Importing Student Accounts for Classrooms in Streamline

Import Teachers/Import Students provides administrators with another option to create user
accounts. The import feature allows administrators to import numerous user accounts at once.

To get to the Import link below, login to Streamline. Then click on My Admin in the top right
corner or go to My DE tab under the Discovery Education logo on the left. Then look for Import
Students in the middle of your screen under Manage My Student Access.
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Click on Import Students to access the import page. Click to download the spreadsheet for
students under Step 1.

Impaort

STEF Begim by choking on the Bnk bedoss ko dosriioad the inpost spreadshest, The knk to the right provides & PDF with
1 irsbructions For completing the Exoel speeadsheet, After completing, contirmpe to step 2,

MY Downioad Teacher Spreadsheet

Once you download the spreadsheet, the account name, site name, passcode, and the role will
pre-populate for all the buildings within your district.

] A B B e ] S N S v e ]
| 1 |AccountMame  Sitehlame Paszcode Furstname Lastname Email Lizerld Paszword Rale

2 | School District School A 001234 TEACHER
: 3 :_Eci:nnl District School B 12343000 TEACHER

For student accounts, you will be required to insert the first name, last name, grade, student id,
and password. Email addresses are not required for student accounts. Please note that
userids/usernames must be unique to all of Discovery Education and not just unique to your
school or district.

Coming up with unique userids/usernames could be tricky. If you know how to use formulas and
form fill-in options in Excel, it might make your job easier.

For the userids/usernames, create a formula Form Fill-In: If you want to use the same
that “adds” the first name and the last name word/characters for the password, type it once.
together. It is called “Concatenate.” Then point to the little box in the bottom right

corner of the cell. Your curser will change to a
small + sign. Drag down through that column
to copy the text all the way down. If you want
the passwords to be slightly different, maybe a
number on the end, just put a starting number
on the end and then copy it down. The number
will increase down the column.
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C2 - f« =CONCATENATE(A2,B2) D2 - f chesterfield
L A | B | ¢ ] D | E | A [ B | c L Db | E
FirstName LastName UserlD Password 1 |FirstName LastName UserlD Password
Donna  Thompson |[DonnaThompson 2 |Donna  Thompson DonnaThompson  [chesterfield
3 |Jeff Thompson  JeffThompson 3 |Jeff Thompson  JeffThompson chesterfield
4 |Debra Mattingly  DebraMattingly 4 |Debra Mattingly  DebraMattingly chesterfield
5 |Tom Bridges TomBridges 5 |Tom Bridges TomBridges chesterfield
6
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If you are importing multiple users into a specific building, you must copy and paste the pre-
populated information (passcode, Role, etc.) into each row so that each user can be imported
properly. Make sure to delete the school listings that you are not using for the import as well as
columns A and B to remove the AccountName and SiteName from the worksheet.

Passcode  Firstname Lastname Email Userld Password Role

H1234  Joe Smith ismithitestschool edy JoeSmith discovery TEACHER
123430008 Jane Doe janad@est sehool JaneJane discovery TEACHER
1234-X  Simon Says ssaysiztestschool edy SimonS discovery TEACHER

Once you complete the data entry and remove the AccountName and SiteName columns, save
the spreadsheet onto your desktop. Go back into your My Admin and click on "Upload
Spreadsheet” under Step 2 to import the file.
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2 tostep 3
Fa o

A pop-up window will appear for you to browse for the spreadsheet on your desktop. Click on
"upload™ to begin the import process.

Choose File to Import

Browse

upload | cancsl
| | |

The process will take 24 hours for users to import. Your import will appear under your "List of
Imports™ with a status message of "Pending... (available after 24 hours)".

After 24 hours, the status of your import will update. As part of Step 3 to complete the process,
check to see if your users imported successfully. If there was an error with your import, the
listing will appear the next day with an "Error, Action Required" status. Click on the link to
view the error message.

Error messages explanations:

Userid / UID exists but is not in the department specified: Username is already in use. Choose
another username for this user.

More than one user exists with this userid: Username is already in use. Choose another username
for this user.

More than one user exists with this email address: A user account in our system is already using
the same email address. The user may already have an account in use.

Any userids/usernames that are rejected, you could add a number to them:
=CONCATENATE(A2,B2,"22"). The number will be the same on the end of each ID.

Once you have corrected the errors, make sure to save the spreadsheet on your desktop before
clicking on the "upload again" link to re-import the spreadsheet.
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