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Navigation Guide-Section Manager and Student Accounts  

1. To access the teacher tools, click on the My Textbooks tab in the top navigation bar and 

log in using your provided credentials.  

2. hƴŎŜ ȅƻǳΩǾŜ ƭƻƎƎŜŘ ƛƴΣ ȅƻǳΩƭƭ ǎŜŜ ŀƴ ŀŘŘƛǘƛƻƴŀƭ ǘŀōΣ ¢ŜŀŎƘŜǊ ¢ƻƻƭǎΣ ŀǇǇŜŀǊ ƻƴ ȅƻǳǊ 

navigation bar. Click on Teacher Tools.  
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3. Once in Teacher Tools, you will see four options: Grades, Section Manager, Student 

Accounts and Assessment Configuration. To learn how to use the Assessment 

/ƻƴŦƛƎǳǊŀǘƛƻƴ ŀƴŘ DǊŀŘŜǎ ǘƻƻƭǎ ǇƭŜŀǎŜ ǎŜŜ ǘƘŜ ΨbŀǾƛƎŀǘƛƻƴ DǳƛŘŜ-Grades and 

!ǎǎŜǎǎƳŜƴǘ /ƻƴŦƛƎǳǊŀǘƛƻƴ ¢ƻƻƭǎΩ located under the About tab in the documents box. To 

begin creating your student accounts, click on the Section Manager.  
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4. The Section Manager will allow you to create multiple sections. If you choose not to 

ŎǊŜŀǘŜ ŀƴȅ ǎŜŎǘƛƻƴǎΣ ȅƻǳǊ ǎǘǳŘŜƴǘǎ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ōŜ ǇƭŀŎŜŘ ƛƴ ǘƘŜ Ψ5ŜŦŀǳƭǘ {ŜŎǘƛƻƴΩΦ  

You are unable to delete this section, but you can rename it by clicking on the gray box.  

After you have named the section, click the Save Section button.  

 

5. To add new sections enter a Section ID (this can be any number combination) and a 
Section Name by clicking on the gray boxes. The section ID will allow you to assign 
students to a particular section during the student account upload process. If you need 
more than three sections click the Show More Sections button.  
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6. Once you have entered your Section ID and Section Name click the Save Sections 
button. A message will appear letting you know your sections have been added. To 
delete a section, check the permanently delete box and click the Save Section button. A 
section will only be permanently deleted if all students have been moved out of the 
section first. If students still remain in the section, you will be unable to delete it. To 
change the name of an already created section, click on the gray box, type in the new 
name and hit the Save Sections button.  
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7. To add student accounts, select the Student Accounts tool.  

 

8. There are two ways you can upload students. You can add students one at a time by 
clicking the plus sign.  
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9. To create a new student account, fill in the following information:  

a. Student ID: ¢Ƙƛǎ ƛǎ ǘƘŜ ǎǘǳŘŜƴǘ L5 ŀǎǎƛƎƴŜŘ ǘƻ ȅƻǳǊ ǎǘǳŘŜƴǘ ōȅ ȅƻǳǊ ǎŎƘƻƻƭΩǎ 
student information system. This value MUST be unique for each student.  

b. Name: The last and first name of the student.  
c. Section: select from the list of pre-created sections.  

d. Email Address: The valid email address for this student. If the student does not 
have an email address, leave it blank and one will be created by the system.  

e. Username: LŦ ƭŜŦǘ ōƭŀƴƪΣ ŀ ǳǎŜǊƴŀƳŜ ǿƛƭƭ ōŜ ŀǳǘƻƎŜƴŜǊŀǘŜŘΣ ŀƴŘ ά9έ ǿƛƭƭ ǘŜƭƭ ǘƘŜ 
system to use the email address as the username. Every username must be 
unique. If the username is already in use, the username will be red instead of 
green.  

f. Password: The password you wish to set for the student. It does not need to be 
unique.  

Once all of the information has been entered, click Add User.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
ohioasamerica.org¼ohioasamerica@ohiohistory.org¼614.297.2570 

 

800 East 17th Ave. Columbus, OH 43211 

10. Once a student has been successfully added the following message will appear: Student 
account created for (student name) with username _____. Assigned to section ______.  

 

11. To add multiple students at a time, click on the green upload button.  
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12. In order to upload multiple students at once, you will need to create a .CSV file. To 

create a .CSV file, click the Download Sample Students CSV file.  
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13. Fill in the .CSV template with the following information:  
a. Subscription ID: This column is left blank and is reserved for system use.  
b. Student ID: ¢Ƙƛǎ ƛǎ ǘƘŜ ǎǘǳŘŜƴǘ L5 ŀǎǎƛƎƴŜŘ ǘƻ ȅƻǳǊ ǎǘǳŘŜƴǘ ōȅ ȅƻǳǊ ǎŎƘƻƻƭΩǎ 

student information system. This value MUST be unique for each student.  
c. Last Name & First Name: The last and first name of each student.  
d. Email Address: The valid email address for this student. If the student does not 

have an email address, then one will be created automatically by the system.  
e. Username: LŦ ƭŜŦǘ ōƭŀƴƪΣ ŀ ǳǎŜǊƴŀƳŜ ǿƛƭƭ ōŜ ŀǳǘƻƎŜƴŜǊŀǘŜŘΦ .ȅ ǇƭŀŎƛƴƎ ŀƴ ά9έ ƛƴ 

the column tells the system to use the email address as the Username. This value 
MUST be unique for each student.  

f. Password: Enter the password you wish to set for this student to access the 
textbook.  

g. Section ID: This is the section ID of the section you want the student assigned to. 
If left blank, students will be assigned to the default section.  

14. Once you have entered your student information, save the file.  
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15. To upload your .CSV file, click the Choose File button and choose the appropriate file. 
Then, click the Upload button. A message will appear letting you know if any errors were 
found in the .CSV file or if a student account was successfully created. If there is an error 
with a student account, correct the error on the .CSV file and re-upload it.  

 
16. To edit a student account, you can either click the Edit button or make the change on 

the .CSV file and re-uploaded it. To permanently delete a student check the box next to 
their name and click the X button.  
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17. To move a student to another section, you can change their Section ID on the .CSV file 
and re-upload it or you can check the box next to their name and click the gray list 
button.  

 
18. Select the section you wish to move the student into and hit the Move button.  
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19. A message will appear, alerting you to the change.  

 

 

20. To view your students by section, click the gray box next to the select button and choose 
which section you wish to view, then click the Select button. You can also view all of 
your sections by selecting the All Sections option.  

 

 

 

 


