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How to Batch Create Student Accounts from the I Have A Plan Iowa® Professional Center

Batch account creation can be useful when you want consistent formatting of students’ account names or 
have limited time with students and would like to create their accounts in advance. 

1.  Sign into your Professional Center at: 
https://procenter.ihaveaplaniowa.gov.

2. Go to the Students & Groups tab. 

3. Select Create Student Accounts.
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4. Select the Create Student Accounts 
button. Up to 500 student accounts can 
be created in one batch. 

5. Choose a format for the account 
names.  You must select one of the 
three options listed. If you choose 
option three, you can enter up to six 
characters before the student number.

6. Open the Account Creation 
Template.

7. Following the instructions 
available in Step Three, copy and paste 
your student data into the account 
creation template. The required fields 
are: first name, last name, date of birth, 
account type and student id if it will be 
used in the account name. Save the file in 
.csv format. 

Note: First name and last 
name fields cannot contain spaces. 

8. Upload the file. 

9. Click Create Accounts. 
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10. An Account Creation Summary 
page will appear. This will show if any 
records were rejected, which could be 
due to an email address already in use 
or missing data. 

11. Click View list of student 
accounts to see the student name, 
account name and temporary password. 
•	 If an account name already exists in 

the system, it will be marked with an 
* to indicate the system added data to 
the account name to make it unique. 

•	 Once a student signs in and resets 
their password, the password listed 
on this report will be replaced with

     “Password has been reset by the 
       student.”

Tip:  For any account(s) that failed, you 
may do a new batch to create those 
accounts.  Another option is to put a 
“Y” in the first column of your original 
Account Creation spreadsheet (the 
“Skip” column) for the ones that were 
successful, then after correcting the 
ones that indicated an error, run the 
batch again to create the failed ones.

Note: If you did not list a graduation year, 
the system will prompt the student to 
enter one when they sign in.
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Tip: Accounts created through batch
creation for students under the age of 13 
will appear in the list as “COPPA 
Restricted” for the first name and account 
name for the last name. This will help 
with viewing Coppa Restricted accounts 
through the Professional Center.

Example of a student information sheet: 

12. Click Create Information Sheets to 
get instructions for creating and 
printing handouts that can be 
distributed to individual students 
showing their account name and 
temporary password. 


