Add students to Capti via CSV files @, Copti Assess

with ETS® ReadBasix™

This guide will show you how to add students to your Capti account via CSV file
upload.

& Alert! The steps shown in this guide are only available for manually rostered
accounts. Accounts rostered via Clever, Classlink, SFTP, and/or any other
automatic methods are not able to complete the steps listed.

1 Log in to your Capti account. You must be a District admin or School admin to add
students from a .cvs file.

2  Click "Manage"
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3  Click "Members"
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4  Click "Enroll"
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Students: 94/250
Faculty: 17/ unlimited

Classes Grade Last Login Status Actions
9 Grade 7 Jul 25,2024 @ Active eee
3 - Jul 24,2024 @ Active see
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5 Click "Enroll Members From File"

Q% © @ 0 s B O &P

Students: 94/250 Q. Enoll Enroll Single Memb
% Enrol
Faculty: 17/ unlimited = A e e

Recover Delated Member...
i @ S
Import fronTGoogle Classroom
Classes Grade Last Login Status Actions Synchronize with Student Information System...
9 Grade 7 Jul 25,2024 @ Active oee
3 - Jul 24,2024 @ Active see
5 Grade 7 Jun 24,2024 @ Active v

6  Select the location you want to roster the students into.

AllRoles +  Any! Step 1: Configure members

Role | Student v

Q, Search by name, Capti If

Location | Capti Demonstration

Member
3 - Select location -
- Allen, Amanda Class Capti Demonstration
Student - Amanda_Allg Elementary Sghoe
3 High School
Aquila, Erica Middle Schogl
°
%2 District Admin » erica? Arcouns 7 %
Beckham, David
* Student - David_Beckh Unique ID | Do not specify Unique ID v
Borodin, Yevgen
<o District Admin - Step 2: Download template
yevgen.borodin@team,
- Brian, Ryan ( Download Template >

Student - Ryan_Briani
3 Download the members.csv template and fill in member names and email addresses.

a Capti, Teacher
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7

Select the class you want to roster the students into, if any.
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AllRoles ~

Any

Q

Search by name, Capti 3

Member

e

fe

fe

fe

fe

-

Allen, Amanda
Student - Amanda_Alle
Aquila, Erica
District Admin « erica@

Beckham, David
Student - David_Beckh
Borodin, Yevgen
District Admin «
yevgen.borodin@team,

Brian, Ryan
Student » Ryan_Brianq

Camd! Tanabhas

Leave the final two options as they are. Click "Download Template" and a file

Step 1: Configure members

Role | Student -
Location | High School -
Class | Noclass v
Account |00 High‘.
Unique ID | Do not specify Unique ID -

Step 2: Download template

< Download Template )

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

called members.csv will open.

Allen, Amanda !
Student - Amanda_All

Agquila, Erica
District Admin « erica@

Beckham, David
Student » David_Beckh
Borodin, Yevgen
District Admin «

yevgen.borodin@team,

Brian, Ryan
Student - Ryan_Brian@

Capti, Teacher
Teacher - teacher@cap

Dahlin, Rasmus
Student » Rasmus_Dah
Dickenson, Emily
Student = Emily_Dicken
Doe, John

Student » exampleusel

Class | Noclass v

Account

Activate the accounts automatically (no email sent)-

Unique ID | Do not specify Unique ID -

Step 2: Download template

Downloafd Template

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

Step 3: Upload completed template

Choose File | No file chosen

Upload the modified members.csv file and click “Next” to preview upload summary.
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9  Click "Recent download history" and open the file.

QA% PO O0EsED L@

@ membg 3 D B SR
1068+

e

1bers From File X @ Enrolling a Single Student in Capti.pdf
2.0 MB « 25 minutes ago
@ Set Grade Level for Existing Students.pdf
‘ 4,6 MB « 48 minutes ago
nlimited
@ Set Grade Level for Existing Students.pdf
C 45 MB « 1 hour ago =
5|
= capti_WS_Security Compliance_Checklist
.odt
91.0 KB » 3 hours ago
o s @ Capti Workstation Security Compliance
1 Checklist.pdf
107 KB « 4 hours age
- 5 G Youngho_Capti Workstation Security
Fmmamlinmen Flhallice A

10 Delete the example student row.

2 .Aumnln_r'_la'hn_lnnn_{cnctetjaéother
3 I Search the menus \
4
Cut
2 X e
6| [@ Copy
3 [ Paste Options:
9 | [
10
11
12 I
12 Delete
14
15 Contents
12 Format Cells...
17
18 Row Height...
19 Hide
20 )
Unhide
21}
22|
23 |
24 |
25
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11 Fill in the information for your Capti members. Capti ID=email address. Please
provide a password for all members. You will also need to enter the grade level for

each student.

| [] & | Aptos Narrow o A A == [E v ab, Wrap Text
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@ POSSIBLE DATA LOSS Some features might be lost if you save this workbook in the comma-delimited (.csv) format. To preserve these features, saveitin a

D5 v i fx
A B C D E | F | G H
1 |CaptiID First Nam Last Nam¢ Password Grade-
2 |studentl@csd.edu John Doe 123 ( k
3 studen2@csd.edu Jane Doe 123 -
4 student3@csd.edu Jim Doe 123
5] ]
6
7 {
8
9 {
10
1|
12
13
14|

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

il Autosave (@ off) v & 5 members(l) v

File Home |Insert Page Layout Formulas Data Review View Help Acrobat

B

‘ D | Aptos Narrow o1t A A == |E R ab, Wrap Text
@~ ’ g
B I U~ v Ay Ay = = = &= 3= & Merge & Center ~
&
Clipboard & Font N Alignment [

£ search

o

0 . Conditi
§o9% 9| o & | o

Formatti

Number ]

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

E5 VA ﬁ;

) A - B | C | D ; F G H
1 |CaptiID First Nam Last Nam¢Password Grade
2 |studentl@csd.edu John Doe 123 9
3 _studen&@csd.edu Jane Doe 123 10
4 student3@csd.edu Jim Doe 123 11
5 :l
6 {
7 {
8
9

2
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13  Go back to Capti.

Gf Inbox - brian@team.captivoice.... @ Capti - Google Chrome X

4 CE—

2:@-. 000 nm

Upload the completed template in Step 3: click the "Choose File" button and select
14 -
the members.csv file in your Downloads folder.

>, Student. Dav]d Beckﬂ vinyue v DU TUL DpELl Y Uinyue 1w

Borodin, Yevgen

& District Admin - Step 2: Download template
yevgen.borodin@team,

- Brian, Ryan Download Template
Student - Ryan_Brian@

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

e Capti, Teacher
&  eacher- teacher@cap
1 Step 3: Upload completed template

Dahlin, Rasmus
* X Va—

L Rasmus_Daf! [ €hoose Fiile | No file chosen

Dickenson, Emily '
= Student - Emily_Dicken Upload the modified members.csv file and click “Next” to preview upload summary.
- Doe, John Next

Student » exampleuseL

Douglas, Steven 4 S
e Student - Steven- Douglas@cspticom Capti Demonstration 0 Grade 7

Eichel, Jack : .
L 2 Student - Jack_Eichel@captivoice.com Capti Demonstration 3 Grade 7 Jun
1L Example, Teacher Canti Demanatratinn n - Mar
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15 Example

Role | Student v J
4 > Downloads v C Sez
Organize v New folder
Name Date modiﬁ:d Type
> Attachments v Today

> G Deskiop me: 7/29/2024 2:24 PM Microsoft Excel C

0 Enrolli ngle Student in Capti 7/29/2024 1:58 PM Chrome HTML D¢
> [ Documents

@ members 7/29/202410:52 AM Microsoft Excel C
> I3 Lists
> PN Pictures
> T Videos

@ Desktop »
File name: VI E

16  Click "Open"

jle Student in Capti 7/29/2024 1:58 PM Chrome HTML Do...

7/29/2024 10:52 AM Microsoft Excel C...
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17  Once the file has uploaded, click "Next"

( Download Template )

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

Step 3: Upload completed template

 [Croose Fie] memoers (1)csv

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

18 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.

3 RECORDS PROCESSED

v/ 3 new members will be added to the organization
account

v/ 3 new members will be added to High School

Download Report

!:J‘ L‘ “
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