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Institution Admin Updates—January 2017 
ACT Online PrepTM 2016 Release Administration User Guide Supplement 

Introduction 

This document provides supplemental information and procedures to be used with the “Institution 

Admin Role” chapter of the ACT Online Prep 2016 Release Administration User Guide. 

What are the Updates? 

The Institution Admin dashboard in ACT Online Prep (AOP) has been updated to streamline the 

process of uploading users and adding them to groups. The updates include: 

● Bulk importing of groups

● Importing students or teachers directly into a group

● Presetting the Learning Plan date

● Leaving the password field blank for new students or instructors

Bulk Importing of Groups 

In addition to the usual method of creating groups one-by-one (see “Setting up Classrooms” in the user 

guide), there is now an “Upload Multiple” option for creating multiple groups in one action. This can be 

especially useful for schools that require many groups.  

This feature allows you to simultaneously through a CSV import: 

 create new groups

 upload new students

 upload new instructors

 assign students/instructors to groups

It can also be used to: 

 import new users directly into existing groups

 add existing users to existing groups

 convert a student account into an instructor account, and vice versa

Note: It cannot be used to change a user’s personal information (name, email address, password), and 

the import will fail if the name or email address of an existing user is typed incorrectly. 
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How to Use This Feature 

To use this feature, take the following steps. 

1. Open the Institution Admin dashboard, select the New Group button, and then select Upload 

Multiple from the drop-down list. 

 

2. On the screen that appears, follow the instructions to create and upload a CSV file with the 

appropriate data and formatting. The instructions are also included here: 

a. Locate the following information for each user. 

 

b. Create an Excel spreadsheet with five headers: group_name, name, email, password, 

and user_type. All five headers are required (regardless of whether or not you fill in the 

optional fields) and must be entered into the spreadsheet exactly as shown. At this point, 

the spreadsheet should look like this: 

 

c. Add each user’s information below the headers. Leave the optional fields blank if you 

aren’t uploading that information. The spreadsheet should now look like this: 

 

d. Save the spreadsheet as a .csv file (not a.xls file) and then select the Import button on 

the screen to upload it. 
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3. New users receive an email that prompts them to activate their account. User’s email filters and 

settings need to allow emails from @onlineprep.com.  

Importing Students/Teachers Directly into a Group 

& Presetting the Learning Plan Date  

For those who prefer to continue creating groups individually, new features added to the one-by-one 

group creation tool “New Group” (formerly, “New Classroom;” see “Setting up Classrooms” in the user 

guide) now allow the Institution Admin to upload new students and teachers directly into a new or 

existing group.  

You may also automatically set the Learning Plan date for all users in the group through this process. 

How to Use This Feature 

To use this feature, take the following steps. 

1. Open the Institution Admin dashboard, select the New Group button, and then select New 

Group from the drop-down list. 

 

2. On the Assign Name screen, enter a name for the group. If you wish, enter a learning plan date 

in the Preset Study Plan Completion Date field. Then, select the Next button. 
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3. On the Instructor Management screen, select the New Instructors button and select Upload 

Multiple from the drop-down list.  

  

4. On the screen that appears, follow the instructions to create and upload a CSV file with the 

appropriate data and formatting. The instructions are also included here: 

a. Locate the following information for each instructor: 

 

b. Create an Excel spreadsheet with three headers: email, name, and password. All three 

headers are required (regardless of whether or not you fill in the optional fields) and 

must be entered into the spreadsheet exactly as shown. At this point, the spreadsheet 

should look like this: 

 

c. Add each instructor’s information below the headers. Leave the optional fields blank if 

you aren’t uploading that information. The spreadsheet should now look like this: 
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d. Save the spreadsheet as a .csv file (not an .xls file) and then select the Import button on 

the screen to upload it. 

5. You are returned to the Instructor Management screen. The instructors you just imported now 

appear under “All Available Instructors.” 

 

They will also appear under “Recently Added Instructors.” This is useful for institutions with 

dozens or hundreds of instructors. 

 

6. Check the boxes next to the instructors you want to assign to this group and select the Assign 

button. Then select the Next button.  

7. On the Student Management screen, repeat the same process to upload and assign students:  

a. Select the New Student button and select Upload Multiple from the drop-down list.  



6 

b. Create an Excel spreadsheet of student information with three headers: email, name, 

and password.  

c. Save it as a .csv file (not an .xls file) and upload it. 

8. When finished, select the Finish button. 

9. New users receive an email that prompts them to activate their account. User’s email filters and 

settings need to allow emails from @onlineprep.com.  

Leaving the Password Field Blank  

Previously, AOP required three values to create a new user: name, email address, and password. The 

Institution Admin now has the ability to add users (students or instructors) without assigning a 

password.  

When a new user account is created, the user receives an email that prompts them to activate the 

account. If a password was not assigned, a link provided in the email enables them to set a password.  

Note: Users’ email filters and settings need to allow emails from @onlineprep.com. 

How to Use This Feature 

There are two ways to create users without passwords. 

Method 1: One-by-one  

To use this feature when adding students or instructors one-by-one, take the following steps. 

1. Open the Institution Admin dashboard and go to either the Instructors or Students tab.  

2. Select New Instructors/New Students and select Add an Instructor/Add a Student from the 

drop-down list.  

3. On the next screen, type in the new user’s name and email address. Leave the password field 

blank. 

 

4. Select the Create button.  
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Method 2: Bulk Import 

To use this feature when uploading multiple students or instructors, take the following steps. 

1. Open the Institution Admin dashboard and go to either the Instructors or Students tab.  

2. Select New Instructors/New Students and select Upload Multiple from the drop-down list.  

3. On the next page, upload a CSV.  

a. Locate the following information for each student/instructor: 

 

b. Create an Excel spreadsheet with three headers: email, name, and password. It should 

look like this: 

 

c. Add the name and email address for each user. Leave the password column blank, but 

do not delete the header. The spreadsheet should now look like this: 

 

d. Save the spreadsheet as a CSV (not an .xls file) and upload it using the form on the 

page.  

 




