
Fitnessgram 9 Getting Started 

 

Creating Administrators and Teachers 
 
Log in to Fitnessgram 9 with the administrator login. 
 

 
 
Click on the Users menu. 

 

 
 

 

 



Click on the Add New button to create a new user. 
 

 
 
Select the role for your new user by checking the correct boxes. 
 

 
 



Enter all the required fields for your new user. No special characters in names are allowed. The ID for 
every user needs to be unique within the database and is required. After entering the password, you will 
need to confirm it again.  
 

 
 
The Is Active box is checked by default. Leave this box checked so your new user will be active. Click the 
Save button to save the user. 
 

 
 



A blank user form will appear if you would like to continue entering additional new teachers, students, 
or administrators. You will also see a message in the bottom right that the user was added. 
 

 
 

How to Add a Class  
 
You can either import class information with a custom import or manually add them by following these 
steps: 
 
Click on the My Classes menu on the left side. 
 

 
 



 
On the right drop-down listing, select the teacher for which you want to create the new class. 
 

 
 
Click on the Create button to create a new class. 
 

 
 
 



Fill in all the required fields for the new class. Description is optional. 
 

 
 
When you put your cursor in the start or end date, a calendar will appear, from which you can select the 
appropriate date. 
 

 
 



After you have filled in all required fields, click on the Create Class button to complete the process. 
 

 
 
The blank form continues to be displayed so that you can enter more new classes if needed. 
 
If you click on the My Classes menu button again, you will now see the new class in the Sample Teachers 
listing. 
 

 
 
 



How to Assign Students to the New Class 
 
You can assign students to your new class by clicking on the My Classes menu. Select the class name that 
you need to assign the students to. 
 

 
 
Click the Add Students button. 
 

 
 



Leave the search fields blank to search by name if the students are in multiple grades. Select the grade 
option if they are all in one grade. Click the Search button. 
 

 
 
Select the student names that need to be assigned to your class.  
 

 
 



Click the Assign button to assign the students. You will see the students listed in the current roster now. 
 

 
 
 
 
 
  



Custom Import 
Fitnessgram 9 will import data from custom, comma-delimited (.csv) files.  
 
Click on the Utilities button on the left side to access the Import and Export menu. Click on the Custom 
Import button. 
 

 
 
Select the type of import you would like to create. There are five options to choose from:  
 

 Custom Teacher data: This file is used to create teachers and import their user names, 
passwords, e-mails, and demographic information if needed. 

 Custom Class data: This file is used to create classes and all relevant information. 

 Custom Student Data: This file is used to create students but not to assign them to classes. 

 Student, Teacher, and Class data: This file can be used to import teacher and class names as well 
as all the custom student data, assigning the students to the classes for the teacher. This is the 
most commonly used import file. 

 Custom School Administrator data: This file is used to create administrators and import their 
user names, passwords, e-mails, and demographic information if needed. 



 
Note: Each import option will require you to have your unique school ID. If you do not know your school 
ID, you will need to check with your Fitnessgram administrator. You may also need your unique teacher 
ID for some imports. If importing students, you will need their unique student ID as well. Teacher and 
student IDs cannot be the same. IDs must be unique state-wide and district-wide. If you are importing 
into a school version of Fitnessgram 9, the IDs need to be unique just within your school. 
 

 
 
Select a match option, which will prevent importing duplicate data. There are two match options: 
 

 First, last, birthdate: Individuals will not be imported if they already exist; only information that 
has changed will be updated. 

 ID number: Individuals will not be imported if they already exist; only information that has 
changed will be updated.  

 
Tell Fitnessgram the order of the fields in the custom file.  
 

 Select the order of fields as they appear in the import file. The order of the fields in the import 
box must be in the same order as they appear in your file. If not, then your data will not be 
imported into the program accurately. 

 

 Use the Add > and < Remove buttons to place the correct fields in the right column. Place Skip 
Field into the fields in the file list at any point where you choose to skip a field in your comma-
delimited text file. 

 

 The up and down buttons let you put the fields list in the same order as the data in your import 
document. 

 
Note: The order of the fields in the import box must be in the same order as they appear in your file. If 
not, then your data will not be imported into the program accurately. If your data have a column that 



will not be imported into Fitnessgram, be sure to insert Skip Field in the proper location. Please take 
note of the required fields for your import. 
 

 
 
Click the Browse button to navigate to the file path where your custom import file is located. 
 

 
 

Required fields 

 



If you are importing into a school version and have removed the school ID from the list on the right, you 
will see additional fields for selecting the school name as step 4 instead of the location of your import 
file.  Select the district name and the school name.   
 

 
 
Note:  Click the Allow Duplicate IDs box if you have students who will be imported into more than one 
class. If your students are only in one class in your import file, you may want to leave this unchecked so 
the import process will find duplicates and report the errors to you. 
 
Click the Upload button to begin the import. 
 

 
 
 
 
 
 
 



You will see the progress of your import. 
 

 

After your import is complete, you will see the feedback on the results. Click on View the Import Logs to 

see the errors. 

 

Click on View the Import Logs to access the error messages or download errors. 

 

 

 

 

 



Click on View Errors or Download Errors to download the errors in a CSV file to correct and reimport. 

  

If you click on View Errors, you will see how many errors occurred and the description of each. 

 

 



If you click on Download Errors, you will have the option to open the file or save it. If you save the file, 

you can edit the errors and import just that csv file after the corrections are made. 

 

Here is an example of the error file if you download the errors. It provides the error message and all 

your fields for just the records that did not import. You can make the changes to this file, then remove 

the Error column and the header row and then import the corrections into the application.   

 

 

 



Import From Fitnessgram 8 or 9 
Import archived data from Fitnessgram 8 or exported data from version 9. You will need to make sure 
that the version of your Fitnessgram 8 program is updated to version 8.6 before exporting it to import 
into version 9.   
 
Note:  All of the students will still need to be assigned to their schools in Fitnessgram 8 before your 
export. It is recommended that a promotion not be done for the school year until the students are 
imported into version 9.  Any students in the unassigned school will not be imported into Fitnessgram 9. 
 
Click the Browse button to locate the file. Click the Step 2 button to analyze the file.  
 

 



Upon completion of the analysis, you will need to match the school names from Fitnessgram 8 or from 

your Fitnessgram 9 export with a school name in your Fitnessgram 9 application.   

 

Select the school name on the left side and then check the Lock box to confirm your match. Click the 

Step 3 button to start the import process. 



 

The import process could take some time. It will create the students and then create the Fitnessgram 

tests and import the scores.   

 

 

After the import from Fitnessgram 8 or 9 is completed, it will note any exceptions found.  

 

 

 

 

 

 

 



 Click on the View Exceptions links to view that information. Click the Done button to return to the 

Import menu. 

 

 

If you have questions or need assistance, please contact Human Kinetics Technical Support. 

Technical Support 

Monday through Friday, 7 a.m. to 7 p.m. CST, except holidays 
 
Phone: 217.351.5076 option 3 for Technical Support 
 
E-mail: support@hkusa.com 
 

mailto:techsupport@hkusa.com

