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ACELLUS TUTORIAL  

Adding a Student
Adding a student to Acellus Gold is one of the first steps in getting started. This is a 
simple process that you can do as a School Administrator or an Administrative Teacher.

When signed in, you should see either a ‘Manage Users’ or ‘Add a Student’ button in the menu on the 
left-hand side. (To view this menu on a mobile device, select the hamburger icon.)

Note: The button will be different for Administrative Teachers or School Administrators.

If you see the ‘Manage Users’ 
option, clicking this will direct 
you to a page where you can 
select the ‘Add a Student’ 
option.

There are three required fields to add a student: First Name, Last Name, and Grade Level.

Note: Adding a student’s email address allows you to send their login information directly via email.

At the bottom of the page, there are course options which default to the grade level selected above 
and the four core areas. These can all be changed as needed and additional courses can be added. 


After making any necessary changes to the enrollments, click ‘Save’ in the bottom right corner.

After saving these selections, you will be taken to the student’s ‘Profile’ tab on the ‘Student Account’ 
screen. In the upper right corner, you can choose to either email or print the sign-in card for the newly 
created student.

Note: The email address must be filled out in order to send the student their ‘Sign-In Card’ via email.

If you click ‘Print Sign-In Card’, you’ll be able to 
print a sheet with all the information the student 
needs to log into their account.  This will include 
the student’s name, Acellus ID, and password.

There is an optional field for statistical data, fill out any of this information that you would like to include 
in the student’s account.

For related Acellus Tutorials on this topic explore  
‘Student Sign-In’ and ‘Student Interface’.
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