User Account Batch Wizard

Last Modified on 03/26/2024 11:38 am CDT

Tool Search: User Account Batch Wizard

The User Account Batch Wizard allows users to batch create student and staff user accounts using the census
email address or a username pattern, enable student and staff user accounts, disable student and staff user
accounts, force a password reset for student and staff user accounts, and add or remove user groups for user
accounts en masse.

Accounts can be modified for all students or staff within a selected school(s) or for specific users. You can also
preview the changes that will be made prior to initiating modifications within Campus.

This article includes the following topics:

e Enabling Student and Staff Accounts
e Creating Student Accounts
e Creating Staff Accounts

This tool does not feature the ability to delete user accounts en masse. This option is not available due to the
dangers mass deleting user accounts can introduce throughout Campus. Instead of deleting accounts, users
are encouraged to disable them. If users have forgotten their account usernames and/or passwords, they are
encouraged to use the Forgot Your Username? and Forgot Your Password? recovery options found on the Campus
login page.

User Account Batch Wizard vr User Management > User Account Administration > User Account Batch

User Account Batch Wizard

This 100l can be used to baleh create, enable or disable student and stafl acoounts. or flag them for password change. Alsa. 1o batch add or femove one or more ser groups from staff accounts. Select schoalis) or search for
‘specific student(s)istaff for batch update.

1. Account Type
2 Ghange Type [ Enable Account ~

3. Additional Account Information

(®) Enable user accounts for all active students in the selected calendar(s)
24.25 Basha High School

2024 - A4 TEMPE - REGULAR

2024 - AAED - REGULAR [}
2024 - AAG - REGULAR

2024 - AAQG - REGULAR

2024 - ABAT - REGULAR

2024 - ABHSE - REGULAR

2024 - ACCE - REGULAR

2024 - ACCM - REGULAR

2024 - ACESG - REGULAR

2024 - ACESP - REGULAR

2024 - ACEST - REGULAR

2024 - ACPHS - CEC

2024 - ACPHS - CLC

2024 - ACPHS - EDGE

2024 - ACPHS - HILL &

“Ctrl-click or Shift-click to select muliple
) Enable user accounts for selecled students

Image 1: User Account Batch Wizard

In order to access the User Account Batch Wizard, you must be granted the Student Information System
Product Security Role.

Enabling Student and Staff Accounts

The Enable Account option allows you to enable user accounts for all students or staff within a school(s) or for
specific set of users. See the following sections below for more information.

e Enable User Accounts for All Students or Staff in a Selected School(s)
e Enable User Accounts for All Selected Students or Staff
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User Account Batch Wizard

This tool will allew for batch ereation, enabling, disabling, and flagging for password change of user accounts via school filter or search and select.

1. Account Type Students ¥
|2. Change Type | Enable Account v I

3. Additional Account Information

'®! Enable user accounts for all students in the selected school(s)
AREnEnded

AREnNoShow

AREnPrimary

AREnSecondary

BOE

Booth Hill Elementary School
CSReporiEnded
CSReporthoShow
‘CSReportPrimary
‘CSReportSecondary
DAEWStudentPrimary

Daniels Farm Elementary School
Frenchtown Elementary School
GrRepEnded

GrRephoShow

GrRepPrimary -
‘Ctrl-click or Shift-click to select multiple

() Enable user accounts for selected students

Preview Ghanges | | Save Changes

Image 3: Enabling Accounts

Enable User Accounts for All Students or Staff in a Selected
School(s)

To enable all user accounts for all students or staff within a selected school(s):

1. Select an Account Type.
o Students - Select this option to enable student accounts within the selected school(s).
o Staff - Select this option to enable staff accounts within the selected school(s).
2. Select a Change Type of 'Enable Account'.
3. Mark the Enable user accounts for all students in the selected school(s) OR Enable user accounts
for all staff in the selected school(s) radio button.
4. Select which school(s) will have user accounts enabled. To select multiple schools, hold the CTRL button while
selecting each school.
5. To preview a list of all user accounts that will be enabled, click the Preview Changes button. A report will
appear in CSV format.
6. To initiate the enabling of student or staff user accounts, click the Save Changes button. A report will appear
in CSV format, detailing all user accounts enabled (see Image 6).

Student Accounts - Accounts will be enabled for students who currently have a disabled user account and
have a current or future enrollment record in the selected school(s).

Staff Accounts - Accounts will be enabled for staff members who currently have a disabled user account and
have a current district assignment record in the selected school(s).

Student Accounts Staff Accounts
ensing, dsatin, and tsgging ——
T
ol
1 Accont Ty Sudens ¥ |
2 Change Tpe| EnsloAccount v 1. Accountype sst v

3. Addional Account Inormation

2. Change Type| Enable Account v
" Enable user accounts fo ai students inthe seected schools)

r
'ACCEL Early Leaming - 3. Addiional Account nformation
|ACCEL East Campus ©
|ACCEL Metro Campus Enable user accounts for al staffin th selected school(s)

‘Andersen Elementary School

o ‘Autism Academ for Education and Develop
Basha Elementary School Auer Elementary School

‘Sencal 22 Aspie Academ;
Banner Academy
Basha Elementary School
Basha High Schoot
Bogle JuniorHigh Schoot
Bologna Elementary School

" Enable user accounts for selected stal

Prevew Changes Save Changes
——

Enable User Accounts for Selected Students or Staff

To enable user accounts for a specific student or staff:

1. Select an Account Type.
o Students - Select this option to enable specific student accounts within the selected school(s).
o Staff - Select this option to enable specific staff accounts within the selected school(s).
2. Select a Change Type of 'Enable Account'.
3. Mark the Enable user accounts for selected students OR Enable user accounts for selected staff
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radio button.

4. Enter search criteria for the student or staff member (e.g., Last Name, First Name, Gender, Grade) or staff
(e.g., Last Name, First Name, Title, Role) and click the Search button. Users matching search criteria will
appear in the window on the right.

Search results are district-wide.

5. In the B. Select a person to add to edit list window, select the name of each person who will have their
user account enabled. When a person is selected, their name will appear in the C. Click on a person to
remove from list window.

6. To preview a list of all user accounts that will be enabled, click the Preview Changes button. A report will
appear in CSV format.

7. To initiate the enabling of student or staff user accounts, click the Save Changes button. A report will appear
in CSV format, detailing all user accounts enabled (see Image 6).

Student Accounts - Accounts will be enabled for selected students who currently have a disabled user
account and have a current or future enrollment record.

Staff Accounts - Accounts will be enabled for selected staff members who currently have a disabled user
account and have a current district assignment record in the selected school(s).
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Below is an example of the CSV report that will generate once theSave Changes button is selected (Image 4).

User Account Batch Wizard Report
Generated on 09/26/2017 02:49:03 PM
Account Type: students

Change Type: enableAccount

Total number of accounts: 1

LastName FirstName MiddleName Username
Makil Emilie Tester 1111111

Image 4: Example of the Enabled Accounts Report

Creating Student Accounts

The Create Account option allows you to create user accounts for all students within a school(s) or for specific
students. Options are available for determining how username and passwords are automatically created, as well
as the default homepage (Campus Portal, Campus Student).

» Click here to expand...

Creating Staff Accounts

The Create Account option also allows you to create user accounts for all staff within a school(s) or for specific
staff members. Options are available for determining how usernames are automatically created, as well as the
default homepage (Campus Tools, Campus Instruction).

» Click here to expand...

Password
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Each account created will require the staff member go through the account activation process. During this
process, their password will be established.

This section is not available if the Authentication Type is set to LDAP or SAML as account passwords are
controlled and managed via your IDP.

Password
Each account generated will requirs account activation.

For more information about communicating usernames and helping users log into their new account, see the
Informing Users of Newly Created User Accounts section below.

If generating random passwords for users, it is critical you follow the steps detailed in the article linked above.
This is the only way to properly have a users log in and set their own password if a random

password was established by Campus.

Homepage

Once User Group and Username criteria has been established, determine the Homepage of the accounts. The
Homepage indicates whether the staff will default to Campus Tools or Campus Instruction when logging in.

Your pattern example: Doe.Jane.567891234(...1, 2, etc. if username already exists)
Password

Each account generated will be assigned a randomly generated password.
Homepage P
‘Campus Tools .

Image 14: Setting the Homepage

For example, if the Homepage is set to 'Campus Instruction’, each generated staff account is defaulted to a
Homepage value of 'Campus Instruction’, meaning they will be sent to Campus Instruction when logging into
Campus. This value is set on the user's User Account tab.

User Account ¥ User Management > User Account Administration > User Account

- Tester, Nate 2}

User Account Detail natetester

User Account Information

User Credentials Authentication Information

Homepage Authentication Type Authentication Options

l Campus Instruction v l [ Local Campus Authenti.. v () Exclude from Multi-Factor Authentication and New Device
Notifications

Username * () Time-Based Two-Factor Authentication

() Force Password Change
Account Expiration Date

month/day/year E

(C) Disable Account

Image 15: Example of Where the Homepage Value is Set Within Campus

Create User Accounts for All Staff in a School or Select Staff
Members

Once User Group, Username, Password, and Homepage criteria is set, you must determine which staff members
will have user accounts created. User accounts can be created for all staff within a selected school(s) or for a
specific set of staff members. See the following sections below for more information about these two options.

All accounts created require a password change upon first login.

For more information about creating letters and emails to inform users of their new user account, see the
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Informing Users of Newly Created User Accounts section below.

To

create user accounts for all staff within a selected school(s):

. Select an Account Type of 'Staff'.

. Select a Change Type of 'Create Account'.

. Set User Group, Username, Authentication Type, Password, and Homepage criteria (as described in the
sections above).

4. Select the Create user accounts for all staff in the selected school(s) radio button.

. Select which school(s) will have all staff user accounts created. To select multiple schools, hold the CTRL
button while selecting each school.

. To preview a list of all user accounts that will be created, click the Preview Changes button. A report will
appear in CSV format.

. To initiate the creation of staff user accounts, click the Save Changes button. A report will appear in CSV
format, detailing all user accounts created.

Password
Each account generated will requirs account activation
Homepage

‘Campus Tools v

') Create user accounts for all staffin the selected school(s)

23 Day Preschool - NHLG (Non Rpt) -
2/3 Day Preschoo - ZLE (Mon Rpt)

5 Day Preschool - NHLG

A Rock School

Adult Academic Program

Armsirong Credit Recovery

Cooper Gredit Recovery

Core School

Crystal Leaming Center (Non Rpt)

CS Gampus Student

Early Adventures - Neill

Early Adventures- PLE

Eary Childhood (ECSE)

ECFE - EPA (Non Rpt)

ECFE - FLT (Non Rpt)

ECFE NHLC (Non Rpt) -

*Cirl-click or Shift-click to select multiple

() Greate user accounts for all selected staff

Preview Changes ‘ | Save Changes

Image 16: Creating Accounts for All Staff Members in a School

To

1.

2
3.
4

create user accounts for a specific staff members:

Select an Account Type of 'Staff'.

. Select a Change Type of 'Create Account'.

Set User Group, Username, Password, and Homepage criteria (as described in the sections above).
. Select the Create user accounts for all selected staff radio button.

. Enter search criteria for the staff member (e.g., Last Name, First Name, Gender, Title, etc) and click the
Search button. Staff members matching search criteria will appear in the window on the right.

Search results are district-wide.

. In the Select a person to add to edit list window, select the name of each staff member which will have
their user account created. When a staff member is selected, their name will appear in the Click on a
person to remove from list window.

. To preview a list of all user accounts that will be created, click the Preview Changes button. A report will
appear in CSV format.

. To initiate the creation of staff user accounts, click the Save Changes button. A report will appear in CSV
format, detailing all user accounts created.

Q Creale user accounts for all stafl in the selected school(s

% Greate user accounts for all selected stalt

‘Search for person Select a person to add to edit list Click on a person to remove from list

Last name Tester, Core - corstester Tester, Core - corstester -
First name l:l Tester, Ty - Ty1977 Tester, Ty - Ty1877

S

e ]
Roe [ v]

B L —
sosa
| Preview Changes | | ‘Save Changes
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Image 17: Creating Accounts for Specific Staff

Below is an example of the CSV report that will generate once theSave Changes button is selected (Image 18).

User Account Batch Wizard Preview
Generated on 10/26/2017 02:17:30 PM
Account Type: staff

Change Type: createAccount

Number of successful accounts: 2
Number of errors: 2

LastName FirstName MiddleName ResultType Username IsCollisionResolution ErrorMessage

Johnson Jane success  Testl@testcom FALSE

Johnson Tester success  Testa@test.com FALSE

Johnson staff Lee error Unable to generate account for this staff member. No email available to use as username.
Johnson Test error Unable to generate account for this staff member. No email available to use as username.

Image 18: Example of the CSV Report Detailing Created Accounts

Disabling Student and Staff Accounts

The Disable Account option allows you to disable user accounts for all students or staff within a
calendar(s) or for a specific set of users. See the following sections below for more information.

e Disable User Accounts for All Students or Staff in a Selected Calendar(s)
e Disable User Accounts for All Selected Students or Staff

User Account Batch Wizard

This tool can be used to batch create, enable or disable student and staff accounts, or flag them for password change.
update.

1. Account Type
2. Change Type | Disable Account v I /

3. Additional Account Information

® Disable user accounts for all active in the sel; d calendar(s)
2021-22 2/3 Day Preschool - NH ~
2021-22 2/3 Day Preschool - ZL

2021-22 5 Day Preschool - NHLC

2021-22 Adult Academic Program

2021-22 C & T OUT (Non Rpt)

2021-22 Cooper Credit Recovery

2021-22 Early Adventures - Nei

2021-22 Early Adventures- PLE

2021-22 Early Childhood (ECSE)

2021-22 ECFE - FLT (Non Rpt)

2021-22 ECFE NHLC (Nen Rpt)

2021-22 ECFE NHLC Preschool

2021-22 FAIR School - Crystal

2021-22 FAIR School Pilgrim La

2021-22 Forest Elementary

2021-22 Highview Alternative P -

*Ctrl-click or Shift-click to select multiple

O Disable user accounts for all selected students

‘ Preview Changes ‘ ‘ Save Changes

Image 19: Disable Account Option

Disable User Accounts for All Students or Staff in a Selected
Calendar(s)

To disable all user accounts for all students or staff within a selected calendar(s):

1. Select an Account Type
o Students - Select this option to disable all students within a selected calendar(s).
o Staff - Select this option to disable all staff within a selected calendar(s).
2. Select a Change Type of 'Disable Account'.
3. Mark the Disable user accounts for all students in the selected calendar(s) OR Disable
user accounts for all staff in the selected calendar(s) radio button.
4. Select which calendar(s) will have user accounts disabled. To select multiple calendar, hold the
CTRL button while selecting each calendar.
5. To preview a list of all user accounts that will be disabled, click the Preview Changes button. A
report will appear in CSV format.
6. To initiate the disabling of student or staff user accounts, click the Save Changes button. A
report will appear in CSV format, detailing all user accounts disabled.
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Student Accounts

User Account Batch Wizard

This tool can be used to baich create, enable or disable student and staff accounts, or flag them for password change.
update.

Staff Accounts

This tool can be used to batch create, nable or disable student and staff accounts, or la
update

1. Account Type
2. Change Type | Disable Account v

3. Additional Account Information

© Disable user accounts for all active students in the selected calendar(s)
2021-22 2/3 Day Preschool - NH -
202122 2/3 Day Preschool - ZL
2021225 Day Preschool - NHLC
202122 Adult Academic Program
2021-22 G & T OUT (Non Rpt)
202122 Cooper Credit Recovery
2021-22 Early Adventures - Nei
2021-22 Early Adventures- PLE
2021-22 Early Childhood (ECSE)
2021-22 ECFE - FLT (Non Rpt)
202122 ECFE NHLC (Non Rot)
202122 ECFE NHLC Preschool
2021-22 FAIR School - Crystal
202122 FAIR School Pilgrim La
2021-22 Forest Elementary
2021-22 Highview Alternative P -

“Ctrl-click or Shift-click to select multiple

O Disable user accounts for all selected students

1. Account Type
2. Change Type | Disable Account v

3. Additional Account Information

® Disable user accounts for all staff in the selected school(s)
273 Day Preschool - NHLC (Non Rpi) -
213 Day Preschool - ZLE (Non Rpt)

5 Day Preschool - NHLC (Non Rpt)

Adult Academic Program

Amstrong Credit Recovery

C&T OUT (Non Rpt)

Cooper Credit Recovery

Crystal Learning Center (Non Rpi)

Early Adventures - Neill

Early Adventures- PLE

Early Childhood (ECSE)

ECFE - EPA (Non Rpt)

ECFE - FLT (Non Rpt)

ECFE NHLC (Non Rpt)

ESC (Non Rpt)

FAIR School - Crystal -

*Ctrl-click or Shift-click to select multiple

O Disable user accounts for all selected staff

Preview Changes Save Changes

Preview Changes Save Changes

Disable User Accounts for All Selected Students or Staff

To disable user accounts for a specific student or set of students:

1. Select an Account Type

o Students - Select this option to disable specific students within a selected calendar(s).
o Staff - Select this option to disable specific staff within a selected calendar(s).

2. Select a Change Type of 'Enable Account'.

Mark the Disable user accounts for selected students OR Disable user accounts for all

selected staff radio button.

4. Enter search criteria for the student (e.g., Last Name, First Name, Gender, Grade) or staff (e.g.,
Last Name, First Name, Title, Role) and click the Search button. Users matching search criteria

will appear in the window on the right.

Search results are district-wide.

5. In the B. Select a person to add to edit list window, select the name of each person who will
have their user account disabled. When a person is selected, their name will appear in the C.

Click on a person to remove from list window.

6. To preview a list of all user accounts that will be disabled, click the Preview Changes button. A

report will appear in CSV format.

7. To initiate the disabling of student or staff user accounts, click the Save Changes button. A
report will appear in CSV format, detailing all user accounts disabled.

Student Accounts

User Account Batch Wizard User Account Bateh Wizard

Staff Accounts

s ety
— | AT ]

2 e e it B —

PP — - S———

O Disable us

® Disable user accounts for allsshected students. ® Disable user accounts for sl selected saff

ermre—

s e o s
e | |

[ —

e

e e S

Prevew Cranges || Save Changes | Provew Crangss | | Swa Crangse

Below is an example of the CSV report that will generate once the Save Changes button is selected

(Image 20).

User Account Batch Wizard Report
Generated on 09/20/2017 11:47:29 AM
Account Type: students

Change Type: disableAccount

Total number of accounts: 1

LastName FirstName MiddleName Username
Tester Jeff J testerjeff
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Image 20: Example of the CSV Report Detailing Disabled Accounts

Forcing a Password Change

The Force Password Change option allows you to force a password change for all student or staff user
accounts in a school(s) or for a specific set students or staff.

Only students with a student user account which is enabled and does not already have the Force
Password Change field selected will be forced to change their password.

See the following sections below for more information.

e Force a Password Change for All Students or Staff in a Selected School(s)
e Force a Password Change for All Selected Students or Staff

User Account Batch Wizard

This tool vill allow for batch creation, snabling, disabling, and flagging for password change of ussr accounts via school filter or search and sslect

1. Account Type| Sudents v |
| 2. Change Type| Force Password Change ¥ |

3. Additional Account Information

'®! Farce password change for all student accounts in the selected school(s)
AREnEnded -
AREnNoShow

AREnPrimary

AREnSecondary

BOE

Booth Hill Elementary School

CSReportEnded

CSReporttoShow

'CEReportPrimary

CSReportSecondary

DAEWStudentPrimary

Daniels Farm Elementary School

Frenchiovn Elementary School

GrRepEnded

GrRephoShow

GrRepPrimary -
“Chrl-click or Shift-click to select multiple

) Force password change for all selecled students

Preview Changes | | Save Changes

Image 21: Force Password Change Option

Force a Password Change for All Students or Staff in a Selected
School(s)

To force a password change for all student or staff accounts in a selected school(s):

1. Select an Account Type
o Student - Selecting this option means all students within the selected school(s) will be
forced to change their password.
o Staff - Selecting this option means all staff within the selected school(s) will be forced to
change their password. Staff are identified based on the presence of a District Assignment
record.

When forcing a password change for staff, the tool omits staff members with the following
Product Security Roles: Application Security, Finance, Human Resources, Open Market
Food Service, Payroll, Student Information System, Campus Learning.

2. Select a Change Type of 'Force Password Change'.

3. Mark the Force password change for all student accounts in the selected school(s) OR
Force password change for all staff accounts in the selected school(s) radio button.

4. Select which schools will have all student or staff accounts forced to change their password.

5. To preview a list of all user accounts that will be impacted, click the Preview Changes button. A
report will appear in CSV format.

6. To initiate the forcing of a password change for student or staff user accounts in the selected
school(s), click the Save Changes button. A report will appear in CSV format, detailing all user
accounts impacted.

Only students with an active user account, an active or future enrollment record in the selected

school(s), and does not already have the Force Password Change field selected will be required to
change their user account password.
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Student Accounts

User Account Batch Wizard

This tool will allow for batch creation, enabling, disabling, and flagging for password change of user accounts via school filter or search and select.

1. ccoun Ty Susens ¥ |
2 Ghange Tpe  Ferce P Crange v |

3. Additional Account Informafion

'®! Force passward change for all student accounts in the selected school(s)
ACCEL Early Learning -
ACCEL East Campus

ACCEL Metro Campus

ACES East

Andersen Elementary School

Andersen Junior High School

Arizona College Prep Erie Campus

Arizona Collsge Prep Oakland Campus

Autism Academy for Education and Develop

Auxier Elementary School

A7 Aspire Academy

Banner Academy

Basha Elementary School

Basha High Schoal

Bogle Juniar High Schoal

Bologna Elementary School -

Cirl-click or Shift-click to select multiple

(_ Force password change for al selected students

Preview Changes ‘ ‘ Save Changes

Staf

User Account Batch Wizard

This tool will allow for batch creation, enabling, disabling, and
select for both student and staff accounts.
Additionally, this tool allows users to to add or remove one or 1

1. Account Tyge| st v |
2. Change Type | Force Password Change ¥

3. Additional Account Information

(®! Force password change for all siaff accounts in the selected
ACCEL Early Learning

ACCEL East Campus

AGCEL Metro Gampus

ACES East

Andersen Elementary School

Andersen Junior High School

Arizona Gollege Prep Erie Gampus

Arizona College Prep Oakland Campus
Autism Academy for Education and Develop
Auwxier Elementary School

AZ Aspire Academy

Banner Academy

Basha Elementary School

Basha High School

Begle Junior High School

Bolagna Elementary School

*Ctrl-click or Shift-click to select multiple

' Force password change for all selected staff

Preview Changes ‘ | Save Changes

Force a Password Change for All Selected Students or Staff

To force a password change for specific students or staff:

1. Select an Account Type.

1. Student - Select this option to force a password change for specific students.

2. Staff - Select this option to force a password change for specific staff. Logic identifies staff
members by looking for user accounts set with a Homepage of 'Campus Application' and then

excluding some users based on their user group/product security roles.

When forcing a password change for staff, the tool omits staff members with the following
Product Security Roles: Application Security, Finance, Human Resources, Open Market

Food Service, Payroll, Student Information System, Campus Learning.

2. Select a Change Type of 'Force Password Change'.

3. Mark the Force password change for all selected students or Force password change for

all selected staff radio button.

4. Enter search criteria for the student (e.g., Last Name, First Name, Gender, Grade) or staff (e.g.,
Last Name, First Name, Title, Role) and click the Search button. Users matching search criteria

will appear in the window on the right.

Search results are district-wide.

5. In the B. Select a person to add to edit list window, select the name of each person who will
be forced to change their password. When a person is selected, their name will appear in the C.

Click on a person to remove from list window.

6. To preview a list of all user accounts that will be impacted, click the Preview Changes button. A
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report will appear in CSV format.
7. To initiate the forcing of a password change for all selected students or staff, click the Save
Changes button. A report will appear in CSV format, detailing all user accounts impacted.

Only selected students with an active user account, an active or future enrollment record in the

selected school(s), and does not already have the Force Password Change field selected will be
required to change their user account password.

Student Accounts

User Account Batch Wizard User Account Batch Wizard
This tool will allow for batch creation, enabling, disabling, and flagging for passward change of user zccounts via school filter or search and select. This tool il allew for batch creal
Additionally, this tool allows user:
1. Acsoum Type| Susers v |
e 1 AccountType Staft v |
2. Change Type | Force Password Change ¥
2. Change Type | Force Password C
3. Additional Account Information
—~ . 3. Additional Account Information
\ Force password change for all student accounts in the selected school(s)
'/ Force password change for all ¢
O ——————
'® Force password change for al selected students ) 7 % Force password change for all <
A Search for person B. Select a person to add to edit list C. Click on a person to remave from list Search for person
tsome | o s T—
Jahn - John555 -~
o o John - JohnB83 Lastnams |[rester
First name John - John838 S
. John - Johnd44 n - John First name
Cender \:| . John - John777
John - John 777
Crade v e |
Adhoc Filter | v Titke:
Search Role
Adhoc Fiter
Select All Remove Al
L
e
Preview Changes | | Save Changes

Below is an example of the CSV report that will generate once the Save Changes button is selected
(Image 20).

User Account Batch Wizard Report
Generated on 09/26/2017 03:34:45 PM
Account Type: students

Change Type: forcePasswordChange
Total number of accounts: 4

LastName FirstName MiddleName Username
John Tester Johns55
John Tester Johngag
John Tester Johnaas
John Tester John777

Image 22: Example of the CSV Report Detailing User Accounts Forced to Change Their Password

Adding User Groups to Staff Accounts

User Groups can be assigned to all staff user accounts within a school or for a specific set of staff
members. This functionality is useful in mass applying calendar rights and tool rights for all staff
members in a school or for a specific set of staff members (e.g., all teachers, specific counselors, etc).

User Groups are broken into the three following categories:

e Tool Rights Groups - These groups only contain tool rights and do not assign calendar rights.

e Calendar Group - These groups only contain calendar rights and do not assign tool rights.

¢ Mixed or Empty Group - These groups assign a combination of tool and calendar rights or they
are blank and contain no calendar or tool rights at the moment.

By separating user groups into these categories, users have more control over what types of rights
are assigned and can easily identify and sort through different user groups when assigning.
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User groups containing all schools and all calendars cannot be added to staff accounts

via the User Account Batch Wizard. User accounts requiring all schools/all calendars
must be handled manually.

See the following sections below for more information.

e Add User Groups for All Staff in a Selected School(s)
e Add User Groups for Specific Staff Members

User Account Batch Wizard

This tool will allow for batch creation, enabling, disabling, and flagging for password change of user accounts via school filter or search and select for both student and siaff accounts.
Addifionally, this tool allows users to to add or remove one or more user groups from multiple staff accounts at once.

1. Account Type
2. Change Type | Add User Groups v

3. Additional Account Informafion

Search Groups Click on a group to add to the list Click on a group to remove from list
Group Type | Galendar Group M Wildar 16-17 Calendar Wilder 16-17 Calendar a
Group Name: Wilder Admin Calendar
Wilder Calendar
Wilder PreSchool
Wilder SAGC Calendar
Seet 1

'®) Add User Groups fo all staff in the selected school(s)

A -
Ames Elementary

Arapahee High Schoal

Centennial Academy

Center for Online Studies

Center for Online Studies Evening S

East Elementary School

Englewood School District

Euclid Middle School

Field Elementary School

Franklin Elementary School
Goddard Middle School

Heritage High School

High School Cheice - AHS/HHSLHS
High School Choice - HHSLHS
Highland Elementary Schoal

*Ctri-click or Shifl-click to select multiple
() Add User Groups for selected staff

Preview Changes | | Save Changes

Image 23: Add User Groups Option

Add User Groups for All Staff in a Selected School(s)
To add user groups for all staff within a selected school(s):

1. Select an Account Type of 'Staff'
2. Select a Change Type of 'Add User Groups'.
3. Search for a User Group by first selecting the Group Type. Only user groups of this type will
appear in search results.
4. Enter the Group Name being searched. Only user groups of the selected type which matches the
group name entered will appear in search results.
5. Click the Search button. Search results will appear in the Click on a group to add to the list
window on the right.
6. Select which groups will be assigned to these user accounts. Selected groups will appear in the
Click on a group to remove from list window.
7. Repeat steps 1-6 If additional tool rights groups, calendar groups, or mix user groups should be
added.
8. Select the Add User Groups to all staff in the selected school(s) radio button.
9. Select which school(s) will have selected user groups assigned to all staff members. To select
multiple schools, hold the CTRL button while selecting each school.
10. To preview a list of all user accounts and what user groups will be added, click the Preview
Changes button. A report will appear in CSV format.
11. Select the Save Changes button. Specified User Groups have now been added to all staff
members in the selected schools.
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User Account Batch Wizard

This tool will allow for baich creation, enabling, disabling, and flagging for password change of user accounts via school filter or search and select for both student and staff accounts.
Additionally, this tool allows users to to add or remove one or more user groups from muliiple staff accounts af once.

pr—
2. Change Type | Add User Groups v

3. Additional Account Informafion

‘Search Groups Click on a group to add fo the list Click on & group to remave from list
Group Type | Calendar Group v 16-17 Calendar 16-17 Calendar =
Group Name: I:l Admin Galendar
Calendar
PreSchool
SACC Calendar
setect

(®) Add User Groups to all staff in the selected school(s)
AA -
Ames Elementary

Arapahoe High School

Centennial Academy

Cenler for Online Studies

Center for Online Studies Evening 5

East Elementary School

Englewooed School District

Euclid Middle Schoel

Field Elementary School

Franklin Elementary School

Goddard Middle School

Heritage High Schoal

High School Cheice - AHS/HHSLHS

High School Choice - HHSILHS

Highland Elementary School

*Cirl-click or Shift-click to select multiple
() Add User Groups for selected staff

Preview Changes | ‘ Save Changes

m

age 24: Adding User Groups for All Staff in a School(s)

Add User Groups for Specific Staff Members

To

1.
2.

add user groups for specific staff members:

Select an Account Type of 'Staff'
Select a Change Type of 'Add User Groups'.

3. Search for a User Group by first selecting the Group Type. Only user groups of this type will

10.

11.

12.

appear in search results.

. Enter the Group Name being searched. Only user groups of the selected type which matches the
group name entered will appear in search results.

. Click the Search button. Search results will appear in the Click on a group to add to the list
window on the right.

. Select which groups will be assigned to these user accounts. Selected groups will appear in the
Click on a group to remove from list window.

. Repeat steps 1-6 If additional tool rights groups, calendar groups, or mix user groups should be
added.

. Select the Add User Groups for selected staff radio button.

. Search for a person by entering identifying criteria (e.g., Last Name, First Name, Gender, Title,
etc) and click the Search button. Search results will appear in the window to the right.

Search results are district-wide.

Select which users will have user groups added by click on their name in the Select a person to
add to edit list window. Once a person is selected they will appear in the Click on a person to
remove from list window.

To preview a list of what user groups will be added for which people, click the Preview Changes
button. A report will appear in CSV format.

Once ready initiate the addition of the user groups, select the Save Changes button. Specified
User Groups have now been added to the selected users.
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User Account Batch Wizard

This tool will allow for batch creation, enabling, disabling, and flagging for password change of user accounts via school filter or search and select for both student and staff accounts.

Addifionally, this tool allows users to to add or remove one or more user groups from multiple staff accounts at once.

1. Account Type
2. Change Type | Add User Groups v

3. Additional Account Information

Search Groups

Group Type | Calendar Group v
N —

Click on a group o add to the list

Click on a group o remave from list

16-17 Calendar
Admin Calendar
(Calendar
PreSchool
'SACC Calendar

Select All

() Add User Groups ta all staff in the selecled scheol(s)

16-17 Calendar

*' Add User Groups for selected staff
Search for person

Lt rane

Select a person to add to edit list

Click on @ person to remove from list

‘Johnson, Carole - CMJohnson
‘Johnson_ Carolyn - CFJohnson
1Johnson. Geri - GJohnson

Johnson, Carole - CMJohnson
Johnson, Carolyn - CFJohnsen

concer | ]
I —
O —
L ——

Preview Changes | | Save Changes |

Image 25: Adding User Groups for Specific Staff Members

Below is an example of the report that is produced once user groups are added.

User Account Batch Wizard Report
Generated on 10/26/2017 02:34:39 PM
Account Type: staff

Change Type: addGroups

LastName FirstName MiddleName UserName GroupName
Johnson Carole CMJohnson 16-17 Calendar
Johnson Carole CMJohnson | Admin Calendar
Johnson Carole CMUohnson | Calendar
Johnson Carole CMiohnson | PreSchool
Johnson Carole CMJohnson | SACC Calendar
Johnson Carolyn CFJohnson | 16-17 Calendar
Johnson Carolyn CFJohnson | Admin Calendar
Johnson Carolyn CFlohnson | Calendar
Johnson Carolyn CFlohnson | PreSchool
Johnson Carolyn CFJohnson | SACC Calendar

Image 26: Example of the User Group Report

Removing User Groups to Staff Accounts

User Groups can also be removed from all staff user accounts within a school or for a specific set of
staff members. This functionality is useful in mass removing calendar rights and tool rights for all staff
members in a school or for a specific set of staff members (e.g., all teachers, specific counselors, etc).

See the following sections below for more information.

e Remove User Groups for All Staff in a Selected School(s)
e Remove User Groups for Specific Staff Members
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Infinite ;-

User Account Batch Wizard

This tool will allow for batch creation, enabling, disabling, and flagging for password change of user accounts via school fiter or search and select for both student and staff accounts.
Additionally, this tool allovis users to 1o add o remove one or more user groups fram multiple staff accounts at once.

1. Account Type| Stafl v |
2. Change Type Remove User Groups ¥

3. Additional Account Information
Search Groups Click on a group to add fo the list Click on = group lo remave from ist

Group Type | _Select User Group Type-- ¥ ~
o

Somiza

Im.

age 27: Remove User Groups Option

Remove User Groups for All Staff in a Selected School(s)

To

1.
2.
3.

10.

11.

remove user groups for all staff within a selected school(s):

Select an Account Type of 'Staff'

Select a Change Type of 'Remove User Groups'.

Search for a User Group by first selecting the Group Type. Only user groups of this type will

appear in search results.

. Enter the Group Name being searched. Only user groups of the selected type which matches the
group name entered will appear in search results.

. Click the Search button. Search results will appear in the Click on a group to add to the list
window on the right.

. Select which groups will be removed from these user accounts. Selected groups will appear in the
Click on a group to remove from list window.

. Repeat steps 1-6 If additional tool rights groups, calendar groups, or mix user groups should be
added for removal.

. Select the Remove User Groups to all staff in the selected school(s) radio button.

. Select which school(s) will have selected user groups removed for all staff members. To select

multiple schools, hold the CTRL button while selecting each school.

To preview a list of all user accounts that will have user groups removed, click the Preview

Changes button. A report will appear in CSV format.

Select the Save Changes button. Specified User Groups have now been removed to all staff

members in the selected schools.
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User Account Batch Wizard

This tool will allow for baich creation, enabling, disabling, and flagging for password change of user accounts via school filter or search and select for both student and staff accounts.
Additionally, this tool allows users to to add or remove one or more user groups from multiple staff accounts at once.

1. Account Type
2. Change Type| Remove User Groups ¥

3. Additional Account Information

Search Groups. Click on a group 1o add fo the list Click on a group 1o remove from list
Group Type | Calendar Group v 16-17 Calondar 16-17 Calendar -
GoupName | | Admin Calendar Admin Calendar
Calendar Calendar
Preschool PreSchool
SACC Calendar SACC Calendar
Serdt 2l
'® Remove User Groups from all staff in the selscted school(s)
AN -
Ames Elementary
Arapahoe High School
Centennial Academy

Center for Online Studies

Cenler for Online Studies Evening S
East Elementary School

Englewood School District

Euclid Middle School

Field Elementary School

Franklin Elementary School
Goddard Middle School

Heritage High School

High School Choice - AHS/HHS/LHS
High School Choice - HHSLHS
Highland Elementary School -

*Clrl-click or Shift-click to select mulfiple
) Remove User Groups for selected staff

Preview Changes | | Save Changes

Image 28: Removing User Groups for All Staff in a School(s)

Remove User Groups for Specific Staff Members
To remove user groups for specific staff members:

1. Select an Account Type of 'Staff'

2. Select a Change Type of 'Remove User Groups'.

3. Search for a User Group by first selecting the Group Type. Only user groups of this type will
appear in search results.

4. Enter the Group Name being searched. Only user groups of the selected type which matches the
group name entered will appear in search results.

5. Click the Search button. Search results will appear in the Click on a group to add to the list
window on the right.

6. Select which groups will be removed from these user accounts. Selected groups will appear in the
Click on a group to remove from list window.

7. Repeat steps 1-6 If additional tool rights groups, calendar groups, or mix user groups should be
added for removal.

8. Select the Remove User Groups for selected staff radio button.

9. Search for a person by entering identifying criteria (e.g., Last Name, First Name, Gender, Title,
etc) and click the Search button. Search results will appear in the window to the right.

Search results are district-wide.

10. Select which users will have user groups removed by click on their name in the Select a person
to add to edit list window. Once a person is selected they will appear in the Click on a person
to remove from list window.

11. To preview a list of what user groups will be removed for which people, click the Preview
Changes button. A report will appear in CSV format.

12. Once ready initiate the removal of the user groups, select the Save Changes button. Specified
User Groups have now been removed for the selected users.
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This tool will allow for batch creation, enabling, disabling, and flagging for password change of user accounts via school filler or search and select for both student and staff accounts.
Additionally, this tool allows users to to add or remove one or more user groups from multiple staff accounts at once.

1. ccount Type Siaf ¥
2. Change Type| Remove User Groups ¥

3. Additional Account Information

Click on a group to add to the list

Click on a group to remove from list

Search Groups
Group Type | Calendar Group v 16.17 Calendar
Group Name I:l Admin Calendar
Calendar
it
SACC Calendar
Select All

| Remave User Groups from all staffin the selecled schaol(s)

16-17 Calendar s
Admin Calendar

Calendar

PreSchool

SACC Calendar

Remove User Groups for selected staff
Search for person

Select a person to add to edit list

Click on a person to remove from list

.
Gencer [ v

= L ]
I —
O —

Select All

Johnson, Carale - CMJohnson
[Johnson, Carolyn - CFJohnson
Johnsan, Geri - GJohnson

Johnson, Carols - CMJohnson -
Johnson, Garolyn - CFJohnson

Preview Changes. Save Changes

Image 29: Removing User Groups for Specific Staff Members

Below is an example of the report that will appear once the Save Changes button is selected.

User Account Batch Wizard Preview |

Generated on 10/26/2017 02:36:33 PM
Account Type: staff
Change Type: removeGroups

LastName FirstName MiddleName UserName GroupName
Johnson Carole CMiohnson | 16-17 Calendar
Johnson Carole CMJohnson | Admin Calendar
Johnson Carole CMJohnson | Calendar
Johnsan Carale CMiohnson | PreSchool
Johnson Carole CMiohnson | SACC Calendar
Johnson Carolyn CFlohnson |16-17 Calendar
Johnson Carolyn CFJohnson |Admin Calendar
Johnson Carolyn CFlohnson | Calendar
Johnson Carolyn CFlohnson | PreSchool
Johnson Carolyn CFlohnson | SACC Calendar

Image 30: Example of the Remove User Groups Report

Informing Users of Newly Created User

Accounts

You can inform all users who have a newly created user account or who have never logged into their

user account to log into their account and update their account password by using the User Account

Messenger, User Account Messenger Scheduler, and Account Letter Builder tools.

» Click here to expand...
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