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Process Overview

The batch enroll process should be used when you want to create—all at one time—a large
number of new users or multiple classes or when you want to enroll learners in multiple classes in
the system. This situation would most likely occur at the beginning of the school year.

The diagram shows the steps in the batch enroll process. These steps must be completed in the
order shown to complete an error-free upload process.
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Guidelines for Upload File

The Upload Type drop list enables you to select and upload files based on user, class, or
learner enrollment.

e e

Upload Type: UssrFis E

TSI

User File (Administrators, Teachers, and Learners)

o Verify that you have included the required data: Q Quick Ti
School Name or ID, First Name, Last Name, = P
PLATO Name, Primary Role, Password, and

Grade (for Teachers and Learners). e ForPassword (Column I),

you can include a generic

e Suggested optional data to include: login for teachers and
o SIS ID Column (column F) — Student students.
identification number for the district; this e For security reasons,
information helps to track students from request that teachers and
year to year. learners change this
o Secondary Role (column H) — Users may have password immediately.

more than one role while using the same login
information. This data helps with viewing how the
other roles will see any implemented changes.

o The learner expiration date must be earlier than the account expiration date.
e Punctuation, such as commas or hyphens in names, should be omitted.

Copyright © 2008 PLATO Learning, Inc. All rights reserved. PLATO®, Straight Curve®, and 10of4
Academic Systems® are registered trademarks of PLATO Learning, Inc. PLATO Learning is a %) \
trademark of PLATO Learning, Inc. PLATO, Inc. is a PLATO Learning, Inc. company.




Quick Reference Card

Batch Enroll Process

PLATO Learning Environment™

o If demographic data is loaded, find the correct data formats by accessing the Batch Enroll
Knowledge Base article on the PLATO support site at this link:
http://support.plato.com/kb/tip.asp?psid=1528

e The grade level is a required field for teachers and learners, and it must be numeric
(kindergarten = 0). The grade level is optional for administrators.

e The graduation year must be the same as or later than the current year.

o Click the View School List button on the Upload File page to see the list of school names
in your district for your account. Use the school names on this list. If you use school names
not on the list, you will see an error message, and the users will not be uploaded.

View School ID List
District: Washington County District

School Name School ID
Kennedy Elementary Schaool 302
Washington High School 303

Class File

o Verify that you have included the required data: District, School ID, PLATO Name of
Teacher, Class Name, and Class Expiration Date.

e Suggested optional data to include:
o Grade - Specifying the students’ grade assists in identifying and grouping.
o Class Description

o Click the View School List button on the Upload File page to see the list of school names
in your district for your account (see above image). Use the school names on this list. If you
use school names not on the list, you will see an error message, and the users will not be
uploaded.

Enroliment File

o Verify that you have included the required data: PLATO Name of Learners, Class ID,
School Name ID, and Grade.

o Click the View Class ID List button on the Upload File page to see the list of class IDs in
your district for your account. Use the class IDs (not names) on this list. If you use class IDs
not on the list, you will see an error message and the users will not be uploaded.

View Class ID List
District: Washington County District

School: Kennedy Elementary Schoal

Kennedy Elementary School
Class Name Class ID
Third Grade ccd0cfib-ble-4585-a923-117bb00a%cec
First Grade a2f64536-47eb-4c2e-9c7a-530759b3713c
Second Grade edd4aaraa-4eel-4a9c-818a-616b0eb0f49e
Chinese Immersion Kindergarten alad319e-f5a8-49ce-9b01-87638617bbco
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Steps in the Process

To start the process, select Batch Enroll from the Account Administration menu. The screen
samples here are from Upload Type: User File, but the same process is followed for Class and
Enrollment files.

1. Select File Type
From the Upload Type drop list, select a file type. If

you'd like to enroll multiple users at a time, choose Upload Type: Userfie v/
User File. To create multiple classes at the same
time, select Class File. Selecting Enroliment File will ey

. . |Enroliment File
enable you to associate learners with classes.

2. Create and Upload Files
Follow these steps to create or edit the sample files available in Batch Enroll.

A. Click Download Sample File (.csv), edit all required fields with your school’'s data, and
Save the file. Note which fields are required and which are optional and choose fields
for your data accordingly.

Note: To successfully upload the file, you must save the file with the correct file
type. In Excel, select File > Save As > Save as type, select CSV (windows)(*.csv). In
Excel on a Mac, select Save as type > CSV (MS-DOS)(*.csv).

ﬁﬂ\ =, 5 BatchEnrollK12[1].csv - Microsoft Excel e
)
;J/’ Home Insert Page Layout Formulas Data Review Wiew Acrobat '@) - 2 X
== X ||| calibri 11 ~|{I[E= General - || [F conditional Formatting ~ | 5= 1Insert - x - % \?a
J Er] = ||| % = % ||| g Format as Table ~ % Delete ~ E'
Paste — e & Sort & Find &
o = 8 2| 55 Cell Styles - & Format ~ || 2~ Fifter~ Select~
Clipboard ™= Font (F] Alignment IF Mumber s Styles Cells Editing
[ D12 - I |
A B C D E F G H 1
1 |School MName or ID First Name Last Name PLATO Name Primary Role SIS 1D Middle Name Secondary Role Password
2 |PLATO Elementary School Tina Smith tsmith Learner Renee apple
3 |PLATO Elementary School Brad Torres btorres Account Admin rain
4 PLATO Elementary School Thomas Adams tadams District Admin sunset
5 |PLATO Elementary School Brian Scott bscott School Admin Learner earth
6 PLATO Elementary School Leslie Davis Idavis Learner pwa
7 |PLATO Elementary School Lola Garcia lgarcia Teacher Learner global
g
9
I 4 » ¥| BatchEnrollK12(1) %3 [ M [ |
Ready |_I@ Ol 1|, 1003 B—G (+) i
B. Click Browse back on the Batch Enroll screen, and upload the file you have created.
C. Select a district from the dropdown list.
D. Click Continue and advance to the next step in the process.
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3. Specify Column Headings

Are you sure you want to lgnore first row (column headers) in uploaded file? @ Yes ONo
Column 1 . Column 2 . Column 3 . Column 4 . Column 5§ . Column 6

* School Name orID | v || * First Name ||| * Last Name |¥| * PLATO Name |¥|| " Primary Role |¥|| SIS 1D

School Mame or ID First Mame LastMame PLATO Mame Primary Role SI51D

FLATO Elementary School Tina Smith tamith Learner

PLATO Elementary School Brad Tarres btorres Account Admin

PLATO Elementary School Thomas Adams tadams District Admin

PLATO Elementary School  Brian Scott bscott School Admin

FPLATC Elementary School Leslie Davis Idavis Learner

PLATO Elementary School Lala Garcia lgarcia Teacher

By default, the system will use the data in the first row of your .csv file to determine column
headings for the data. Please confirm that these column headings match the data listed for
that field, and then click Continue.

4. Specify User Roles (applicable to User File only)

When uploading a User file, you will be asked to specify PLATO roles for your users.
(When uploading a Class or an Enroliment file type, the Specify User Roles page does
not appear.)

Assign a PLATO role to each role that will be uploaded in your .csv file and click
Continue.

Note: See the PLE Administrator Quick Start Guide to review PLATO role privileges.

5. Confirm Successful Upload of File
Click Finished to confirm that you have successfully uploaded the .csv file. After the
upload process is complete, you are automatically taken to the Batch Enroll Monitor
screen.

6. Review Log (Batch Enroll Monitor)
On the Batch Enroll Monitor screen, click Download log to review the file for any errors.

Note: The status will show as either receiving, processing, or complete. When the status is
complete, it is recommended that you review the log for errors.

Batch Enroll Status
File Hame Upload Type Start Date Start Time Elapsed Time Status
BatchEnroll.csv User 09/04/08 2:29PM 242PM Complete DOWNLOAD LOG
Copyright © 2008 PLATO Learning, Inc. All rights reserved. PLATO®, Straight Curve®, and 4 of 4
Academic Systems® are registered trademarks of PLATO Learning, Inc. PLATO Learning is a %) \ .
N

trademark of PLATO Learning, Inc. PLATO, Inc. is a PLATO Learning, Inc. company.




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


