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Think Central Student Promotion

After each school year student accounts in ThinkCentral need to be moved up to the next grade. This guide will assist
you with the process of advancing students as well as deactivating students that are leaving your school or district.

Note: If you do not want students to see products from the previous year, refer to the guide Removing Students from a
Class in ThinkCentral available on www.help.thinkcentral.com and have your teachers remove the students from last
year’s classes.

. . . L. R Welcoma tn ThnkCentral -
1. Login to your District or School Administrator ThinkCentral Account. T 2 e

2. Click on Users and go to the Manage Users Screen. Select Student from the User Type drop down.
Click Find.

Find user accounts

User type: |Select a User Type & First name: I:l
Distict and Schools Wekeme
e veme b, s s st sng sl b s, (PR R it Select a User Type Last R l:l
District Administrator ast name:
= School Administrator ) User name: l:l
Teacher

[show ina

[Add... ] [ Import users... ]
3. A student list will appear and look like this: Click Export users at the bottom.
User Name | First Name | Last Name | School Status
12345 Tia Tidmore ZZ Mational Training Sch A Active
laarond Aaron Dittmer ZZ Mational Training Sch A Active
laaronk Aaron Kiela ZZ Mational Training Sch A Active
laauriemma Auriemma Alfred ZZ Mational Training Sch A Active
labdelmalikt Abdelmalik Tulemat ZZ Mational Training Sch A Active
labdullaha Abdullah Assaf ZZ Mational Training Sch A Active
labdullahb Abdullah Bata ZZ Mational Training Sch A Active
labdullahw abdullah Wazwaz ZZ Mational Training Sch A Active
labdulrehmanm Abdulrehman Mubarik ZZ Mational Training Sch A Active
l1abigailm Abigail Miller ZZ Mational Training Sch A Active
labigailt Abigail Trainor ZZ Mational Training Sch & Active
ladamb Adam Betouni ZZ Mational Training Sch A Active
ladamn Adam Mewtoff ZZ Mational Training Sch A Active
ladams Adam sinclair ZZ Mational Training Sch A Active
ladamy Adam Yousef ZZ Mational Training Sch A Active
laddisonw Addison wWinter ZZ Mational Training Sch A Active
ladrian Adrian Jaime ZZ Mational Training Sch A Active
ladriana Adriana Cyganska ZZ Mational Training Sch A Active
ladrianj Adrian Jaime ZZ Mational Training Sch A Active
ladrians Adrian Szczurek ZZ Mational Training Sch A Active
1 - 20 of 1088 Records 4 - pagEEDr 55 & Bl
[Add, ] [ Import users ] [ Export users ]
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4. A new window will launch. Click Open. A temporary internet file will appear. Click on your File then click Open:
You may want to save the file to your computer before continuing.

File Download

Do you want to open or save this file?

@ Mame: Admin_export_of _students_00184656.zip
Type: Compressed (zipped) Folder

From: wwmw-ké thinkcentral.com

open | [ Sove

] [_Cancel

save this file. What's the risk?

While files from the Interet can be useful, some files can potentially
harm pour computer. [f you do not tust the source, do nat open or

oot ot st 0¥, )0

oo o vain. e . ok
L T T T e e

File Download

Do you want to open this file?

file. What's the risk?

X

] ] Mame; Admin_expart_of_students_D0184656.csv
el Type: Microsoft Office Excel Comma Separated Yalues File

‘While: files from the: Intemet can be useful, some files can potentially
harm paur computer. I you do not bust the source, do nat open this

5. The file is a CSV file and should similar to this:

A | B [ ¢ | b | E F c | " [ 0 [ J | k [ L | W [ w [ o | P |
1 |Action School PIDUser NamePassword |First Name Middle InitiLast MName Grade Student ID|Gender | Ethnicity |Spec Svc Eng Prof | Spec ConcEcon St Activednactive
2 88000091 12345 12345 Tia Tidmore 2 1 1 1 5 1 14 1A
3 | 85000091 1aarond 12345 Aaran Dittmer 4 2 1 1 1A
4 85000031 1aaronk 12345 Aaran Kiela 1 0 A
| & | BA000021 1aauriemr 12345 Auriemma Alfred 1 1] A
B | 88000031 1abdelmali 12345 Abdelmalik Tulemat 1 i A
7 88000091 1abdullaha 12345 Abdullah Asgaf 1 ] A
8| 88000021 1abdullahb 12345 Abdullah 1Bata 1 ] A
9] 88000091 1abdullahw 12345 Abdullah WWazwaz 1 1] A
10 88000091 Tabdulrehr 12345 Abdulrehman Mubarik 1 0 A
11 83000091 Tabigailm 12345 Abigail Miller 1 1] A
2] BR000021 1 ahigailt 12345 Abigail Trainar 1 1] A
13| 88000031 1adamb 12345 Adam Betouni 1 i A
14 88000031 1adamn 12345 Adam Mewtoff 1 ] A

*Note* you may use the Fill Down Feature of your spreadsheet to do the following steps.

6. Incolumn A put a “U” (update an existing student)

and Fill all the way down to the last name in the file.

7. Sort by Grade (column H) descending, so the students start with Kindergarten, and the highest grade 5 or 6.
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After you Sort; the file will put Kindergarten first, then your highest grade next and so on.

A [ B c [ o T E T F [ & H 1 [ ] [ w1 L [ wm [ N | o [ P
1 |Action School PICUser Name Password [First Narme Middle InitiLast Name Grade Student 1D Gender Ethnicity |Spec Svc |Eng Prof |Spec ConcEcon St Activedina
2 |u S8000021 | brid32062 wiisd Gilberto Briones [k 432062 2 i A
a|u 88000091 | clay hunter Clay T Iulford K 11111 2 7 B 2 14 A
4 U S8000021 | espd3131Ewiisd Jose Espino K 431915 2 i A
s U 85000091 gilbert abc123 Mlary Gilbert K 121212 1 7 B 2 14 1A
B U 58000021 | hard 31897 wiisd Carmen Harris K 431897 1 i A
= 88000021 | hard31898 wiisd Cecil Harris K 431898 2 2] A
a U 55000021 |lane104  bulldog Sarah Tidmore [k 1 1 1 1 1A
aju 83000021 Irgradek  password Readersi Teststudenf< o 1 1 1A
o U 55000021 moser 123abc sherry r moser K 123654 1 7 5] 2 14 1A
iy 58000021 |tred32171 wiisd Christopher Trevino K 432171 2 i A
12U 80000091 wild31912  wiisd Cristofer Willegas ik 431912 2 2] A
13 |u 88000021 gardinergh password | Gardiner GradeB B a 1 1 ey
14U 88000091 | stud? password | studdl a studd1 B u} A
15 |U 558000021 | studd2 password | studd2 a stud02 B o A
16| 88000091 | stud03 password | studdd a stud03 B u} A
7|y 558000021 | stud04 password | stud04 a studld B o A
18U 88000091 | stud0s password | studds a stud0s B u} A
=R 558000021 | studd& password | studlB a studlf B o A
200U 88000091 | stud0? password | studd? a studd? B u} A
21U 558000021 | stud0s password | stud03 a stud0d 5] o A
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8. If you want to make your highest grade inactive, column P needs to be changed from “A” (Active) to “D” (Deactivate).
You can also deactivate any students that are leaving your school or district.

12 U 83000021 ild231212  whisd Cristofer Yillegas K 431912 2 =3 A
13U 88000021 gardinergh password | Gardiner Gradeb <1 ] 1 1 1A
14 (U 88000021 studdi password | stud0l a studO1 B ] A
15 (U 40000091 stud02 password | stud02 El stud02 B ] A
16 (U 40000091 stud03 password | stud03 El stud03 B ] A
17 (U 00000091 stud04 password | stud0d El stud04 B ] A
18 (U §8000091 stud0s password | stud05 El studds B ] A
19 (U G8000091 stud0B password | stud0B El stud0B B ] A
0u 88000091 |studd?  password studd? & studd? 5} 0 A
1 u 88000091 |studdd  password stud0E & stud0g 5} 0 A
21U 88000091 studd9 | password studd¥ & stud0d 5} 0 A
3 (U 88000091 stud10 password stud10 & stud10 5} 0 A
M (U 38000091 |stud100 | password stud100 & stud100 B 0 A
5 U 38000091 | Twalincius 12345 User 2 =} 0 A
EU 88000091 wvild31912 whsd Cristofer Willegas K 431912 2 8 A
3| 88000091 gardinergs password |Gardiner Gradeb B u] 1 1 1D
14U 88000031 studdl password | studD1 a studdl B u] D
15U 880000591 studd2 password | studd2 a stud0z B u] D
B U 880000591 studd3 password | studd3 a stud0d3 B u] D
A 880000591 stud04 password | stud04 a stud04 B u] D
8| 88000091 studds password | studds a stud0s B u] D
Jgju 83000091 | stud0B password | studds a studdB B ] D
20|U 83000091 |studd? password | studd? a studd? B ] D
21U 83000091 |stud03 password | studdl a stud03 B ] D
22U 83000091 |studd9 password | studdS a studd9 B ] D
23U 83000091 |stud10 password stud10 a stud10 B ] D
24 |U 83000091 |stud100  password |stud100 (a stud100 B ] 8]
25 |U 85000031 1walincius 12345 User 2 ] 0 A

9. Be sure to begin by promoting the highest grade first.
10. In column G only, change the top of a grade group to the next grade and Fill that entire grade. In the pictures below,
the fifth grade is used as an example. Do this for each grade level.

Simpson B Simpson B Simpson 5] Simpson B

Grouch Grouwch H!- Grauch [ - =

Boop S Boop 5 Boop 5 B

Monster 5 Monster 5 Manster 5 Monster 15

Mouse 5 Mouse 5 Mauze 5 orse b

5 Bulldog 5 Bulldeg & Bulldog b

' & Studenta 5 Studenta 5 Studinla B

g Bunny 5 Bunny 5 Bunny =l

5 Duck 5 Dusck 5 Duck &

E] Frag 5 Frog 5 Frog B

Piggy ] Piggy 5 Piaay £ Pingy B

Galore 5 Galore 5 Galore 5 Galore B

Cal 5 Cat 5 Cat & Cat B

Bird 5 Eird 5 Bird | §mmm Bird B
Fudd 4 Fudd 4 Fudd d Fudd 4 =

11. The School PID MUST be 8 characters long (column B). Preceding zeros may have been dropped when the
spreadsheet opened.

12. Highlight the column and Format as a custom number. Enter 00000000 as your custom number. Click OK.
This will make all of the School PID’s the required 8 digit number adding a preceding 0 in front of shorter PIDs.

A B | ¢ A =] | ¢ A B | €
1 |Action Schaol PID User Marr 1 |Action School PID_ User Man 1 |Action School PID User Man
T 2 |u B000DS |brid 32062 2 |u 05000091 |bria 32062
T Compees || S Lol || B[l
Tl BOD0S 1 mepd3151 Al BO00091 |esp43191 4 08000081 fespd3151
= : 5 [u 8000091 |gilbert 51U 08000091 Jailbert
5 U 5000091 | gilbert Blu 5000091 har43189 EU 08000091 |hara3189
6 U 8000091 hard3189; 7 |u 6000091 |hard3159 v 08000091 [hara3159
7 8000091 hard3189 alu 8000091 flane 104 Bu 08000091 lane104
g [u 8000091 lane 04 9u 8000091 {Irgradek EN[Y 08000091 firgradek
e 8000091 | Irgradek aoju BO00091 fmoszer %3 ggggggg} maser
10] 1 5000091 ftred3217 tre ’
%E ggggggl :':;?2'171 qzu B000DS1 fvil431912 12]u 08000091 fil431912
bon : 3|u 8000091 |gardirerg [EX[Y 08000081 |gardinerg
12U B000091 vil431912 Talu 8000091 |stud 14|u 08000081 |studdt
13 5000031 gardinergt 15U 5000091 |studo2 5y 08000091 |stud02
14U 8000031 studdi 1B [u 8000091 |studo3 16 U 08000091 |=tud03
15U 8000031 | stud02 azju B0000S1 |stud0d 17]u 08000091 |stud0a
1B U 8000031 | stud03 ag|u 000091 |stud0s 18U 08000091 |stud0s
17 5000091 | stud0d asju 8000091 |stud0B By EEANOA stud06
ey 2
18]y EOD03 ! s1ud0S 2 el s | o
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13. Save your file as a CSV and do not open it. Opening it may cause preceding zeros to be dropped.

Savein:  |[E} Deskiop v| @ -2 | @ X R -oTooks-

\ | My Dacuments
\__3 ‘ & My Computer
My Recent i\g My Mebwork Places
_ DocMERts 3] hows the disk drives and hardmare carmacted ko this computer. |
|
|5 (=] Mrcrasaft
Desktop |&Bother Fies
V) FOF Guides
: B Phone Log
‘_,_f (B Templates

My Documents lj Texas

| E.j HMHIT
:

My Computer

= File name: =}

- R ‘ [ Save ]
My Netwoark
Places | Save astypet | cov (Comma delimited) (*.csv) > Cancel

14. In the ThinkCentral Manage Users Screen, import your file into ThinkCentral. Click Import users.
Select Students. Browse to the file you saved. Click Start Import.

|* -‘ page D |:|F 55 b' b'l Type of users: O Teachers @& Students
Select import file (CSV): |YnurF|Ie |[ Browse.
‘ Add... ‘ | Import users... | ‘ Export users... ‘
If you are in need of further assistance, please contact us at
Digital Customer Services.
1-800-210-9157
techcare@hmhpub.com
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