
CREATING & IMPORTING SCHOOLS IN THE BIMAS-2 
 

The first thing a new user must do after establishing a BIMAS-2 account is to set 
up the School or Schools in the BIMAS-2 platform.  If the number of schools is 
relatively small, the best approach is to perform this task manually.  
 
Steps to follow 
 

Log into your BIMAS-2 account. 
 
Select the first menu option [Schools]  
 

Then select the   button at the upper 
right corner of your screen.  
 
 
 
 

Type in the information needed in the various fields.  Make sure that the name of 
the school is typed in the same way as it appears in your school’s student 

database system.   When all fields are complete press   
 

 



You can continue in this manner, adding all schools in your account.  If there are 
many schools and the information that was required above is available in another 
data base, you can use the BIMAS-2 import schools utility by selecting the Import 

schools button .   
 
To import the school information using the import school template you need to 
export the needed information from your own source/database and copy them 
into the BIMAS Import Schools Template. You can find the Import template under 
the [Resources] (last in the menu item) 
 

 
 
When you open the Excel file titled [Import School Record file] an excel file will 
open.  The sample below shows the file and a few sample records.  Delete the 
sample records (all except row 1) and enter your data.  This task is sometimes 
referred to as populate or transfer data.  There is one basic rule for “ importing 
data” files to work properly.  You should not change the names of the columns, 
delete or move them around.  The CSV file you create to import your data must 
be identical to the one you found in the BIMAS-2 menu called [Resources]. 
The asterisk after each variable denotes that the data is required in order for the 
importing to be successful. 
 

 



When you complete the data entry and it is time to save you must save the file in 
CSV format 

 
 
 

SOME GENERAL RULES and RECOMMENDATIONS 

Once again, do not alter the sequence of the columns/fields in the CSV file.  The 

first row with the column names is referred to as the headers of the file and they 

must look identical to how they appear in the CSV template file.   

################################################################## 

DO NOT HESITATE TO REACH OUT TO US IF YOU EXPERIENCE ANY DATA 

IMPORTING DIFFICULTIES—EMAIL US AT:  HELP@EDUMETRISIS.COM  

################################################################## 

mailto:HELP@EDUMETRISIS.COM

