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Need to add a group of students to ArcGIS Online Organization account? - Sign in to the 
school organization account and complete the following steps! 
 
 
 
Click on “Organization” and then click on  
“Members” 
 
 
Click on “Invite members”  
 
 
 
 
 
Choose second option provided 
 
 
 
Create a csv file using the attached 
template with the field names exactly 
as shown to the right. You can use the 
template link on the Home Page and 
fill in with your student information. 
 
 
Click on “New members from a file” 
 
 
 
 
 
 
 
 
 
 



 
 
Drag the file or browse to it  
 
 
 
 
 
 
 
 
 
You should end up with 
the following outcome 
for all on the 
spreadsheet you  
created – if so, click 
next 
 
Click on “Add members” and each of the new members will have an email with a link to 
click on and to then enter a new password 
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