Creating and uploading users in Google Apps
Download this document by clicking here.

In Google Apps, users are created through the Organization and Users tab. Each user can only
exist in 1 organization but may appear in many groups. Groups are covered here.

The most complicated aspect is creating the CSV or Excel spreadsheet with the correct details on it.
There are a number of ways to approach this and they are listed below.

| would add users into a separate organization for each year group. This helps with management and
removing them later on.

To get a list of users, talk to whoever manages your MIS data, such as SIMs, (usually office/admin
staff) and ask them to create a CSV or Excel file for each year group. Ideally this will have first name
in one column and last name in another.

Google requires four columns. The first is email address, then first name, last name and then finally
password. | am going to use Excel to create this CSV file. | would also advise making the email
address the same as the logons for other tools, such as the school network or Purple
Mash/TTRockstars and so on.

In our school, we now use first initial, 4 letters of surname and year of entry to Year R, but in many
others they use firstname.lastname. It is your choice and I'll show you both.

To get an example template spreadsheet to fill in, scroll down this document to ***
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https://docs.google.com/document/d/19DoxUCnJ9UvOlYwaeXoUtpR9QtugKiiEY9D9gc9jKRM/edit?usp=sharing
https://docs.google.com/document/d/1pS2LJO9MGgbeyvmQDQGqyrfe7uty4--bZHcuTNY6ixg/edit?usp=sharing
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Then drag this down to replicate.

| would strongly suggest saving this as
an Excel file now. If there are any
changes/problems then you have the
editable document to come back to.

Once it is saved as a CSV, it is harder to
come back and edit the formula.
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It is possible to choose anything for a username,
it just requires a different formula in Excel.
Follow the first two steps above to get to the
stage on the left. There are a few different
variations, so | have listed them below.
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To get Kevina, type:

=CONCATENATE(B2, LEFT(C2,1))

This will take all of B2 and just the first letter of
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If you wanted the first two letter of the surname,
change it to:
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To add a digit on the end (such as the year of
entry) simple add

&"09" onto the end making your formula:
=CONCATENATE(B2, LEFT(C2,1))&"09"

& meaning: all of that formula as well as 09
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To upload to Google Docs, you will also need to
save it as a CSV file.

Choose File and then Save As and choose
CSV. You may need to press OK a few times for
it to let you save it!

Uploading to Google Apps

***This does enable you to download an example template for you to use***

To add new users, click the Users
button.

Add new user  Bulk upload users

Click Bulk Upload Users




Attach CSV or download the CSV
template to get started.

ATTACH C3V
Mot sure how to get started?
« Download blank CSY template
« Download user's infoin a CSV file
YOUR TASKS !n the top-rlght, it V\{I”.te” you that it
is uploading and will inform you
when it is completed or if there were
Completed any errors. If there are errors,
download the log and have a look at
@ Bulk upload user info completed what went wrong.

Did you put / before the org units?

@ User info CSV file is ready to download.
Download CSV

It will look like nothing has
happened so refresh the page and
your users will now be there.

Year 6

If you click on their organisation on
the left, they should be in the
correct places too.




