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1 Introduction

This document's purpose is to explain how to Import users by manually uploading Excel files.
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2 Importing users

To import users, please do the following:
1. Click on the User profiles tab in the main menu.
2. Click on the button Load users.
3. Choose the Excel template for Agile.
4. Click on the Download button to download the template.

Load users

Load users from an Excel spreadsheet (supported file types are

Select excel template™

AcllE @

Send email to newly created users.

Already paid

i

After downloading the file, fill in the required fields with information:

A L] ] [+ o E F & H | 1) L] L

! AGEUserD | User#Xi | EmployesiD | Frstname | Lasthame | Middle ame | _User Primary Emad Addrers | User Role | AGILE DOMAM the wseriain | Atfkation | Phone mumbser | _Source provding informatien
2 11347 Tester001 4323 Shamm Tuster T e vt am et Gewwmnment 173-456-7H00  AGILE

1

Yes Testl Test2 Test3
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After filling in the Excel template with information, import it and upload it to the system:

Load users X

Load users from an Excel spreadsheet (supported file types are
s o xisx)

You must use this Excel lemplate to create user accounts.

Detailed instructions for this procedure can be
downloaded here

Select excel template*

AGILE

UsersAgileTEMPLATE xisx 11.7 KB

Send email to newly created users

Already paid

Upload Cancel

If we search the user using one of the parameters we inserted, we can see that the user is imported to the
system.
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‘ GetCertified

Uistofallusers  Userscreatedbyme  Registrationrequests  Create new user  Custom user properties
A Home
B2 Assignments - User information Load user certificates (IR IT Filter
m Username First name Last name Email Role Status Password expiry date Creation date
Q tester001 Q search Q Search Q Search Q search Selectone v Q Search

User profiles A Testeronn Sharon Tester noreplay@youtestme.com Student Active AD24.2023 10.38 AM EDT 0ct.24.2022
Voor e = oisplayed columns AR R & W Rowse

Roles and permissions

My profile

W Tests -
B Etesting center -
B sumveys -
® Training courses -
B Reporting -
@ System -
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