GAT Knowledge Base

How to Bulk Onboard Students with GAT
Flow

Classroom Audit & Management - https://gatlabs.com/knowledge/tech-tips/bulk-onboard-students-with-gat-flow/

Assigning Students to Different Organizational Units when
Bulk Onboarding them via GAT Flow

GAT Flow is a great management tool that allows Google Workspace Admins and/or Delegated

Auditors for GAT Flow to bulk onboard students and segment them into different Organizational

Units.
This process is simple with GAT Flow, which enables importing new students and assigning them

to particular Organizational Units at the same time.

Step 1. Create workflow

Create a workflow by navigating to Flow > Create workflow.
Fill in the details in the next step:

e Name - enter a name for the workflow
e Type - select the type of workflow you want to use: Onboarding

e Next - click to proceed
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Step 2. Customize onboarding

In the next step (Customize Onboarding), pick the domain that the new students will be created

for and configure the email schema that will be used for all the created users.

o Define email template - The provided template will be used to automatically generate email

addresses in the next step

Select email elements - Select an email template option to add it to the template below.

Customize selected email elements - Drag the selected email elements to change their
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Example preview

for Kate Smith email k.smith@dev.bp.gatlabs.com
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e Password settings - You can enable automatic password generation for new users here.
Passwords can be sent to the specified email address.

o Generate user password

o Send user password

Click on Next to proceed

Step 3. Create a user

In Create a user, pick how to add the users: manually one by one via Add new user or Import

users in bulk via a Google sheet.

To bulk add students, click on the Import users button and then Create new spreadsheet

(optionally can also select and use an existing spreadsheet)

Import Workflow Users

n Create New Spreadsheet . > [h Select Existing Spreadsheet
and add list of users

containing list of users

The template is created and can be viewed by clicking on an 'add to spreadsheet' icon that

opens a new tab with the spreadsheet.
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¢ [ Select Existing Spreadsheet

Successfully created a new spreadsheet.

™y Add list of users by clicking Add to spreadsheet [

This will open a spreadsheet where you can enter a list of emails. Once finished, return to this window and click
Submit. This will load the provided list of users.

Filename
[Onboarding] [2026-06-23T13:39:36.142+0100] [v1.3]

. Add to spreadsheet [F

The spreadsheet is opened in a new window and is ready to fill in the details for the Students.
Note: Please DO NOT change the template name as it may cause a validation issue.

Enter the student's details: Enter the details for the Students.

Note:

e Yellow fields are mandatory

e Green fields are optional

[Onboarding] [2026-06-23T13:39:36.142+0100] [v1.3] & B & 0D 5 -
File Edit View Insert Format Data Tools Gemini Extensions Help
Q o e & F 100% - £ % O 0 23 Defaul. v~ —[10]+ B I 5 A &% @ ii-E-i-prrA- o @B @Y @ :

vi4 - x5 @ [ ] 3
A

B| C D E F G |H| I K L M N O P Q@ R STuU v

" el PRIRECC FIRST NAVE LAST NAVE  DISF PASS BLJOB. JOB.|COS WOIWORMOERECENS MANGETA CUORGANZATION UNIT  GHAN
2 gjohmmasiimmam watlabs.com Emma Johnson /Students/Grade 2

3 lsmEgEER SeDs . com Liam Smith /Students/Grade 3

4 om il i T atlabs.com Qlivia Martinez /Students/Grade 4

5 nda=safiels gelibs.com Noah Davis /Students/Grade 8

6 ange=eiinies mopstiabs.com Ava Nguyen /Students/Grade 9

7 /Students/Grade 7

8

9

When the details are added, save the spreadsheet and close it.

Go back to the GAT Flow console and select the newly created spreadsheet by clicking on the

Submit button:
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¢ [ Select Existing Spreadsheet

anew

® Add list of users by clicking Add to spreadsheet [/
This will open a spreadsheet where you can enter a list of emails. Once finished, return to this window and click
Submit. This will load the provided list of users.

Filename

Add to spreadsheet [
[Onboarding] (2026-06-23T14:00:36.842+0100] [v1.3]

The details will be uploaded in bulk into GAT Flow and displayed.

Review and edit if needed.
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Click on the Next button found at the bottom of the dashboard. The user will be "created."

Next, add any additional actions for the newly onboarded students.

Step 4. Choose actions

Then, to choose actions, click on the (+) button and search for the action.

Double-click on the action selected to fill in its details.
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Start
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Send email
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8 Customize Onboarding

- 2

Add user(s) as student to

Google Classrooms

Add to History and Alegebra B
classrooms -

Save draft

## Create a User Choose Actions

= Add Node(s) X

2
Add action

>
Choose from the available actions and add it to the workfiow.
Add actions set
Select pre-defined sets of actions and insert them into the workflow at the chosen >

lacation

Add condition
P Ada s condition that determines which of two paths to follow: one if the condition is met, >
and the other if it is not

Send approval request

Example: A welcome package can be sent via email to all newly onboarded students and added to

classrooms

Once ready, click on Send approval request.

Step 4. Approve workflow

Lastly, after sending it, the Security Officer has to approve the request. They will receive an email

that will lead them to the approval page.
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Once you approve the workflow, it will run automatically.

Q.  search mail = @ @ 4 Googl
<« o B 8 0 & o £9,885 >
R GAT Flow - Approval request for flow process (@il oo « e B
@ notification@gattool.com 1613 (0 minutes age) ¥y “
® o
’ T
v The user gatlabs.com requests workflow process approval.

Workflow name: Onboard students in bulk and add to different OUs

Click here to see request and approve or deny.

Link not working? Copy and paste this link into your browser:

hittps:/igs.generalaudittool.com/redirect " m w i ol PR | -
GAT Labs
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When the Job status transitions from "In progress" to "Done," the workflow is completed, and

the new students are successfully onboarded.

9 FLow

Dashboard

Action Sets
Workflow Templates
Create Workflow

Workflow Approvals

Workflows

Event Workflows

Recurring Workflows.

>0 R B <E N

Flow HR  BETA

Domain -
Users
Organizational Units

Groups

Q, Ssearch pages

Workflows @

< Allviews: 1 Workflows i X +

Status * MName ~ Type =  Jobstatus w
Status Name }

Approved Onboard students in bulk and add to differ...
Draf [T -

Draft

Reques... s B a

Draft

Draft

Approved LENS N Epe T
Approved — e ey

Workflow t

Type

Onboard...
Modify
Modify
Modify
Modify
Modify
Modify

Modify

a'e o Q-

ags v + More YoAdanced == M [I © C
a
Jobstatus i Affected users } Workflow tags Submitted by § .
In progress angmesimm gatlabs.com "+ v Workflow - s B« b at1abs.
e e >~ Workflow - = I b, com I
Workflow - rsivini pindiinv by gatlabs.com
S ST S S — Recu - s B a5 COM
Workflow - = Taiamn | iy bp.gatlabs.com
Workflow - ikl il b atiabalsom
+1
L] "B b - X Sec.. - BT B IR COm
- b Ll o r Event - yonifodue by geliabs.com

View the details by clicking in Workflows > Approved jobs > Details (2)

When the job status is set to "Done", it means the users are onboarded successfully.
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Workflow Details @

Workflow name

Onboard students in bulk and add to different OUs

Description
Onboard students in bulk to different OUs

Workflow type
Onboarding

Status

Approved

Job status

Done

Modified by

L L bp.gatlabs.com

Approved by
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Q, search
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Actions list @ Click on the number to see more details

.
# Editand re-request workflow -

Action w Status « B Table A Graph
Action Status Done Failed Partially done In progress
Create user . Done 5 0 0 ]

Send email Done .| 0 o 0

Add user(s) as student to Google Classrooms Done 5 0 ] 0

Records perpage 25 ¥ 1-30f3

We created the students in bulk and assigned them to their appropriate Organizational units.

Related Posts

How to Onboard Google Workspace Users in Bulk

Actions Available when Onboarding Users in GAT Flow

Use a Workflow Template to Automate the Students’ Onboarding Process

Automate User Onboarding using GAT Flow
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