How to Add Members 'From File' to @ Copti Assess
your Capti Organization

1 Log in to your Capti account. You must be a District admin, School admin, or
Teacher to add members to your Capti organization.

< Log In
Capti ID or Email
brian@team.captivoice.com

Password

....| f@

OR SIGN IN WITH:

G &€ 6O C a

By signing up uou agree to our Privacy Policy and Terms of Service
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2  Click "MANAGE"

x 4

I captivoice.com/capti-site/roller-uifworkspace.rol#assignment-home a =2 %

[*] HomE ] LIBRARY Jy VOICES 89 MANAGE ¥

School and district account tools

st... v Quick Start

Organize students @ E Assign work @
students in total students in your classes assignments in total
Manage roster Group students New assignment

3  Click "Members"

x  +

B captivoice.com/capti-site/roller-uifworkspace rol#assignment-home a & %

[*] HOME [] LIBRARY Qg VOICES 83 MANAGE =

st... + Quick Start Members

Classes
Locations
Organize students @© Organization @ Assign work @
students in total students in your classes assignments in total
Manage roster Group students New assignment
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4  Click "Enroll"

embers Q@‘i}@aa@@s*.ﬁuai

| MANAGE +

Students: 57/250 o)
Faculty: 8/ unlimited

<4 Enroll

«== Bulk Action

Unique ID Last Login Status Actions
08/08/2023 @ Active see
08/08/2023 @ Active
N2/17/7023 @ Active
5 Select "Enroll Members From File"
embers Qe GO O QO s BN 40P

| MANAGE ~

Enroll Single Member...

Enroll Members From File...

Import from Google Classroom Bulk Astion

Synchronize with Student Infermation System...

Unigue 1D Last Login Status Actions
08/08/2023 @ Active sen
08/08/2023 @ Active e
02/17/2023 @ Active sen

Made with Scribe - https://scribehow.com



6  Select the role you want the Capti members to be.

x  +
ym/fcapti-site/roller-uifworkspace.rol#admin-members Q 2 @'B a
Step 1: Configure members
s and Facul B
Role | Student
by name, Capti 1l _
—— Location Tearhel
School Admin
| District Admin
, Amanda Class | Noclass -
nt = Amanda_Alle -
a, Erica Account | Activate the accounts automatically (no email sent) E=
it Admin = erica@ i
ham, David Unique ID | Do not specify Unique ID
nt - David_Beckhl s FReCy o pe
din, Yevgen
3t Admin .gyevgeﬂ Step 2: Download template e
i // -H\.
% Eiz{s_l:nu_s e [  Download Template | five

Select the location you want the Capti members to be in. District admins are, by
default, a member of all locations. Other roles only exist in the locations they are

7

assigned.
x  +
ym/capti-site/roller-uifworkspace.rol#admin-members Q & @B (Z)
Step 1: Configure members

s and Facul e

limit
Role | Student
by name, Captili

Location | Capti Demonstration

| - Select location -

T -
2 | Elementary School e

nt» Amanda_Alls

E High School F
a, Erica Account | Middle School ‘ | L
it Admin » erica@ ! S :
:?rglaadajaickﬁ Unique ID | Do not specify Unique ID - g
din, Yevgen
Sdian _gyevgeﬂ Step 2: Download template five
'n, Rasmus ir’ “‘\]

Download Template

e Y. B

nts Hasmus_Déﬂ

Made with Scribe - https://scribehow.com



8 Select the class you want the Capti members to be assigned to. You can assign
members to more classes later in the "Classes" screen.

Role | Student

Search by name, Capti I

Location | Capti Demonstration

nber
Allen, Amanda Class = MNoclass
' Student - Amanda_Alls
| No class
Aquila, Erica Account ‘ 5 - 5th Grade ‘
' District Admin « erica@ 6A - 6th Grade Class A
1 | &-8th Grade
Beckham, David Unique ID 8 - Example Class
' Student - David_Beckhl [ 9-9th Grade
1 EA1 - English, Mrs Aquila, Period 1
Saradin, Tevuen . Nl EA2 - English, Mrs Aquila, Period 2
' District Admin - yevgen Step 2: Doj o SN

Inwv Sally - Intervention Group - Mrs Sally
Dottt Rasmis SHB - Study Hall, Mr Borodin

" Student - Rasmus_ Dalj | SHS - Study Hall, Mr Seo
| S5V1 - Social Studies, Mr Verrall, Period 1

Dickenson, Emily S5V2 - Social Studies, Mr Verrall, Period 2 les and email addresses.
' Student - Emily_Dicker

Step 3: Upload completed template

Eichel, Jack
' Student . Jack_Eicheij
Mhnnea Fila | MaA fla ~hocan

9 Leave the final two options as they are. Click "Download Template" and a file
called members.csv will open.

IS

Allen, Amanda Class | 8 - Example Class
Student » Amanda_Alle

o
£

o Aquila, Erica Account | Activate the accounts automatically (no email sent})
™ District Admin - erica@
Beckham, David : i - -
a s Unique ID | Do not specify Unique ID
™ Student - David_Beckh 9 i
Borodin, Yevgen
o s .
™ pistrict Admin - yevged  >1eP 2: Download template
Dahlin, Rasmus
o 5
' Shudent» Rasmits Dall Download Template
, Dickenson, Emily ] Download the members.csv template and fill in member nameas and email addresses.
™ Student » Emily_Dicken
. Eichel, Jack Step 3: Upload completed template
J

Student » Jack_Eichel@

) = 1 Choose File | No file chosen

Upload the modified members.csv file and click "Next” to praview upload summary.
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1 Fill in the information for your Capti members. Capti ID=email address. Please
provide a password for all members.

L_QHD & | Calibri “11 A A = = |EJ A 38, Wrap Text |General “| @

Paste EE‘ i M A = e s i = ) &0 .00 Conditic

B I U~ h il = s et [Fe Sl ol Merge & Center ~ $ ~ 9% 9 % % =

- < Farmatti
Clipboard [ Font M= Alignment ] Mumber M=

@ POSSIBLE DATA LOSS  Some features might be lost if you save this workbook in the comma-delimited (.csv) format. To preserve these features, saveitina

Al v i fx | captilp
A B C D i E | F | G | H | | J | K | L i M

1 |CaptiID .lFirstNamlLastNamEPassword

2 .example_John Doe secret_password_123
3 1

4 {

5 {

6 |

T {

8 |

g {

10|

11|

12|

13

14|

11  Click "Save" once you have finished the data.

ﬂ AutoSave (@ Off_‘_\,:' '4) il < members (3) - Excel £ Search
File Home Insert  Page Layout Formulas Data Review View Help  Acrobat
ﬁi [calibri i A A = =] Bweptet |General 0
Paste E@ = My A i Lol iem s == o, en oo Conditic
B I U ~ > il == Emalema] s S Merge 8 Center ~ $ ~ ;6 b il -
b =4 Farmatti

Clipboard ] Fant ] Alignment M Mumber ]

@ POSSIBLE DATA LOSS  Some features might be lost if you save this workbook in the comma-delimited (.csv) format. To preserve these features, save it in a
A3 v i fx

A B (& D E F G H J K L M
|Capti ID  First Nam: Last Name Password

]
2 |ExamplesiStudent MName 123
]

r L ]
4

e | e | iR G
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12

the members.csv file in your Downloads folder.

o Aquila, Erica
™ District Admin « erica@

Beckham, David

o
™ Student » David_Beckh
- Borodin, Yevgen

™ District Admin - yevgen
o Dahlin, Rasmus

™ Student - Rasmus_Dah
o Dickenson, Emily
™

Student » Emily_Dicker

Eichel, Jack

Account

Unique ID | Do not specify Unigue ID

Step 2: Download template

Download Template

Download the members.csv template and fill in member nameas and email addresses.

Step 3: Upload completed template

Activate the accounts automatically (no email sent)

Upload the completed template in Step 3: click the "Choose File" button and select

= @o @ m N

Q. Enroll

- [0 o

Type |

Microsoft EBx
Microsoft Bx
Micrasoft Ex

MP4 Video Fi

Microsoft Bx

Microsoft Bx

[}
Y Student » Jack_Eichel@
N _ 1 Chaose File | No file chosen
Upload the modified members.csv file and click "Next” to praview upload summary.
-
i
HE =
13  Example
L: Configure members
Role | Student & Open
tion Capti Demong > ™ _vl; » Downloads » w & Search Downloads
Organize « New folder
Jlass | 8 -Example Q ¥
|~ @ Brian - Personal Mame Diate modified
. ]| 3 Bl Deskto ~ Today
ount | Activate theal ¥
| 5 g Docimhicnts @ members (3) 8/8/2023 3:36 PM
i s members_4 8/8/2023 3:26 PM
1eID | Donotspecify > CJ Lists L ks
3 N Pict @ members (4) 8/8/2023 3:26 PM
" Pictures
' Download tem = vid £ Capti Assess Testimonial 8/8/2023 8:46 AM
oo » _ Videos
= ~ Yesterday
'
\  Download £3] members (3) 8/7/2023 3:25 PM
— @l Desktop »
Downioad the mi @ members__3_ 872023 3:25 PM
i Downloads &
File name: | «| AiFiles

}: Unload comnle
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14  Click "Open"

@ members_4_ 8/8/2023 3:26 PM Microsoft Ex

members (4) 8/8/2023 3:26 PM Microsoft Exi

£, Capti Assess Testimonial 8/8/2023 8:46 AM MP4 Video Fi
~ Yesterday

3] members (3) 8/7/2023 3:25PM Microsoft Ex:

@ Desktop »
members_3_ 8/7/2023 3:25PM Microsoft Bx

L Downloads #

File name: | members (5) | AlFiles

15 Once the file has uploaded, click "Next"

Account ‘ Activate the accounts automatically (no email senth ‘

Unique ID ‘ Do not specify Unique ID -

Step 2: Download template

( Download Template )

Download the members.cav template and fill in member names and email addresses.

Step 3: Upload completed template

 [Choose File] members (5).csv

Upload the modified members.csv file and click “Next” to preview upload summary.

E-@u:ewd
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16 Click "Import", if there are any errors, download the error report by clicking
"Download Report". Correct the issues identified in the report, save the file, and
repeat the steps above.

S 1 RELURUD FRULLIJEL MBS
+ 1 new members will be added to the organization t Login Status Actions
7 account i
BECepvaics Com v/ 1 new members will be added to Capti Demonstration o Gae o
v 1 new members will be added to class Example Class 08/2023 @ Active e

‘eam.captivoice.com|

-

voi 1772023 Acti sen
L B NS ¥ Download Report I © Active
‘borodin@team.capt '08/2023 @ Active asa
. e
in@captivoice.com L 1158/2020 & Active e
San@captivoiee.oom 05{10}"2023 0 Active LI
08/03/2022 @ Active e

icaptivoice.com

Q@ = N ~

.l
L
3|

17 Contact support@captivoice.com if you need assistance.
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