Boardmaker: Online

Boardmaker Online District

Instructor Bulk Import Process

Administrator Example

This example is the setup of a District Boardmaker Online account for the “Oak Hills School District”.
This account was setup to accommodate 20 instructors, but to start with, the admin (Jim Shepard) is
going to be importing 10 instructors. So when this process is complete, Jim and 10 others will have
accounts, and 9 licenses will be available.

We'll also mention Boardmaker Community members. Anyone can get a free Community membership
and you (like Jim) will likely find that many of your teachers and therapists are already Community
members. This is only important because each user account (free Community or District) must use a
unique email address. This guide will show you how to manage that.

1. Download the import template

Select the Admin Menu > Instructor Roster Management.

Showing 1-1 of 1 Results

Username First Name % Last Name % Email % Access Level %

jshepard ochsd Jim Shepard jim.shepard@chsd.org Instructoer, Organization Admin
Add an Instructor Instructor Accounts Overview
Add an instructor to your account roster. Instructor Accounts In Use: 1 out of 20

Instructor Accounts Remaining: 19
Add Now

Bulk Import Bulk Export
Export Current Instructor Roster
Download the Import Template
Exports as Excel 97-2002 Workbook file
e Fill in the template with Instructor information

o Select the completed template to import vour Instructors

Select the “Download” button circled in red. Save the spreadsheet to your computer.
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2. Fill In the template

Example Staff...
e Jenny Brown — Community member using the email: Jenny.Brown@ohsd.org
e Melissa Jones-Masterson — Community member using the email: mjm113@gmail.com
e Nancy Miller - Community member using the email: Nancy.Miller@ohsd.org
e Janet Spencer — Community member using the email: Janet.Spencer@ohsd.org
e Lisa Carter — Community member using the email: Icarter54@gmail.com

e Linda Meyer — Community member using the email: Linda.Meyer@ohsd.org
e Janice Spencer — No accounts

e Amy Greene — Community member using the email: Amy.Greene@ohsd.org
e Frances Niles — No accounts

e Beth Armstrong— No account

Tips for filling out spreadsheet...
e Use the teacher’s email address that is associated with your organization.
e Use a pattern for the username such as <first initial><lastname>_<abbreviation for org>.
This will help avoid username conflicts that have to be fixed later.

A B C D E F
Boardmaker - Requred e
1
p Salutation  First Name * Last Name * Email Address * Username * Access Level *
3 Jenny Brown Jenny.Brown@chsd.org jbrown_chsd Instructor
4 Melissa Jones-Masterson Melissa.Jones-Masterson@ohsd.org mjones-masterson_ohsd Instructor
5 Nancy Miller Nancy.Miller@ohsd.org nmiller_ohsd Instructor
6 Janet Spencer Janet.Spencer@ohsd.org jspencer_ohsd Instructor
7 Lisa Carter Lisa.Carter@ohsd.org Icarter_ohsd Instructor, Admin
8 Linda Meyer Linda.Meyer@ohsd.org Imeyer_ohsd Instructor
9 Janice Spencer Janice.Spencer@ohsd.org jspencer_ohsd Instructor
10 Amy Greene Amy.Greene@ohsd.org agreene_ohsd Instructor
11 Frances Niles Frances.Miles@ohsd.org fniles_ohsd Instructor
12 Beth Armstrong Beth.Armstrong@ohsd.org barmstrong_ochsd Instructor, Admin
13
Taa
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3. Import the Instructors

Bulk Import

o Download the Import Template

Fill in the template with Instructor information

Select the completed template to import your Instructors

@ InstructorImportTemplate.xls | % Remaove

IMPORT ERROR

The file upleaded cannot be processed for import, due to errors in
the file. Please click here to download the file that highlights
different errars found.

Click on the link to download a spreadsheet showing the errors.

NOTE: No import has taken place at this point. The system allows you to fix the errors and try
again. If the only issues remaining are email conflicts, the system will perform the import and
allow you to send invitations.

F ™
Opening InstructorlmportEmor.xls ﬁ

You have chosen to cpen:

& InstructorlmportError.xls

which is: Microsoft Excel 97-2003 Worksheet (45.5 KB)
from: https://trunktest.boardmakeronline.com

What should Firefox do with this file?

(7} Open with | Microsoft Excel (default) -

@ i Save File

[7] Do this automatically for files like this from now on.

0].4 ] [ Cancel
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4. Fix Errors

A B C D

Boardmaker

2 Salutation First Name * Last Name * Email Address *
3 Jenny Brown

4 Melissa Jones-Masterson Melissa.Jones-Masterson@ohsd.org
5 Nancy Miller

b Janet Spencer

7 Lisa Carter Lisa.Carter@ohsd.org

8 Linda Meyer

9 Janice Spencer Janice.Spencer@ohsd.org

10 Amy Greene

11 Frances Niles Frances.Niles@ohsd.org

12 Beth Armstrong Beth.Armstrong@ochsd.org

13

Color Coding For Errors

* Required Field

Username *

jbrown_ohsd

nmiller_ohsd
jspencer_ohsd
Icarter_ohsd
Imeyer_ohsd
jspencer_ohsd
agreene_ohsd
fniles_ohsd

barmstrong_ohsd

Cell Missing Data (Required Field) Errors BLUE

Data Format Errors ORANGE
Username/Email Address Conflicts _
Invalid Association YELLOW

NOTES:

Access Level ¥

Instructor

mjones-masterson_ohs instructor

Instructor
Instructor
Instructor, Admin
Instructor
Instructor
Instructor
Instructor
Instructor, Admin

e The red email conflicts will be resolved in the next step. No action is needed.
e The orange indicates an illegal character. In this case, underscores area acceptable, but
dashes are not. Solution, change the username to mjonesmasterson_ohsd.

A B C D

. Boardmaker

2 Salutation First Name * Last Name * Email Address *
3 Jenny Brown Jenny.Brown@ohsd.org

4 Melissa Jones-Masterson Melissa.Jones-Masterson@ohsd.org
5 Nancy Miller Nancy.Miller@ohsd.org

6 Janet Spencer Janet.Spencer@ohsd.org

7 Lisa Carter Lisa.Carter@ohsd.org

g Linda Meyer Linda.Mayer@ohsd.org

9 Janice Spencer Janice.Spencer@ohsd.org

10 Amy Greene Amy .Greene@ohsd.org

11 Frances Niles Frances.Niles@ohsd.org

12 Beth Armstrong Beth.Armstrong@ohsd.org

2100 Wharton Street, Suite 400 | Pittsburgh, PA 15203

* Required Field

Username *

jbr

nmiller_ohsd
jspencer_chsd
Icarter_ohsd
Imeyer_ohsd
jspencer_chsd
agreene_ohsd
fniles_ohsd
barmstrong_ohsd

1 (800) 588-4548

Access Level *

Instructor

mjonesmasterson_ohsd _2Instructor

Instructor
Instructor
Instructor, Admin
Instructor
Instructor
Instructor
Instructor
Instructor, Admin

www.boardmakeronline.com
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5. Import Summary Report

Import the updated spreadsheet. Below is the summary report. Select Invite Members to Join.

Bulk Import Summary

The following summary will provide you with important information about your bulk
import.

Total number of users in file: 10
Total number of users imported: 5
Total number of users converted to new instructor accounts: 5

Total number of users resulted in existing instructor account update: D

Bulk Import Conflicts

Match(es) found
One or more members you included in your import already have Boardmaker Online accounts.

Below are the members that are already a member of the community. Would you like to send
them an invitation to join your district account?

MOTE: Existing users who are invited to join your district will be assigned an instructor-only
account. The instructor's access level can then be changed once they have accepted the
invitation.

Username First Name Last Name Email

@ jennybrown Jenny Jenny.Brown@ohsd.org

nancyml Miller Mancy.Miller@ohsd.org
jspencerss Spencer Janet.Spencer@ohsd.org
linda_meyer Linda.Meyer@ohsd.org

amygreense Greene amy.greene@ohsd.org

Invite Members To Join
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6. Pending Acceptance

e 5instructors were added automatically and received emails with their username and

password.

e 5Sinstructors received email invitations to join the district account.

Find Instructor

Username = First Name =

barmstrong ohed Beth
fniles ohsd Frances

ispencer ohsd Janice
lcarter ched Lisa
micnesmasterson ohed  Melissa
ishepard ohsd Jim
amygreene Amy
‘ linda_meyer Linda
‘ j=pencerss Janet
nancyml Nancy
@ jennybrown Jenny

Add an Instructor

Add an instructor to your account roster.

Instructor Roster Management

Last Name %

Armstrong

Niles

Spencer

Carter

Jones-Masterson

Shepard

Greene

Meyer

Spencer

Miller

Brown

Email &

Beth.Armstrong@ohsd.org

Frances.Niles@oh=d.org

Janice.Spencer@ohsd.org

Lisa.Carter@ohsd.org

Melissa.Jones-Masterson@ohsd.org

jim.shepard@chsd.org

amy.greene@chsd.org

Linda.Meyer@chsd.org

Janet.Spencer@ohzd.org

Nancy.Miller@chsd.org

Jenny.Brown@ohsd.org

Instructor Accounts Overview

Instructor Accounts In Use:

Instructor Accounts Remaining:

Showing 1-11 of 11 Results

Access Level &

Instructor, Admin

Instructor

Instructor

Instructor, Admin

Instructor

Instructor, Organization Admin
N

Acceptance Pending

Acceptance Pending

Acceptance Pending

Acceptance Pending

Acceptance Pending

e —

11 out of 20

9

Delete

Delete

Delete

Delete

Celete

Drelete

Delete

Delets

Delete

Celete
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Instructor Invitation

This is the process an instructor will go through when invited to join a district. You will only see this
invitation if you already used your school email address to setup a community account.

1. Email Invitation

Follow the directions and Login to your account.

New Invitation...
Boardmaker

What's Happened
Amy Greene,

You have been invited to become a member of the Boardmaker Enterprise account far Oak

Hills School District.

What You Need To Know

You have the following options...

1. You can decline the invitation and nothing will happen to your current Boardmaker
account.

2. You can create & new account, which will create a new account for you within the
District, but preserve your existing Boardmaker account.

For more details about each option and help choosing the option that's best for you, login to
your account and click the "Understand Your Options” link in the notifications bar at the top of
the page. If you don't see the notifications bar, you can go to vour "My Messages" area and
click the message the reads "Your invitation to join Oak Hills School District”.

Support Team [/ support@beardmakeronline. com

© 2014 Boardmaker
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2. Invitation in Community Account

Look for the invitation at the top of the window.

¥OU CURRENTLY HAVE A FREE COMMUNITY ACCOUNT. START A TRIAL OR CHOOSE A PLAN TO ACCESS BOARDMAKER ONLINE. %]

YOU HAVE RECEIVED AN INVITATION TO JOIN OAK HILLS SCHOOL DISTRI&T. UNDERSTAND YOUR OPTIONS %]

Bc)a!'cimaker'u Upgrade / Community Account / Amy ~ a

Home My Boardmaker  Activities ~  Community ¥  Help + Search Al Activities qQ

My Homepage

Amy Greene o
S = & a2
Member Since: Sep 2014 1 0 0
New Friend Group
Messages Requests Updates -

If you don’t see the invitation at the top of the screen select your name, then My Messages and
you will see the invitation there.

YOU CURRENTLY HAVE A FREE COMMUNITY ACCOUNT. START A TRIAL OR CHOOSE A PLAN TO ACCESS BOARDMAKER OMNLINE. B w

YOU HAVE RECEIVED AN INVITATION TO JOIN OAK HILLS SCHOOL DISTRICT. UNDERSTAND YOUR OPTIONS B

Boardmakeru Upgrade / Community Account / Amy ~

Home My Boardmaker  Activities v  Community ~  Help = Search All Activities Q

m

My Messages

Messages Compose Message

Inbox - 1 New Messages Search Messages Q
Show Inbox (1) B
From Subject Date |

jshepard_ohsd

Your invitation to join Oak Hill... 28 minutes ago

Delete Selected
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3. Select “Create New Account”

Choose Create New Account

Understand Your Options

You have been invited to become a member of the Boardmaker Online account for Oak -
Hills School District.

Please select one of the following options...

Decline Invitation

If you decline the invitation, your Boardmaker Online account will not change and you will
not be added to the requesting District's Boardmaker Online account.

m

Accept Invitation

If you accept the invitation, your current account will become part of the District
account and you agree to all of the following...

* The District will gain full control and ownership of your current Boardmaker Online
account and the activities within it.

* If you leave the District, you cannot take your account or contained activities with
you.

* You will be subject to all of the district's account setting, which may or may not
result in loss of your Friends connections, Messages and Group memberships.

o If your existing account has an active subscription, you will not be entitled to a
refund or credit for the time remaining in the subscription, and any students and
student data that are part of that subscription will be lost.

Create a New Account

Select this option to join the District without giving up ownership of your existing
account. You will be asked to provide a new email address for your existing account, and
the email address that was associated with your original account will be transferred to
your new district account. All of your current account settings and activities will be
copied to the new District account, leaving your current account unchanged.

Once you have decided what action to take, simply select the option below and click the
"Confirm" button.

Please be advised that this action is PERMANENT and CANNOT BE UNDONE.

© Decline Invitation © Accept Invitation O Create New Account

1
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4. Provide Email, Username, and Password

As described below, you need to provide...
e Email Address: This will be used in existing account.
e Username: Unique username for your new account.
e Password: Password for your new account.

Create a New Account

Email Address =

The address provided here will be assigned to your
existing account. The email address on your original

account will be transferred to the new district account.

greene? 7 @amail.com

Username =

This username will be assigned to your new district

account.

agreene_ohsd
Username may only contain letters and/or numbers

Password *

You must enter a password with a rating of medium
or better. The password must be at least & characters
and may consist of any combination of letters,
numbers and/or special characters. Passwords are

case sensitive.

Confirm Password =

After you create the new account, you need to log out of your community account and login to
your new District account using your district email address and the password provided above.

10
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