
How to import student roster into 

CommuniCoach class section: 

 First create CSV file with first and last names, 

VSU email address, and student PID, first part 

of email address.  Columns can be in any order.  

 Next, after creating the Class Section in 

CommuniCoach, select from the Setup menu: 

Students>Import Students>From CSV File.  

 Then in the form provided:  

 
1. Choose the appropriate Class Section 

2. Browse for the CSV file on your computer 

3. Indicate the order of the columns on the CSV file 

4. Select option “Add the user to my class section.” 

5. Select the appropriate response, yes or no, as to 

whether the CSV file has headers (no in this case).   


