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Start by selecting Administration > USERS > UPLOAD USERS

Skills
Builder




| Upload Users

Skills Builder Guide

Skill
/4 Folr\:ard \

Welcome, Your Name
SITE ADMIN

Dashboard E

Upload users - [
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Cheose File | No file chosen |

Send users email
Update details if user exists
ADMIN DASHBOARD Update password of existing users

Always insert as new user

Try to merge users if they do not exist - will attempt to match on date of birth, lastname and/ or firstname/i
Add group courses

GROUPS ¥ Force users password change

REPORTS

‘You may use this page to upload user accounts in bulk. You should use a CSV (text) file in the following format.

Assign users to courses (up to 20 courses max.) Justadd more course fields to your template —(fieldname: course1-20).
INSTITUTION

fs assess— puts user on every functionalskills
assessment—maths, Englishand ICT

fs maths assess— puts user on maths assessmentonly

fs engassess— puts useron English assessment only

fs ict assess— puts user on ICT assessment only

fs maths resourses— puts user on maths resources

fs engresources— puts user on English resources

fs ict resources— puts useron ICT resources

fs maths — puts user on maths assessment and resources
fs english— puts user on English assessment and resources
fs ict— puts user on ICT assessment and resources

gese assess —puts user on every GCSE assessment—English and maths
gese maths assess— puts user on maths assessment only

gese engassess— puts useron English assessmentonly

gese maths resources — puts user on maths resources

gese english resources —puts user on English resources

gese maths — puts user on maths assessment and resources

gese english—puts user on English assessment and resources

CRITERIA

Is assess— puts user on learning styles assessmentonly
plts assess— puts user on PLTS assessmentonly

esol assess — puts user on ESOL assessment only
bestest—puts user on BESTest assessment only

COURSES

QUALIFICATIONS

C D E F G H 1
1 firstname  lastname  email course1 course2 course3 groupl
CONFIGURATION 2 Markus Hamilton marktest@skillsforward.co.uk  fs assess Is assess plts assess Groupla//Maths|2
3 [susie Parker susietest@skillsforward.co.uk fs eng assess fs maths assess fsict assess Groupla//Maths|6
4 Andy Jones andytest@skillsforward.co.uk  fs eng resources fs maths resources fs ict resources Group1a//English
FORSKILLSGO 5 Becca Rankin beccatest@skillsforward.co.uk fs english fs maths fsict Group1a//English//Class 1
6 Casey Fisher caseytest@skillsforward.co.uk gese assess bestest Group2a//English
7 Greg Jeffery gregtest@skillsforward.co.uk  gese eng assess gese eng resources Group2a//English
8 sam Smith samtest@skillsforward.co.uk  gese mathsassess | gese maths resources Group2a//English
9 Jack Jones jacktest@skillsforward.co.uk  gese english gese maths | Group2a//english |
T

Near the bottom of the page is the Example CSV (comma delimited) file for you to download.

E Download Example CSV File Here

Complete and save in CSV file format. Upload the file by selecting Choose File, and once uploaded select Upload users.
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