
Use a CSV file to Import Students 
 
In order to import students, you first need to create a CSV import file containing the student’s data using 
excel. To do this open up excel and start a blank workbook. 
Next add the student data into each column using a new line for each student. Please note that the columns 
do not need header text to import properly. The format for your student data is: username, password, name, 
email, age, grade, team code 
 

 
 
Once you have added all of the student’s data into the excel file click  File  Save As  And select the 
location where you want to save the file on your computer. 
Next at the bottom of the save as window there is a field labeled “Save as type”. You should select “CSV 
(Comma delimited)” as the type to save the file as. Please note that there are more than one CSV types to 
choose from and you should be sure to select the type labeled “CSV (Comma delimited)”.  
After selecting the proper type click on  Save 
 

 
 



Now log in to your coach account and click the left-hand menu link labeled “Students”. 
 
At the top of the “Students” page there is a grey “Browse” button next to the teal green “Add New Student” 
button. Clicking the “Browse” button will allow you to locate and select the CSV file you created with the 
Student data for import. 
 
After you have located and selected the CSV file, the import will happen, and you will get a message 
displayed above the “Sort students by” row that the import was successful. If there is any error with the 
import, that error message will display in the same area that he successful message displays. 
 
Once the import has executed, please verify that all student data imported correctly. 
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