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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. 
 
1. Login to your District or School Administrator ThinkCentral Account.     
 
 
 
 
 
 
2. Click on Users and go to the Manage Users Screen.  Select Student from the User Type drop down.  

Click Find.     
 
 
 
 
 
 
 
 
 
 
 
 
3. A student list will appear and look like this:  Click Export users at the bottom. 
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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. 

 
 

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

 
 
 
 
 
 
 
 

 
 
 

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

6. In column 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. 
After you Sort; the file will put Kindergarten first, then your highest grade next and so on. 
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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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 
 
 
 
 
 
 
 
 
 
 
 
 
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. 
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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. 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
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. 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

If you are in need of further assistance, please contact us at  
Digital Customer Services. 

 
1-800-210-9157 

 
techcare@hmhpub.com 

 

 

  


