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ArcGIS Online Student Sign-Up Instructions
by Anita Palmer, 2025

Need to add a group of students to ArcGIS Online Organization account? - Sign in to the
school organization account and complete the following steps!

g
Click on “Organization” and then click on

“Members”
Click on “Invite members” The Morpho Institute

| Invite members |

® Add members and notify them via email

Choose second option provided

You will be setting up the username for each member. Meml|

password.
Create a csv file using the attached
template with the field names exactly A > - e :
. 1 FirstName Last Name Email Username Role User Type
as shown to the rlght. You can use the 2 |Anna Garcie Fernandez 12345@EPS.net JonesHS_AnnaGF Publisher  Creator
template llnk on the Home Page and j Davia Brown 54321@EPS.net JonesHS_DaviaB  Publisher Creator

fill in with your student information.

Click on “New members from a file”

New members from a file

G
Password
PWTemp!
PWTemp!



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

1-20f2

Add members from a file

Required fields

First Name
Last Name
Email

Username

Member

AG

DB

Anna Garcie Fernandez
JonesHS_AnnaGF - 12345@EPS.net

Davia Brown
JonesHS_DaviaB - 54321@EPS.net

Drag and drop or browse for a csv file (UTF-8)

Header (first row) should contain field names exactly as they appear below.

Field errors

© Noerrors

© No errors

- Usertype

Creator

Creator

risher 0P OIOPEE2PEOIBOD
roisher  OPOIO!SEZIODOD

Download CSV template

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

Summary

Add members and notify them via email

Email settings

ArcGIS Online will send the following message to the new members.

Email message

Anita Palmer has invited you to join an ArcGIS Online Organization, The Morpho Institute.

Members: 2

Member

m, Anna Garcie Fernandez
AG
JonesHS_AnnaGF - 12345@EPS.net

Davia Brown
DB
JonesHS_DaviaB -« 54321@EPS.net

Properties

Enable Esri Access
Profile visibility
Start page
Language

Number and date format

User type

Creator

Creator

No
Organization
Home

English - English

Us-us

Role

Publisher

Publisher

Included licenses

oroPely

orolelQ 7
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Add members
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