Students registration - Twinspace

How to add pupils to the TwinSpace...in 10 min!

Learn, teach & grow together

European School Education Platform @/
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1. Create a file o
Create a . ; .
spreadsheet file - N ~N
with students FIRST ' [ PETER SMITH
NAME AND LAST > | JEAN GARCIA
NAME. 3 | HANS LUOVIC
You can use, Google : \§ J
spreadsheets or -
Microsoft Excel. .
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mENTS REGISTRATION ¥« (&
E dit View Insert Format Data Tools Extensions Help

2. Export/Download

(]
flle Q New > 0 123 Defaul. v — |¥\ +
. £3 Open Ctrl+0
Export or download the file to o«
-] Import
Cc D
.csv format. D Make s cony
1
2 2+ Share -
3 83 Email >
‘ Microsoft Excel (o0
5)
; 4 Rename OpenDocument (.ods)
, Move PDF (.pdf)
3 {25 Add a shortcut to Drive webpage Chim)
; @ Move to bin Comma-separated values (.csv)
Tab-separated values (.tsv)
10 €9 Version history >

(¥) Make available offline
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3. Import
file on the
Twinspace

In the Project’s
twinspace, go to
MEMBERS/ADD
INVITE
MEMBERS/ ADD
PUPILS.

Once there, click
over IMPORT
PUPILS

1

Home Pages Materials Forum Online meetings Members Support

Home > CLIMATEACTION 13 > CLIMATEACTION 13 > Members

Members Add/Invite members Export invited pupils &

_sosnms JE

Invite other users

Add pupils

@ | declare that | have collected the prior, specific and informed consent in writing from the minor entitied to give consent or from the holder of N o |
parental responsibility over the child in line with the regulation, also that you have provided a copy of the privacy statement. All this in line
with the Data Protection regulation 2018/1725 for the processing of personal data of these pupils by the platform’s controller for the purpose
of offering them the use of the Twinspace service and in line with the privacy statement. | have retained proof of consent, and upon request
of the platforms controller, | will make such proof available for verification.

L4 L4 o0
L) aa aa
Add new pupils Add existing pupils Import pupils
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4. Upload

yOUr flle and Import pupils @ o

. . A L > Descargas > v G Buscar en
Import it

. Here you can upload a CSV file with the pupils that you want to add. A Inicio
D rag O r CI |Ck To add pupils that do not have an account yet, please make sure that for each pupil you provid|

”S I t f. I 7] You can optionally also provide a Password — if empty you can generate these in the next step| - ho
Ove r e e C I e administrator’). @ Escritorio . #

To add existing pupil accounts, include the Username of each pupil in the document. You can g

SO upload your | croedvew sxampe
file.

Once done it,
click over
IMPORT FILE.

Nombre

| Descargas # STUDENTS REGISTRATION - Sheet1

= Documentos # CLIMATE ACTION_13 REGISTRATION students 1...

, CLIMATE ACTION_13 REGISTRATION students 1...
PN iméagenes A

CLIMATE ACTION_13 REGISTRATION students 1...

a>

Drag files here to upload

@) Musica »

CLIMATE ACTION_13 REGISTRATION students 1..
i3 videos »

Y SimaaTE AsTiARL 4n AEsieTR ATIAR

or Select files

CALIFICACIONE:

Nombre: ‘STUDENT57 REGISTRATION - Sheet1 ‘ Microsof

Abr

Miriam Salinas - eTwinning Ambassador 5



5. Add
password and

pupils

Import pupils

Once import it,
Username is
automatically
created so you

Generate passwords Show passwords

First name Last name Username Password Role Action

only have to
create passwords. |

JEAN GARCIA JEAN.GARCIA Pupil v Remove
Click over
GENERATE

HANS LUQVIC HANS.LUOVIC Pupil v Remove
PASSWORDS and *

they will created!

Finally, click over a
ADD PUPILS TO -l

TwinSpace.
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6. Create passwords cards

Create Little cards with username and password
data for students clicking over DOWNLOAD

Success

PASSWO R D CAR DS . Your student(s) is/are successfully added to the TwinSpace.

Funded by
the European Union

j Twinning

https://school- https://school-
education.ec.europa.eu/en/pupil- education.ec.europa.eu/en/pupil-
login login

Username: JEAN

Password: 7L7Z(

Username: HA
Password: uW @'{

In case the pupil loses the card, the teacher must change the password as soon
as possible.
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You can download the passwords cards and hand out to pupils.

Download password cards &

Back to members
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