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How to Roster Students

Teachers can roster classes by manually entering student information or through a CSV file upload.

Manually Roster Individual Students

To begin, log in to your Headsprout account.

CIICk on Manage Students. RESOURCES ~ Search Resources MANAGE STUDENTS ~

Click on Roster.
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From the Student Management page, select Add Students.

Student Managemenf Student Activiies: 9,979,123,651 | Students Online: 76,699
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Enter the student’s information.
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Click the drop-down arrow next to the Placement Test.
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Select the Episode you’d like your student to start on or choose the
Placement Test to determine the appropriate starting episode. s382

000
060
000
000
0600

ssword

@

Click the drop-down arrow next to the pencil icon under Password and type

in a text password or choose a password image. Click outside the drop-down Frr pesnord

to roll it back up. PR —
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To continue entering students, click + Add Another Student on the bottom left.

Repeat the process for each student until all students are entered.

Click Save. m
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Guided Help ] Click the bright yellow Guided Help button for walkthroughs of common tasks.
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Roster Students With a CSV File Upload

0 To begin, log in to your Raz-Kids or Raz-Plus account.
a Click on Manage Students. —

Héadsprout

e Click on Roster.

Q From the Student Management page, select Add Students.

Student Mdndgement Student Actvites: 9,979,123,651 | Students Online: 76,699

MY CLASSROOM ~ REPORTS ASSIGNMENTS

Roster l Add Students [IRestore Students

IN BASKET 6

e Select CSV File Upload under Import Students. Import Students

CSV File Upload

G Download and rename our sample file to get started.

You will need to have a formatted CSV

file. Download our samele file ®to
help you get started.

Not sure how to create a CSV file?
Follow along our simple tutorial to

MANAGE STUDENTS

help.

o Open the downloaded file. Select only the - : s £ °
. X i 1 |student login name first name (optional) last name (optional) level

sample student information (leaving the headers) 2 |Dan Dan x 2 aa

. . hris H. hri F b

and delete the sample student information. e > \o ¥ (i :

5 |Jamie Jam’. f

e Enter the correct class information into the cells, 6. {anthony w. - & a

. . ohn _John w

using one row for each student. Click Save. 8
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computer and select it. Click Open.

| [Microsoft Excel Comma Separa
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@ Click the Upload button.

m Check the imported information for accuracy. Click Save.
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On the Upload CSV File page, click Choose File. Navigate to the saved file on your

=2 Learning A-Z

(W2094) 07/21



