
 
Instructions for Uploading 

New Users to the LMS 

 

Follow the steps carefully and ask for help 
if you are not sure about something. 



Begin by using the special link to open up the sign up form’s spreadsheet.  You will need a 
gmail account to have this access.  This spreadsheet will contain all of the information 
students entered on the sign up form + a timestamp showing when they submitted it. 



Open the Master Template spreadsheet on the desktop next to the form spreadsheet. 



On the form spreadsheet, highlight the cells with emails, first names and last names of the 
new users.  Copy (Control “C”) and then paste (Control “P”) the highlighted text to the 
corresponding email, first name and last name columns in the Master Template spreadsheet.  



Do the same thing with the phone number, date of birth, and education data . 



The Master Template spreadsheet should now look like the one below. 

Next, enter a number in the first cell of “password ****” that continues from the last 
group.  Notice that the passwords to the left will now change 



Highlight all the rows below your 
new users and delete them.  You 
must remove all of these cells 
because they have formulas.  Be 
sure to scroll down to get all of 
them. 



Highlight all the rows at the top including the row with 
the names of the columns.  Copy and paste directly 
below.  However, when you paste, you must right click 
and select “Paste Special”.  Then select “Values and 
Numbers”. The next slide shows what to select. 



Be sure to select “Values and 
Numbers”.  This is because 
we do not want the formulas 
in these cells to be pasted.  



Highlight the rows  at the top and delete them so what is remaining 
are the columns with the values and not the ones with the formulas. 



Highlight and delete the two columns with the **** . 



Go to the button at the 
top left and click “Save as” 
and then scroll down and 
select “Other formats”.  
This will open the window 
you see here.  Click on 
“Save as type”.  Scroll 
down to CSV (MS DOS) 
and select it.  Save to the 
Desktop.  Click “Save” and 
accept any messages. 



Click on the secret link provided to 
you to open the LMS upload page.  
Drag and drop the CSV file into the 
box and click upload at the bottom. 



You must change the defaults on the 
first three settings  to: 
 
•  Add new and update existing 
•  Field required in file 
•  Fill in existing from file and defaults. 
 
Then click “Upload users” at the bottom. 



Accounts have now been created.   
You will see summary information  
about the upload. If everything went 
smoothly, there will be no errors on 
this final page. Click “Continue” to 
finish. 


