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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Professional Center

SignIn

to Your Professional Center Account

. students
f ;: t
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The Professional Center gives you all the tools you need to manage your college and
career planning programs - administrati i icati

reporting, and managing

Students & Groups
Find individuals, define groups of students, and manage your groups.

Reporting
Create reports that show site usage, assessment results, and
planning outcomes.

" Account Name:

Teaching Tools
Find lesson plans for your subject and guidance in using the system.

Password:

Forgot your account name or

S

Communication

Send or review your messages, and manage events that appear on
student calendars.

Don't have a Professional Center account?

= Create a Professional Center Account

Students & Groups

Signed in as: Amanda Laverman
lowa College Student Aid Commission (ICSAC)
My Account]

Reports Resources

Communication

Administration

Students and Groups
Students
Search Browse by Class Browse by Last Name
First name. last name or student number 12th Grade 11 109876 ABCDEFGHI J KLM
Il NOPQRSTUVWXYZ

Go

Student Finder
Find students matching specific
characteristics

» Student Finder

Reviewer
Track the student portfolios you have
reviewed or still need to review.

» Reviewer

All Groups
L1 » View All Groups

Group Builder

Create custom groups of students
for reports and communication.

» Group Builder

Manage Student Accounts

Create Student Accounts

Create hundreds of student accounts
at once:

» Create Student Accounts

Merge Accounts

Combine two accounts

» Merge accounts

Release Student Accounts
Release unused student accounts

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

Create a New Batch of Student Accounts Account Batches Created
Create many student accounts at once by uploading a

customized spreadshest with your student data. Click View Batch Optiens to view accounts or print
information sheets
Create Enieat Aeraants gﬁ;;z 2013 JuliePro Ntem created 11 accounts, 0
View Student Accounts | Print infermation Sheets

Mov 06, 2013 JuliePro Ntem created 6 accounts, 0
failed

View Student Accounts | Print information Sheets
MNov 06, 2013 JuliePro Ntem created 5 accounts, 1
failed

View Student Accounts | Print information Sheets

5. Choose a format for the account r

names. You must select one of the Create Student Accounts

three options listed. If you choose
option three, you can enter up to six

1. Account Name Formats: .
CharaCterS before the Student number. Choose the format for all of the account names created in this batch

@ Student number + last name (Example: 0123458smith}
@ Birth month (fwo digit) + birth day (two-digit) + last name (Example: May 5 for John Smith: 0505smith)
@ + student number (Example: brdg0123456)

Download the spreadsheet template, add your data to the file, then submit the file to create up to 500 accounts at a time.

6. Open the Account Creation = e cdiunt e i 1 wptole. ,
pen this ed sp plate Account Creation Template
Tem plate {The _csv file may open in a new browser window or a spreadsheet program.)

7. Following the instructions —
. . 3. Instructions: - ; ’ . _ )
avai I a b I ein Step Th ree’ co py an d paste ;zp:agtr;)l;:]ic'?enggt data and paste it into the appropriate columns in the spreadsheet Foilow these instructions to get more information about
. Save the spreadsheet file using a name and location you'll remember. Make sure that you save your spreadsheet as a .csv format file (not xis
your student data into the account of other formets.)

creation template. The required fields
are: first name, last name, date of birth,

1 11 H A B [ 5] E F G H 1 ] ¥ L M N 3] [
account type and StUdent Id If It WI“ be 1 skip First_Mam Last_Nam Student_| Date_OF IEmail  Street_AdCity state  Zip Country Grad_YeaiAccount_|Parent_FiiParent_Last_Mame
. . . 2 Baby October 4B 1/2/2003 2018 High School student
used in the account name. Save the filein |: Thesday Novembe setots /423 202 wigh school studert
4 Tuesday December 964513 1/4/2003 2018 High School Student
.CSv fo rmat. 5 Tuesday January 543132 1/5/2003 2018 High Scheol Student
Tuesday February 6464565 1/6/1995 2018 High School Student
Tuesday March 2360483 1/7/1395 2018 High School Student
Tuesday April 343 1/8/1995 High School Student
. Tuesday  May 2242 1/9/2995 High School Student
Note: First name and last
name fields cannot contain spaces.
8' Upload the ﬁle 4. Browse and Upload File:
Click Browse... to select the spreadsheet file you created in Step 2. Browse...
i 5. Submit
9 : CI Ic k create Accou nts' Click Create Accounts to create accounts from your data file and review the resuits.
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 Sl gub Bk Kin K theno B otk ek e tho Rk o em
or missing data. i

0

Create Student Accounts

Account Creation Summary

A 4

» View list of student accounts
» Create information sheets for student accounts

» Retum to Create Student Accounts

0

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.

Accounts Created: 11

11. Click View list of student
accounts to see the student name,
account name and temporary password.

Created by: JuliePro Ntem

Students may now sign in to these accounts when you Ea'“l! created: Dec 03, 2013
give them their account names and temporary passwords. £ HT

* Account names with a star have had data added to make them unique.

e If an account name already exists in Hacc Accoum Name Rasseon Bradene
the system, it will be marked with an e Eenica o s
* to indicate the system added data to el £t i i
Ryan Thompson §735thompson Kfxajuuy 2018
the account name tO make It Unique. Taylor Nanning G451nanning ofrhsmsq 2018
e Once a student signs in and resets Maddo Jones 645312jones yhyyvast 2018
their password, the password listed Gage Jackson 85465jackson hakveunm 2018
on this report will be replaced with o i i3 -
“Password has been reset by the N i i s -
” COPPA Restricted 654 3thomas G543thomas wifnitpc 2018
St u d e nt . COPPA Restricted 55smith2 *55smith2 Jlefaksv 2018
COPFA Restricted 6453rocs G453rocs nzymjcgn 2018
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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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.

Example of a student information sheet:

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.
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Create Information Sheets

Customize this template to create a batch of information sheets -- one for each of the accounts in this batch. Fields left blank will not

appear on the information sheets.

Text in the boxes below is from the last saved version — you may restore the original before any editing

Include System =) yee @ No
Name and Logo? )

Header Text: gjgning in to Your Accow

Introduction Text: se the following
information to sign
in to your new
account at

Name: (Name will be displayed)

Account Name: (Account Name will be displayed)

Temporary (Password will be displayed)
Password:

Instructional Text: :
Styles El Font
O =

= 2y

| =] | size[ =] | Color

[ »

| =] Highlight [ ]

Click "Sign In"

[ O P R o

Have fun!

Visit http://thaveaplaniowa gov

Enter your account name and temporary password
Reset vour password to middle name
Click on Your Portfolio, then Your Profile, then The

Basics - make sure your personal information is accurate
and update it if necessary

This is the same system
name and logo that
appears on all student-
facing pages.

This header will be a bold
title in & larger font.

Edit this text or leave the
default text to introduce
users to this process.
Leave it blank if you don't
want text in this place

These fields cannot be
edited. They will appear in
a larger, bolder font than
the text above and below.

Edit this text to offer
additional instructions or
guidance. You may leave
the default text if it meets
your needs. Leave it blank
if you don't want any more
text on the page.
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Signing in to Your Account on | Have A Plan lowa

Use the following information to sign in to your new account at hitp:/fihaveaplaniowa.gov

Name: John Smith
Account Name: rihigh12345
Temporary Password: 12345567

1. Visit htip:/ihaveaplaniowa.gov
2. Click "Sign In"

3. Enter your account name and temporary password

4. Reset your password fo middle name

5. Click on Your Portfolio, then Your Profile, then The Basics - make sure your personal information is accurate and update

it if necessary

Have fun!

Matalie Doe

Lizzie May

COPPA Restricted 6543thomas
COPPA Restricted 55smith2

COPPA Restricted 6453rocs

456doe
G542may
G543thomas
*56smith2

G453rocs

YWWizZjxs
JZguwhbnj
wifnitpe
jlefaksv

nzZymjcgn

2018
2018
2018
2018
2018
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