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1 Introduction

This document's purpose is to explain how to load a large number of users and assign them to the user

groups.

2 Steps

2.1 Creating a user group

To create a new group of users, select the “Create user group” option on the home page.

Users ~ Tests ~ Surveys ~ Training courses Reports ~ Help ~

2 -

Create user group
Create a user group and add users to that group

a

Create survey Create training course

My assignments Create user
View the list of all tests, surveys, and training courses assigned 10 you Create user and assign security roles 1o that user

Create test
Create knowledge test with multimedia content Create a survey and categorize its results
and assign the awarding certificate automatically using grading scale option

Create training course with multimedia content
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A new popup window will show up:

Set the “Name” of the group

Fill the “Description” field

Set “Status” to “Active”

Click on the “Save” button to create a group.

PwnhpRE

New group

Parent group: Groups

Name:* | Instructors

A group of instructors |

@ Active [ Inactive

e Save Cancel
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2.2 Load alarge number of users in the group

Once a group is created, the system automatically creates a group ID that serves as an indicator joining
users to that specific group.

You can find the group ID under the information tab of that specific group.

users ~ Tests -  Surveys - Training courses Reports - System - Help ~

User

User grou
Instructors
gt

Finish group creation

1.Create a group 2. Manage group members

Add or remove users from
the User group

o Add members

Information Members Managers Statistics
Group name: Instructors
Group description: A group of instructors
Status: Active Your role: Group manager

Created by: Andrew Ivarstead Creation date: Jul-07-2020 03:48 PM CEST
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2.3 Uploading users

Navigate to the Users and choose “Manage users” from the main menu.

Help ~

Users ~ Tests - Surveys - Training courses Reports - System -

User Manage users

User group
Instructors 9SSR
ingto Roles and permissions
Finish group creation My profile
o @
-
1.Create a group 2. Manage group members

Add or remove users from
the User group

Q Add members

Information Members Managers Statistics

Group name: Instructors User group ID: 100498

Group description: A group of instructors
Status: Active Your role: Group manager

Created by: Andrew Ivarstead Creation date: Jul-07-2020 03:48 PM CEST
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Click on the “Load users” button

Surveys - Training courses System

Manage users

List of all users Users created by me Registration requests Create new user Custom user properties

Username & External ID First name & Last name s Email < Role B Status ¢
search £ search L | search £ | search £ | search L | search O Selectone v
. 001-AB ID_0123  Bradley Cooper nonreply@ycutestme.com Admin2 Active

o 002-CT ID_0124 | Charles noreply@youtestme.com Proctor Active
° 003-MJ ID_0125 Mary Jehnson noreply@youtestme.com Student Active
. 004-JJ ID_0126 John Jankovich noreply@youtestme.com Student Active
. 007-MJ 1D_0129 Michael Jankins noreply@youtestme.com Student Active
. 008-RD ID_0130 Rayan Duke nereply@youtestme.com Student Active

. 009-AS ID_D131  Anthony Smith noreply@youtestme.com Student Active

. 010-JA ID_0132 Jennifer Austin noreply@youtestme.com Student Active

Click on the blue, linked text “Excel template” to download an empty excel template for uploading users

Load users

Load users from an Excel spreadsheet (supported file types are .xls or .xlsx).
You must use thi 10 create User accounts.

Detailed instructions for this procedure can be downloaded here.

Select excel template*: YOUTESTME | - |

Select file

Send email to newly created users

Upload | Cancel
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Fulfill the template with the necessary information, in the Groups column, enter the ID of a group

5723 Morgan Ave
2 liam.young L-duax2(ay ATT act Liam Young noreply@youtestme.com M 13/02/1975 100498 2SO0 oy npeles, California|ca), 30011
s 70 Mckinley Ave
3 |noah.jarmusch Q+D=B ATT ACT Nosh Jarmusch noreply@youtestme.com M 12/08/1564 1004sg| 2350102 Los Angeles, California{CA), 90001
; 6022 Brynhurst Ave
4 olivia.dylan wSnhzviz) ATt AcT Olivia Dylan noreply@youtestme.com 05/11/1886 10040n| 23508 o ngeles, California(CA), 30043
6166 Hillandale Dr
5 _lucas.nolan 8h"9P>%L5h INS. ACT Lucas Nolan noreply@youtestme.com F 06/06/1966 100498 AR Los Angeles, California(Ca), 90042
Jonsssoigs A350WSOth St
& mason.walts. -Po/IXVIH INS. AcT Mason Waits noreplh utestme.com F 13/01/1563 100498 5 Los Angeles, California|CA), 90056
025550108 0P 1/2E48th st
7 _sophiasimone 6-HkIRZET] ATT AcT Sophia Simone noreply@youtestme.com O 18/03/1963 100498] <= LosAngeles, California(CA), 30011
Jpnsssgugy 24005 Normandie Ave #14
8 |james.scott WdR:*=3shg NS ACT James Scott. noreply@youtestme.com F 23/04/1970 100498| =SS Los Angeles, California(CA), 90044
J02:555.010g $736° Sherbourne Or
9 |mark lanegan &lva2US25 ATT AcT Mark Lanegan noreply@youtestme.com O /0811581 1ooagg| TR oy usetes, Californialca), 90056
. 5723 Morgan Ave
10 bob.franzen T -fnd*aap ATt acT Bob Franzen noreply@youtestme.com M 13/10/1958 | 100a5g| 2RI oy celes, Califarnialca), 90011
1
2

Click on the “Select file” button, to find a location of the document and then click “Upload” to load users.

Load users

Load users from an Excel spreadsheet (supported file types are .xIs or xlsx).
You must use this Excel template 10 create user accounts.

Detailed instructions for this procedure can be downloaded here.

Select excel template*: YOUTESTME | - |

Select file

Send email to newly created users
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Navigate to the Users and choose “Manage groups” option from the main menu

System - Help ~

Users ~ Tests - Surveys - Training courses Reports -

Manage users

Manage users

Manage groups

Roles and permissions
List of all users Users created by me Regist ew user Custom user properties

Load users

My profile

Username = External ID ¢ First name = Last name < Email i Role < Status ¥
search £ | search L | search £ | search £ | search £ search O Selectone v
’ 001-AB ID_0123 Bradley Cooper nonreply@youtestme.com Admin2
O 002-CT ID_0124 Charles noreply@youtestme.com Proctor
o 003-MJ ID_0125 Mary Jehnson noreply@youtestme.com Student
O 004-JJ ID_0126 John Jankovich noreply@youtestme.com Student
. 007-MJ 1D_0129 Michael Jankins noreply@youtestme.com Student
e 008-RD ID_0130 Rayan Duke noreply@youtestme.com Student
Q 009-AS ID_0131  Anthony Smith noreply@youtestme.com Student
o 010-JA ID_0132 Jennifer Austin noreply@youtestme.com Student

1. Use the search bar to find the group
2. Click on the group name
3. Gotothe “Members” tab where you should see a list of uploaded users

Users ~ Tests « Surveys « Training courses Reports ~ System - Help ~

User groups Y

User group

Options = ?

nstr o o Instructors

= User groups (90)
Instructors (0]
O © Information Members o Managers Statistics

Username < First name < Last name < Email < Status &
Search D Search D Search ,O Search ,O Selectone +

< 0 bob.franzen Bob Franzen noreply@youtestme.com
‘;‘ james_scott James Scott noreply@youtestme.com
r;‘ liam_young Liam Young noreply@youtestme.com
0 lucas.nolan Lucas Nolan noreply@youtestme.com
0 mark.lanegan Mark Lanegan noreply@youtestme.com

n mason.waits Mason Waits noreply@youtestme.com

n noah.jarmusch Noah Jarmusch noreply@youtestme.com
n olivia.dylan Olivia Dylan noreply@youtestme.com
1 2 = = 8 ~ Rows: 9

Page 9 of 9



	1 Introduction
	2 Steps
	2.1  Creating a user group
	2.2 Load a large number of users in the group
	2.3 Uploading users


