to the left of the address bar.

& @ @ testerschool.spellingsforme.ie/app/admin/users

A Keep an eye on the number of users on the bottom left of the 'Users' page

ST



10. Refresh the page and check your notification bell for a message.
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If the import has been fully successful, this message will appear:

If the import has been fully successful, this message will appear:

You should:
1. Click this notification and download tlceffile to see which users were not uploaded.

2. Edit this file. You will likely have to deléaelasand apostrophes that were accidentally left in.

3. Save this file and upload it in the same way.

Have a look to see if all your users are uploaded and in their classes.
If you are happy with this, you are finished.

Teachers will have received an email with their login details.

When they log in all the pupils will be in their class folder.

They should watch the vided&Unning Spellings for Me in Your Class".

If you want to manually add/remove pupils from class folders, turn ta3ggl0 of the
teacher manualThisis useful for support teachers.
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Me at info@spellingsforme.idNe can assist you or bulk upload for you if you like.
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How to change your AladdikxcelRHle, to a
Spellings for MeBulk Import ExcelRle

The main aim is to get children’s first nameséparate columngo their surnames.

If yourExcefile has them in separate columns, and looks something like this, fdlletliod 1.
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A B C D B F G H I J K L M N (]
1
2 4th Class, John Smith, Room 1
3
4 28 students
5
6 First name Last name
7 Julia Roberts
8 Tom Cruise
9 [Bruce Willis 1
10 Margot Robbie
11 Cate Blanchet
12 |Ariana Grande
13 |Miley Cyrus
14 Justin Beiber
15 Tom Daly
16 Tiger Wods
17 Simon Zebo
18 |Keith Earls
19
20

| sheet1 [ @ 1

If yourExcefile has the first names and surnames in one cell. Falltathod 2.
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1

2 |4th Class 2019 John Smith, Room 1

3

4 |24 students

5

[ Name

7

8 1 Julia Roberts

9 2 Tom Cruise

10 3 Bruce Willish

11 4 Margot Robbie

12 5 Cate Blanchet

13 & Ariana Grande

14 7 Miley Cyrus.

15 8 Justin Beiber

16 9 Tom Daly L

17 10 Tiger Woods

18 11 Simon Zebo

19 12 Keith Earls

20

21 13 Janet Jackson

22 14 Robhie Williams

23 15 Sarah Hardw
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In this case it is Cell A.
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A B C D E [F G H J K L

1 L
2 |4th Class, John Smith, Room 1
3
4 |28 students
5
6 First name | Last name
7 |lulia Roberts
8 |Tom Cruise
9 |Bruce Willis
10 |[Margot |Robbie
11 |Cate Blanchet
12 |Ariana Grande
13 [Miley Cyrus
14 |Justin Beiber
15 [Tom Daly
16 |Tiger Wods
17 |Simen Zebo
18 |Keith Earls
19
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2. Goto the sampleExceffile you downloadedfrom Spellinggor Me. Deletethe sampledata.
Makesureyouleavethe headingsn Linel.
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A B C D E F G H | J K L M N 0 " Delete Sheet Columns R
1 [First Name* Surname* Class Name. Level Assigned Roles Email UserName Password [ Delete Sheet
2 [Paul Ryan 1st class Mr. Ryan 20/21 Teacher paul.ryan@acme.com I m po rt N ew U sers
3 |Douglas Adams 1stclass M. Ryan 20/21 1 Student First Naml Required.
To avoid duplieation, only add new students and :
4 Ny 5 Exclude special charactell
5 teachers who are not already registered in your
school.
6 Surname _
Exclude special characters
7 Note: Remember to delete special characters 5
8
4 (apostrophes and fadas) from names Class Name:  Optional.
0 Class will be created if needed
11 Import New Student instructions Level: Optional
12 _ If student is skipping levels,
13 EagLIESE : enter a number between 1 - 40
14 First Name Refer to teacher manual for
15 S sample words from each level
16 . .
7 Assigned Roles: Optional for students.
" Required for teachers
18 Teacher Instructions
19 Required: et Email: e T s,
El rst name Required for Teachers.
21 Surname
Email "
22 UserName: Optional
= AssignedRoleName L. Teacher P
2 Password:  Optional
25
26
27




3 On the import file, right click on Cell A, and click paste.



