How to Batch Import Cadets into Conover online with CSV File

1) Create a Conover Online Account at 
https://ajrotc.conovercompany.com/users/sign_in

2) Once your instructor account is created, select Create Account in the top bar
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Description automatically generated]

3) Select Batch Import at the top right 
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4) Select Import User from CSV File
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Here is a link to the Conover Tutorial on importing 
https://conoveru.com/batch-import-user/

5) The CSV template can be downloaded on this page 
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Be advise that the limit for each batch import is 100 cadets. If you have more than 100 cadets, create additional CSV files to import. 

Here is what the template looks like. 
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One technique is to create the account with their school email and provide them a standard password or if you prefer, create each cadet a unique password.  
Provide the email and password to the cadet and they use that to log into Conover to take their PSM or additional supplemental material. 
Tags can be unique or you can simply put your school name. 

6) Once the CSV file is imported on the previous screen shot, the continue button will take you to this screen
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Complete the necessary selections and select Continue. You will get a preview screen 
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Note, if the valid column has a check mark, the account is good to go; and if you approve, select import

Once you import, you will receive notification that the import was successful 
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Now you will assign the PSM to your cadets and they can download the results as a PDF file and archive as appropriate. 
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sample

First Name Last Name Email Tags Password

John Wilburr john.wilburr@example.com Team 1|Atlanta ab8ak3a222k

Jane Krasinski janekra@example2.com Team 2|Milwaukee gampf239
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Batch Import

Please select appropriate columns with data for import using the snippet of the data below as a guide.

A B G D
John Wilburr john.wilburr@example.com Team 1|Atlanta
Jane Krasinski janekra@example2.com Team 2|Milwaukee

Showing 2 rows out of 2 total Show more

Select data columns to import.

Use only one column for name

*Name column @ I QW - @Y I @ n N g -
* Last Name column QW VN QU NN QW S QW s NN @™ -
* Email column OA OB Oc Ob OE
*Tags column OA OB Oc Ob OE
* Password column @ W QW - INN @ < @ n W @ -

Update passwords* () Yes @ No

If a user already exists, this will update their password to match that in the CSV file.

Update tags * () Yes © No

If a user already exists, this will update their tags to match that in the CSV file.

Group Jackson County Comprehe
Send welcome email Yes No

Would you like to send a welcome email to your users?
Please contact The Conover Company to have this feature enabled in your account

Continue

Only valid accounts with proper name and email will be considered.
You will be able to review accounts before importing them.

B

ab8ak3a222k

qampf239

No tags column

No password column
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Preview

FULL NAME EMAIL TAGS PASSWORD VALID?

sample X
Error:Email can't be blank, Password can't be blank, and Email can't be blank

First Name Last Name Email Tags Password X

Error:Email is invalid and Email is invalid
John Wilburr johnny.doe@gmail.com Team 1,Atlanta ab8ak3a222k v
Jane Krasinski jannie.coe@gmail.com Team 2,Milwaukee qampf239 v

Import
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Successfully enqueued CSV import. You will be emailed when it finishes. Dismiss

Batch Import

Most spreadsheets and database programs can generate a CSV file. You can use it to create accounts all at once. Please see the example below to
see how you should format your CSV file. Your CSV file is limited to 5 columns. You can only import 100 students at a time.

Example CSV File

The name columns can be separated or merged. Tags are separated by the | (pipe) character.

Watch the tutorial video

id

FIRSTNAME LAST NAME EMAIL
John Wilburr john.wilburr@example.com
Jane Krasinski janekra@example2.com
Upload File
File Drag and drop the file to upload or select manually,

Must be less than 100kb.
Separator Comma v

Most apps use a comma to separate values.

Download
TAGS PASSWORD
Team 1|Atlanta ab8ak3a222k
Team 2|Milwaukee qampf239

Please make sure that the file is
formatted properly before proceeding.
You can download the example above
and compare with your data.
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Create new User account

Login Credentials

Full name * First and last name

Email * E-mail

Group * Please select v
Tag names

Select from existing tags or type its name and confirm with Enter to add a new one.
Password *
Minimum 6 characters

Repeat password *

® General settings

Send a welcome email via provided address
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Batch import

Conover Online offers the following ways for batch import:

Import users from CSV file
Import users from Google Classroom
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Batch Import

Most spreadsheets and database programs can generate a CSV file. You can use it to create accounts all at once. Please see the example below to
see how you should format your CSV file. Your CSV file is limited to 5 columns. You can only import 100 students at a time.

Example CSV File Download

The name columns can be separated or merged. Tags are separated by the | (pipe) character.
Watch the tutorial video

FIRST NAME LAST NAME EMAIL TAGS PASSWORD
John Wilburr john.wilburr@example.com Team 1|Atlanta ab8ak3a222k
Jane Krasinski janekra@example2.com Team 2|Milwaukee qampf239
Upload File
File Drag and drop the file to upload or select manually Please make sure that the file is

formatted properly before proceeding.

Must be less than 100kb.
ustbelessthan You can download the example above

Separator Comma v and compare with your data.

Most apps use acomma to separate values.

Continue




