[bookmark: _GoBack]Add Teachers to your School’s Organization Account
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1. From the top menu select organization
2. Then Invite Members
3. Choose the second option.
4. Add members and notify them by email.  Only use this method for the teachers.
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Click NEXT




5. [image: ] Fill out the form. Be sure to double check the email.
6. The user name is usually the teacher name followed by your org short name. Decide if you want to use first initial instead of the whole name.
NEXT
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7. [image: ]Double check the information you have entered.
8. click SEND INVITATIONS.
Once the teacher has logged in you can adjust their role.  Recommend the TeacherL, that I have set up in your account.
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Add members without sending invitations
You will be setting up the username and password for each member. You must inform the member of their username and
password. The member will be prompted to change their password when they first sign in. An invitation email is not sent.
If you don't have an email address for a particular member, use an administrator's email address.

© Add members and notify them via email
You will be setting up the username for each member. Members will have to respond to an email sent to them by ArcGIS
Online and join the organization by creating their own password.

Invite members to join using an account of their choice
You will be providing an email address for each member. Members will have to respond to an email invitation sent to them
by ArcGIS Online. They can join the organization with a new account or by converting an existing ArcGIS Public Account.
The new account can use enterprise, ArcGIS or social network credentials as configured by your organization.
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Add members and notify them via email

You will be setting up the username for each member. You will also assign each member a level type and a role that
does not have administrative privileges. Members will have to respond to an email sent to them by ArcGIS Online
and join the organization by creating their own password.

One at a time || From a file

Emai *

First Name: *

Last Name: *

Username: *

Level: C @ ,/@

Role: User -

Message Member Will Debbie Arnold has invited you to join an ArcGIS
Receive: Online Organization, Salem Elementary.
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Step 3 of 4

Verify that these are the members you want to invite.
If you want to specify one or more groups to which to add these member logins, click Specify Groups below;
otherwise, click Send Invitations.
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