
How to Complete Your Excel 
Sheet to Upload New Users



Enrolling NEW Users - Excel

Note: Required fields are boxed in red

Note: Pay very close attention to 
the formatting of each field.

This is a unique 
combination of letters 
and or numbers that 
you assign to each 
user. Complete this 
ONLY if your school 
already uses a 
unique id for each 
student.

This refers to the 
iTaLAM grade. Write 1 
for iTaLAM 1
2 for iTaLAM 2
3 for iTaLAM 3
4 for iTaLAM 4

English characters ONLY. No 
hyphens (-) or apostrophes (‘) or 
accents (é, á, ç, ö, etc).
Example first name: Dina
Example last name: Ben Yehuda

Hebrew characters ONLY. No 
hyphens (-) or apostrophes (‘) or 
vowels (nikud).
Example first name: דינה
Example last name: בן יהודה

1. Complete Excel file
2. Save file (as an Excel file)

Note: You may upload a 
MAXIMUM of 40 users per sheet. 
If you have more users to upload, 
repeat this step.
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Enrolling NEW Users - Excel Required Fields

When completing your excel sheet, please make sure you have filled in ALL of the required fields 
according to the appropriate formatting. Any errors will result in delays.

Required fields:
B: iTaLAM grade. Write 1 for iTaLAM 1; 2 for iTaLAM 2; 3 for iTaLAM 3; 4 for iTaLAM 4
C: First name (English). English characters ONLY. No hyphens (-) or apostrophes (‘) or 
accents (é, á, ç, ö, etc). Example: Dina
D: Last name (English). English characters ONLY. No hyphens (-) or apostrophes (‘) or 
accents (é, á, ç, ö, etc). Example: Ben Yehuda.
E: First name (Hebrew). Hebrew characters ONLY. No hyphens (-) or apostrophes (‘) 
or vowels (nikud). Example: דינה 
F: Last name (Hebrew). Hebrew characters ONLY. No hyphens (-) or apostrophes (‘) 
or vowels (nikud). Example: בן יהודה
G: Gender. m for male. f for female.
J: Role. s for student. t for teacher.
L: Class name. This is what you call your classes.



Enrolling NEW Users - Bulk Upload - Excel Sample
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Once you have filled out your spreadsheet correctly, please 
save it as an excel file and send it to support@italam.org 
Please include your name and your school in the body of 
the email.

Thank you,
The iTaLAM Team

mailto:support@italam.org

