
MDTP Assessment Tutorial

Adding New Students to an Existing Class
Note: This feature is only available for “Pre-Roster Class” type classes. 
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1) Click on either ‘Classes’ in the top menu and then ‘All Classes’ or the ‘All Classes’ option on the dashboard to view all classes. 
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2) Click on the action button next to the class then click “View”.
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3) If you want to manually add a new student, click “+ Add New Enrollment”.
Note: This feature is only available for “Pre-Roster Class” type classes. 
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4) Complete the mandatory field (marked with a red bar) then click “Save.” Emails are optional fields. 
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5) If you want to add many new students, click “Edit Class”.
Note: This feature is only available for “Pre-Roster Class” type classes. 
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6) Click “Download the class roster Excel template here” to download the existing rostered students.
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7) Add new student information as new rows. Required fields for each student are First Name, Last Name, and Student ID. Emails fields 
are OPTIONAL and only used by the LEA for emailing student letters. Leave the email fields blank if you do not plan to email student 
letters. 
Save the changes then upload the edited file.
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8) A preview of the class roster will appear.  Confirm the new changes in yellow then click “Save”.
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