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CREATING ASSESSMENTS FOR EACH SCHOOL IN 7 
EASY STEPS (pp. 20-31) 

(Red numbers indicate order of sequence; blue circles denote buttons to click) 
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 2 
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Note: select on “Add Group Champion” 
to enter the first school champion 
(optional) Click on green “Add Group” button to 

create the school 
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6a  
(Upper Grades) 

Continue to use the “Create Group” 
button to create additional schools 

Add/Remove School Champions here Create 
Assessments 
Within Each 
School Here 

NOTE: The self-harm item can be 
deselected from the depression indicator 
and not administered to students. 
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6a 
(Elementary Grades) 

 
 
Note: Indicators are determined by district and/or school.  

Elementary schools can add indicators from upper grades (acknowledging that the indicators are 
out of norms). Rather than selecting the elementary button, the upper grades button can be selected 
and the indicators appropriate for younger students (as well as any other indicator) can be chosen 
(see p. 26 of manual).  

6b 

 
 

6c 
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6d 

Note: Use the template to enter and upload large numbers of students. Do not change column order 
or headings 
                                                                                                                                        Parent     Parent      Student 
  Email       phone       Email 

 

-OR- 
Use the “Add Participant” option to enter students individually (e.g., new students, or 
to generate a new keycode). If you click on this option, you must enter all information 
in all boxes in bold (including the student ID) 

 

 

firstName middleNa lastName birthDate gender grade studentId groupNamnotifyEmanotifyMobparticipantEmail
Logan P Sotelo ######## m 5 234234 Spellings 1.56E+10 lsotelo@gmail.com
Jim Q Diddadog ######## m 6 433242 Coro 1.23E+10 jimdiddadog@gmail.
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Summary of Data Needed to Upload Student Rosters 
Field Required or Optional What Needs to Be Entered 

First Name Required At least one letter  
Middle Name Optional Can Leave blank 
Last Name Required At least one letter (no spaces 

around quotes [should be 
“O’Bryan”] or dashes [should be 
“Allen-Smith”]. No periods 
(should be Jr, not Jr.)  

DOB Required Select from date fields 
Gender Required M or F 
Grade Optional Select from field 
Student ID Required At least one letter or number 
Group Name Optional Determined by Response Team 

(teacher name, year, etc.) 
notifyEmail Optional Parent email must be valid and 

current 
notifyMobile Optional Parent text must be current 

 
Participant Email Optional Student’s school email 

 
6e 
 

This option allows the system to contact a response team member should a student be 
flagged as high priority 
 
6f 
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• System automatically assigns a unique key code for each student 
o Can be sent to students’ email by clicking on either the “Bulk Invite 

Participants” under the Options button, or clicking on the “Send Invite” 
option, which is located in the Edit function for each student (the 3 
horizontal buttons) 

o For students without email, please refer to page 32 of the manual 
• Participants can be added manually by clicking on “Add Participant”, under the 

Options button 
• Students can be sorted by groups (if they were entered as groups) by clicking on 

the “Download Participant List” under the Options button 
• If schools wish to remove students (to generate their school report, or due to 

their moving out of the district), click on the “Bulk Delete Participant” under the 
Options button and select the students. 


