
 

How to Add Multiple Users Using the Excel Roster Uploader 
 

Find the Learning Object from the 
Learning Object List – Click on view 
under class count 

 
This will bring up the Learning Object 
Instance List- From the Roster – click 
view 

 
Click - Actions 

 
Download the Excel File Multiple User 
Upload Template 

 
There are just 2 Mandatory Fields 
that need to be filled out to put 
participant’s in the “enrolled” status. 
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Employee ID 

 
Status type:  In this field you would put 
“2” to put the users in the “enrolled” 
status. 

 
Once you have completed the 
spreadsheet, save it.  I put it on the 
desktop so I can easily find it. 
Go back to the “action” button and 
select Browse, locate the file and press 
select. 
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Once the file is selected, it should 
appear in the appropriate field. 
Click Upload/Update Roster 
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