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How to Add a Student Using Excel Worksheet

Adding Student by an Admin/Professor

If your location uses vouchers purchased at a bookstore, the student first needs to buy the course voucher from the
school’s bookstore. Once the student has purchased the voucher, the student will write their name on the voucher
and the bookstore will keep this voucher. All the purchased vouchers will then be handed to the director by the
bookstore. The director then will divide the vouchers accordingly to the class the student is enrolled in. The director
will then give each professor the vouchers for their class. At this point, the director should let the professor know his
class login and password. It is now the professor’s job to add the student. Below are the instructions on how to add a
student.

If you would like to add using the Excel spreadsheet, then the first step would be to create the Excel spreadsheet.

1. Open up an Internet Browser and go to www.tapseries.com.

2. Click where it says "Administration" on the top of the page, as shown below.
3. Enterin your account user name and password then click "Submit."

Administration Login

All administration accounts will login here.
There is no need to select your account type.

Username:
You need to login to access this area Enter Username
of the site.
Usernames and passwords are case sensitive. Password: (Click the eye to show password)
Enter Password @

I agree to the Terms of Use

) i . ) @gqot Password
This page is for administration only. h

To login to your online course, click here.

4. After clicking on "Submit," you will be directed to the following page. Click on "Add Students."
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Administration Main Menu - please select from options below.

Welcome, tap

Track Progi
Course Literature

Global Score Report

School Color Coded Progress Report

Report

Log Out

5. After clicking on "Add Students", you will be directed to the page below. Click on "Click Here for
Instructions" under the blue instructions box on the right.

TAP SERIES Courses  Administration

Add New Student(s)

Please select the training program that you purchased:
Instructions-
" » Select which course you will add new students.
tudents you want to add. (Default is 1)
ne student, you can choose to upload an Excel file.
structions
» Press continue to begin adding the new students.

Manager Certification Training
Handler Training (all other states)

Terms of Enrollment

Credit(s) to your account if returned within 30 days of enroliment, and if no more

llinois Food Handler Training

If the course you are looking for is not listed, dlick here to purchase
MoOre Courses.

NOTICE:
You have 98 licenses remaining for Foodservice Food Safety
Manager Certification Training

than lesson 1 has been studied. Students are single use enrollments. Each lesson
allows up to 5 reviews. After 5 reviews the lesson is closed. Courses are active for
6 months from date of enroliment and will stop functioning on the 6 month
anniversary date of the enroliment. Within the 6 month active period, the name
of the student can be changed for a $20 fee for all courses except Food Handler,
if a TAP Certificate of Achievement has NOT been awarded. Changing of the
name will not re-activate any inactive, closed or ended functions. We reserve the

right to charge a §5 fee for Food Handler name changes. Ta submit a name
change form, i re.

Number of students to add: Click here for priv icy

3 x

Return To Menu

6. After clicking "Click Here for Instructions", you will be redirected to the following page. Click on the
appropriate course to download the correct Excel template for your course. YOU MUST USE A TEMPLATE
TO ADD STUDENTS. DO NOT CREATE YOUR OWN EXCEL FILE.
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Add Students With Excel

Instructions:
Step 1: Download the Excel template for your course below:

late

An example of how to use this template is pictured below:
A B £ D E F G

1 [FirstName _tast Name Email User Name Password Language Date of Birth
2 |john smith 2vosough@yahoo.com studentl 1234566 ENGLISH  7/16/1989
3 Billy Bob student@yahoo.com student2 1234566 ENGLISH  3/12/1980
4 Roger Dodger  roger@yahoo.com student3 1234566 ENGLISH  9/10/1992

Step 2: Enter the student's data in their appropriate columns (see above). Student's data can have no special characters in the first names, last names, user names or
passwords. Hyphenated names are allowed.
Be sure there are no hidden rows and columns in the Excel file.

Step 3: When student data is completely filled out, save the file to your computer with a unique file name (example: the class name and year),
If more than one Excel is going to be used, make sure you save the files with different names.

Step 4: In the box "Number of students to add", change the number to the number of students that are in your list.

Step 5: Click the browse button. When the pop up box appears, select the Excel file to be uploaded, then click the Continue button.

Call Us:

If you need further assistance, please call technical support at 888

7. Download and open the Excel Spreadsheet, it should look similar to the picture below. Enter the students'
information under the correct columns. Note that Food Safety Managers Courses do not require birthdates
while Food Handler, Alcohol Training, and Allergen Awareness require birthdates. You will be allowed to
enroll up to 2-20 students at a time using the Excel spreadsheet. If more than 20 students need to be
enrolled, then you will have to create new spread sheets for the remaining students in groups of 20. The
spreadsheets must be created following the format shown below.

dent_Templates ]

Home | Inset  Pagelayout  Formulas Data Review  View  AddIns @
3 ii:‘py Calibri -ln - ] | | Siwrap Text General - ij:‘ ﬁ:{d‘ Normal Bad Good - jﬂj :f\ ;J %:“J“TS“”' %7 jla
25| Format Painter || B 4|0 ][] || &= A -l EdMergeaCenter~ ||| § - % o [[%8 5% é‘i”‘"‘;‘t‘t"“n”gﬂ‘va?;;w:v Neutral Calculation @ 5 |[ et Pelet=Fomatll G o e
Clipboard = Font 5 Alignment i Number i Styles Cells Editing
Fa - e | 1234566
A B c D E F G H 1 J K L M N o P Q R s T
1 |First Name Last Name Student Email Admin Email (Optional) Username Password Language
2 John smith Jsmith@yahoo.com studentl 1234566 English
2 Billy Bob student@yahoo.com student2 1234566 English
4 |Roger Dodger roger@yahoo.com student3 I123:Lsss !Engllsh
5
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8. After entering your students' information, you need to save the Excel spreadsheet. In order to save it, click
on the "home" button which is shown below by the blue arrow. After clicking on the home button, you will

click where it says "Save As" shown by the red arrow below.

b view  addims = x
‘Save a copy of the document ) (== (== [ T AutoSum -
New o= - ) T T u
j = ERNE Text }g 33‘}2 Normal Bad Good 2 (TR i Do %7 A
,\:/ oven 11| savethe file as an Excel Workbook. ] || Merge & Center -~ ||[§ - % > |[%8 5| Ezfv’r‘ﬂgﬁ‘ﬂgﬁ‘vaf%@f;- Neutral @ . | Insen Delete Format PR ;ﬁt’:vﬁf SF;T::«v
o (5 Excel Macro-Enabled Workbook | Alignment o Number & Styles Cells Editing
H save 31| save the workbook in the XML-based and E
- macro-enabled file format.
= (= % Excel Binary Workbook o E £ s H ! J K L M N o 2 ~ R S Ti
Himes " | Vo] Save the workbook in a binary file format iil (Optional) Username Password Language
optimized for fast loading and saving. bo.com studentl 1234566 English
Lgp pumt > | [iE]) Excel 272003 Workbook 0o.com studentz 1234566 English
) igjﬂ‘;&l“gfg;"{""‘;ﬁ’g‘g;g;”“‘5W”Y 00.com student3 1234566 English
ﬁ Prepare » | (5 OpenDocument Spreadsheet
Save the workbook in the Open Document
5 Format.
Q send >
PDF or XPS
L/ pupiisn > TSR
=] Other Formats
5 Open the Save As dialog box to select from
] <ose all possible file types.
57 =
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
2
W 4+ ¥ | Sheetl Sheet? ,“Sheet3 ~©J 0 : = )
Ready \ E=E] 200% (=) )|
9 f licki he"S "b ind ill h below. S he fil
. Afterclic ing on the "Save As utton a winaow will appear as shown below. Save the file to your computer
H H H . H " "
with a unique file name (example: the class name and year) and then click on "Save.
b
A
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Home | Inset  Pagelayout  Formulas  Data  Review  View  AddIns
= _ — ) o o e B
& cut Calibri B sl Siwiap Text R = ﬁ‘?"ﬁ Normal Bad Good e (| R ﬁ &
=) &3 copy = . & Fill -
Paste ~ - - - 5 Conditional Format al ati . Insert Delete Format Sort & Find &
S 2 Format painter || B £ T ~||E ~|[ S0~ A | - - ) Calasation s z - T Qe Rere selee
A2 - John ¥
£] @—@S‘E » Microsoft Office Excel 2| ™
A B c = | ™ N o [) a R s T ‘i
1 [First Name Last Name Student Email Adn|j| Organize » B v @
2 [lohn Tsmith Jsmith@yahoo.com ad:
3 Billy ‘Bob student@yahoo.com  adn|| X1 Microsoft Office Excel No items match your search
4 Roger Dodger  roger@yahoo.com ad
s ¢ Favorites
6 I Deskiop
7 i Recent Places
8 & Downloads
: Download:
5
I
10 || Desktop
1 I 4 Libraries
12 [& Documents
1 & Music
14 [ Pictures
B Podcasts 3
b B videos
= +& Homegroup
18 2
19 File name: Ml
20
o Save as type: | Excel Workbook ("xisx) -
I
» Authors: Accounting New Tags: Add atag
|
23 I
o ] save Thumbnail
I
= I
I
2 ——— —
— — e’
%) —
29
30
1
2

3
W < » »| Sheetl Sheet2 ~“Sheet3d ,7¥J

Ready

10. After saving the first spreadsheet, you can create other spreadsheets if you have more students to add by
following steps 7-10 above (2-20 allowed per spreadsheet). If no other students are to be added, then move

on to step 12.

11. Go back to the Add New Student(s) page shown below; if you cannot find this page follow steps 1-5 above.

[EEERT o)

Click on the appropriate course and enter the number of students on your spreadsheet.

TAP SERIES

Test Centers

Espaiol

Courses  Administration  Support

Add New Student(s)

Main Menu

Please select the training program that you purchased:

Food Safety Manager Certification Training

Food Safety Re-Certification Training

Franklin County, KY Food Handler

HACCP Managers Certificate Course

Idaho Food Handler Training

Illinois Food Handler Training

Jackson County MO Food Handler Training

New Mexico Food Handler Training

Norfolk VA Food Handler Training

©Ohio Level 2 Foodservice Food Safety Manager Certification Tra

Ohio Level 2 Retail Food Safety Manager Certification Training
If the course you are looking for is not listed, click here to purchase
more courses,

NOTICE:

‘You have 20 licenses remaining for Food Safety Manager
Certification Training

Number of students to add:

3

Select Excel file to upload (optional):

Instructions:
* Select which course you will add new students.
* Choose the number of students you want to add. (Default is 1)
* |f adding more than one student, you can choose to upload an Excel file.
Click here for instr
« Press continue below to begin adding the new students

ictions

Terms of Enroliment

Credit(s) to your account if returned within 30 days of enroliment, and if no mere
than lesson 1 has been studied. Students are single use enrollments. Each lesson
allows up to 5 reviews. After 5 reviews the lesson is closed. Courses are active for
& months from date of enrollment and will stop functioning on the & menth
anniversary date of the enrollment. Within the 6 month active period, the name
of the student can be changed for a $20 fee for all courses except Food Handler,
if a TAP Certificate of Achievement has NOT been awarded. Changing of the
name will not re-activate any inactive, closed or ended functions. We reserve the
right to charge a $5 fee for Food Handler name changes. Te submit a name
change form, click here.

Click here for privacy policy

12. You will see an option to add students by uploading an Excel file. Click on "Browse."

TAP Series®
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13. Once you click on "Browse", a box will appear. Select the Excel file you want to load and click Open. After

14. After clicking "Submit," you should receive a confirmation page that your students were added. Please call

TAP Series®

HACCP Managers Certificate Course

d Handler Training

Mexico Food Handler Training
dier Training

Handler Training

ida Food Worker Training Program

lliinois Food Handler Training

If the course you are looking for is not listed, click here to purchase
more courses.

NOTICE:
You have 88 licenses remaining for Foodservice Food Safety
Manager Certification Training

Mumber of students to add:
3
Select Excel file to upload (optional):

I Rrowse

you have selected your file, click "Continue". After you click "Continue", you will be able to verify that the
student data is correct before enrolling. Then click "Submit" to enroll the students.

Courses

Warning: This

minutes,

Instructions:
= Review the students you have selected to add to the course.
k any students you do not wish to add
jent information by clicking on the text.
ve the change.

Tab" to quickly save and go he next field.

Press "Shift + Tab" to quickly save and go back to the previous field

Press o save the change.

hat have been added successfully will turn green.

have information that need corrected will turn red.
Menu button to continue

First Name Last Name Student Email Manager Email
@ Steve Mulholland smulholland2@gmail.com admin@tapser
@ Bruce Banner
? Anderson tadnerson@metacortex.com netacortex.com
@ John Doe idoe@none.com
@ Pavel Escobedo pesco@anacapa.edu cortez@anacapa.edu

818-889-8799 for assistance.
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Administration

User Name

smulhollandfsm116;

thehulkfsm116.

neofsm1

ohnfsm1

pescofsm 11620176

Courses  Administratio

Instructions:

Select which course you will add new students.

+ Choose the number of students you want to add. (Default is 1)

+ If adding more than one student, you can choese to upload an Excel file
Click here for instn ns

Press continue to begin adding the new students.

Terms of Enrollment

Credit(s) to your account if returned within 30 days of enrollment, and if no more
than lesson 1 has been studied. Students are single use enrollments. Each lesson
allows up to 5 reviews. After 5 reviews the lesson is closed. Courses are active for
6 months from date of enroliment and will stop functioning on the & month
anniversary date of the enrollment. Within the 6 month active period, the name
of the student can be changed for a 520 fee for all courses except Food Handler,
if 8 TAP Certificate of Achievement has NOT been awarded. Changing of the
name will not re-activate any inactive, closed or ended functions. We reserve the
right to charge a $5 fee for Food Handler name changes. To submit a name
change form, click here.

Click here for priv

Support Test Centers  Espafiol

Password Language
smulholland english
bern english

spanish

www.tapseries.com



