ADDING STUDENTS TO YOUR SCHOOL
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= TAPPS Q search.

Your Current View as a School Admin

© EvenTs John'Paul Il

M SCHOOL HOME ' Iburn Corners
, TX, 75075

@ DASHBOARD

& CONFIGURATION
] BUSINESS RULES

1 REPORTS

-

Upcoming Events Scores

2. Select ‘Student’

@ CONFIGURATION
L +1 972 867 0005

E3{BUSINESS RULES 5 treybeasley@gmail.com

E REPORTS

L

STAFF  STUDENT PARENT

School Staff s

3. Select ‘Import’

& CONFIGURATION
A, +1972 867 0005

() BUSINESS RULES & treybeasley@gmail.com

[E) REPORTS
s

STAFF STUDENT PARENT

Students Q search.. [ aoouser |

Contact Number Grade Status

Student Name School Name Email

4. Download and use this template. Do not change the column titles.
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5. Use your school’s management system (RenWeb, Blackbaud, etc) to create a report to fill the
template. Items marked as (R) are required fields, items marked as (O) are optional. Enter
data in the format given in the example below. Eg, date of birth must be 11/30/07 and not Nov
30, 2007. Copy and paste your information into the template you downloaded. Make sure
your format matches what is in the sample row 2.
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6. After all students are entered, delete row 2 with the sample student (Bob Amsdale). Save the

file and upload at ‘Choose File’'.
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7. Click ‘Upload’. Students are now in your system.




