
Importing Users by Bulk (teachers and students)

There are two ways of adding users to your school profile:

(i) Bulk import- recommend as this is the quickest, most efficient option (see below).

(ii) Single user (see pg. 18).

мΦ      ¢ƻ ōŜƎƛƴ ŀŘŘƛƴƎ ǇǳǇƛƭǎ ŀƴŘ ǘŜŀŎƘŜǊ ōȅ ōǳƭƪΣ ŎƭƛŎƪ Ψ!ŘƳƛƴƛǎǘǊŀǘƛƻƴΩ ƻƴ ǘƘŜ ƭŜŦǘ ƳŜƴǳ ōŀǊΦ 

2.      Click άUǎŜǊǎέΦ
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3.      Click ά9ȄŎŜƭ hǇŜǊŀǘƛƻƴǎέ

Bulk Import



пΦ      /ƭƛŎƪ ά/ƭƛŎƪ ƘŜǊŜ ǘƻ ŘƻǿƴƭƻŀŘ ǎŀƳǇƭŜ ƛƳǇƻǊǘ ŦƛƭŜέΦ /ƭƛŎƪ ŀƴŘ ƻǇŜƴ ǘƘŜ ǎŀƳǇƭŜ ƛƳǇƻǊǘ ŦƛƭŜ 
when it is downloaded. This is an Excel document. 

5. This sample Excel document will download. Delete the sample data and input your own.

Uploading Students

Edit this file by inputting your own school users' information (students and teachers). You 

should delete our sample data. You can upload your entire school on one Excel file or you can 

create multiple files and upload them one by one on a class by class basis.

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

If you want to import from an Aladdin Excel ŦƛƭŜΣ ǎŜŜ άHow to change your 
Aladdin Excel file, to a Spellings for Mebulk import Excel fileέ ƴƻǿ

Cell C (Class Name)

Ensure the class name is written exactly the same for the relevant users. If there is an existing folder in 

your school account with this exact name, users will go into that folder. If there is no folder with this 

name, the program will create a new folder with this name. When naming the folders it is useful to 

name them as: Standard +Teacher Name + Academic year

Cell D (Level) 

This is optional.  If you would like to skip a student on to a certain level, you can do so here. 

Leave this blank if you want students to begin at Level 1. Refer to pg. 49 of the teacher 

manual or sample words from each level.

Cell E(Assigned Roles) 

This can be left blank or you can type student if you wish. However, it is a student by default.

Cell F (Email)

This should be left blank for students. The program will generate a fake email for them. 

Students do not need an email address to access the Spellings for Me program.

Cell G & H (UserName& Password)

These cells should be left blank. The program will create usernames and passwords for users. 

Only fill this in if you want a specific username or password for that user. 

Usernames/passwords can be edited at any time.
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You should fill out Cells A, B, C, E and F (First Name, Surname, Class Name, Assigned Roles 

and Email).

Cell C (Class Name)

Ensure that this is written exactly the same for the relevant users- students and teachers. 

Folders can be created for support teachers also. e.g. Support Class Ms. Quinn 2020/2021

Cell D (Level)

Leave this blank for teachers.

Cell F (Email)

Type each teacher's individual, valid email address. This is how we communicate 

individual login details. Teachers cannot share email addresses.

Cell G & H (UserName& Password)

These cells should be left blank. The program will create usernames and passwords for users. 

Only fill this in if you want a specific username or password for that user. 

Usernames/passwords can be edited at any time.

Students and teachers can be uploaded on the same Excel file. You can upload your entire 

school on one Excel file or you can create multiple files and upload them one by one, on a 

class by class basis. 

Uploading Teachers

Cell E (Assigned Roles)

You must write teacher here.

Note:
It is very important to NOT include special characters such as fadasor 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' function in Excel is very useful for 
this. See pg. 11 for more instruction on this.

6. Save this file. 

3



уΦ      {ŜƭŜŎǘ ȅƻǳǊ ŦƛƭŜ ŀƴŘ ŎƭƛŎƪ άƻǇŜƴέ όŀƭǘŜǊƴŀǘƛǾŜƭȅ ȅƻǳ Ŏŀƴ ŘƻǳōƭŜ ŎƭƛŎƪ).

NB: Do not do this twice as it will result in duplicated users!

9.      ! ƳŜǎǎŀƎŜ ǿƛƭƭ ŀǇǇŜŀǊ ǎŀȅƛƴƎ ǳǎŜǊ ƛƳǇƻǊǘ ǇǊƻŎŜǎǎ Ƙŀǎ ōŜƎǳƴΦ ¢Ƙƛǎ ƛǎ ǾŜǊȅ ōǊƛŜŦΣ ŘƻƴΩǘ 
worry if you miss it, your upload is still working! The upload will begin straight away. Exactly 
how fast the users upload will depend on your internet speed. With normal speeds it should 
take approximately 1 second per user.  

7.       Click Excel ƻǇŜǊŀǘƛƻƴǎ ǘƘŜƴ άLƳǇƻǊǘ ŦǊƻƳ 9ȄŎŜƭέΦ

To monitor the upload, you should:

ÅRefresh the page. The refresh button is located to the left of the address bar.

ÅKeep an eye on the number of users on the bottom left of the 'Users' page
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10. Refresh the page and check your notification bell for a message.

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

LŦ ȅƻǳ ŀǊŜ ƘŀǾƛƴƎ ŘƛŦŦƛŎǳƭǘȅΣ ǇƭŜŀǎŜ ŘƻƴΩǘ ƘŜǎƛǘŀǘŜ ǘƻ ŎƻƴǘŀŎǘ ǘƘŜ ǎǳǇǇƻǊǘ ǘŜŀƳ ƛƴ Spellings for 
Me at info@spellingsforme.ieWe can assist you or bulk upload for you if you like.

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

You should:

1. Click this notification and download the Excel file to see which users were not uploaded. 

2. Edit this file. You will likely have to delete fadasand 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 video "Running Spellings for Me in Your Class".

If you want to manually add/remove pupils from class folders, turn to pg. 39-40 of the 
teacher manual. This is useful for support teachers.
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If your Excel file has the first names and surnames in one cell. Follow Method 2.
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How to change your Aladdin Excel File, to a 
Spellings for MeBulk Import Excel File

The main aim is to get children's first names in separate columns to their surnames. 

If your Excel file has them in separate columns, and looks something like this, follow Method 1.
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Method 1

мΦ IƻƭŘ ǘƘŜ ŎǳǊǎŜǊ ƻǾŜǊ ǘƘŜ ŎŜƭƭ ǿƛǘƘ ǘƘŜƛǊ ŦƛǊǎǘ ƴŀƳŜǎ ŀƴŘ ǊƛƎƘǘ ŎƭƛŎƪ ŀƴŘ ǎŜƭŜŎǘ ΨŎƻǇȅΩΦ 
In this case it is Cell A. 

2. Goto the sampleExcelfile you downloadedfrom Spellingsfor Me. Deletethe sampledata.

Makesureyouleavethe headingsin Line1.
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3     On the import file, right click on Cell A, and click paste.
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