
Read the following steps to learn more...

School subscriptions can be set up with a csv file 
using the Bulk Import facility.

1. Download the template.

2. Input the data into the template. 
     (teacher name, student name, username, 
      password, class)

3. Log in as admin and import the 
    file to set up teachers, classes 
    and students.
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Download the Template 

1. Download the template from the login screen.
   (Go to sunshineprimaryclub.com and click on Admin Login).

2. You can open the template.csv file in Excel. The headings and columns should 
    look like the picture below.
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Creating the School Data File

1. Use the template provided, leaving the columns named as they are 
   (First Name, Last Name, User Name, Password, Role, Class).

    Fill out all the fields:
    A. First Name 
    B. Last Name
    C. User Name - this must be unique. Teachers use their email address.
    D. Password - minimum 6 characters, maximum 16.
         A single, global password can be used for all students to make it easy to 
         remember. However, this will be less secure.
    E. Role (student or teacher - the teacher must be included for the class setup)
    F. Class - the name of the class.
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2. Save as a .csv file 
    (comma separated 
    values). You can 
    rename it whatever 
    you like.
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Importing the School Data File

1. Log in as Admin and click Bulk Import Data.

2. Click Choose File from the dialogue box, then browse to the .csv file you have created.
 
3. Click Continue.

4. If there no errors, click Continue again to complete the import process.
*If there are errors, go to page 5.
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Fixing Errors in the School Data File

1. A verification screen displays an analysis of the import file and displays 
    the number of errors.

2. Click Print Errors for a complete list of errors (In this case, Username already exists).

3. Click Cancel to cancel the import. 

Return to the .csv data file, fix the errors in the list, then repeat the upload process until 
there are no more errors.
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Completing the Import

1. If there no errors, click Continue.

2. It will state that your entries have been added successfully.

3. Click Done. 

4. In this example, the new class with teacher and students has been created.
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Bulk Import Tips

Username: must be unique

Password: can be generic

Teacher Username: email address

- If the Administrator is also a Teacher, make up any email 

  address for that teacher’s username to avoid duplication.

- To keep each student’s username unique, you might try 

  using their first name, surname initial and school postcode.
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