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Creating new local users in bulk

User accounts can be created as long as license spaces are available.
There are various methods of account creation in Claromentis.

This guide will cover the manual creation of multiple local accounts in bulk, using a CSV.

Creating local user accounts in bulk

A CSV import is used by a People administrator to facilitate the account creation.
This means your team need to prepare a CSV file to use for the import.

The processing time required by the system to complete all actions pushed to it by the import means your team should consider:

1. How many users are going to be included
Creating an account is an action that takes up processing time, so the larger the CSV the longer this takes to complete.
2. How much metadata about the users you want to include, e.g. phone number, address, location, etc

You may want to import information about each user at the same time as creating their account. Each column in the CSV and the data contained in it
adds on to the processing time.

If too many users or too much information is included in the CSV, it won't be able to complete.

General advice

The 4 fields required to create local accounts in bulk are Username, first name, last name, email, and the system can process this quickly if the CSV only
contains data to create users with these fields only.

We recommend importing new users in batches of 200 - 300 users at a time to ensure the import can complete within the processing time.

So, depending on how many users you want to create in bulk, and how much metadata is included against each, you can make a judgment on the batch
size for your CSVs for the import to be successful.

It is worth considering importing a CSV to create user accounts in the first instance and then importing the metadata in subsequent imports.

If you would like further advice before you run your imports, pleaseraise a support ticket, and our team will assist you, or if you are onboarding, contact
your onboarding team.

Steps
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1. Head to Admin > People.

2. Click the 'Add/Update’ tab

* Admin Admin > People Control Panel &
I @ stafflist O User licences  Licence limit uniimited ~ Active users 53  Remaining users Unlimited ()
Dultiil=3 Extranet user limit uniimited  Active extranetusers 7 Remaining extranet users Unlimited
2 Add ’
& anew user If required, more user licenses can be requested on our support portal Request licences (f  More details
) Export users
6 Add/update from 2 Users 4 Power users Roles 82 Groups 2 Password policy
CsV file
CONFIGURATION v n
f’ General
configuration Al ABCDEF IJKLMNOPORSTUVW 1 First name, Surname
i= Configure user ) .
e Photo  Full name « Email Job Title Role Group Extranetarea Last
profile fields
g Configure Skills g Q Abigail Clark abigail@claromentis.com Human none Company, Primary Area 30-1
Resources Human 12:1C
Assistant Resources,
Learning and
Development
g @ Alan alan@claromentis.net Sales none Company, Primary Area 17-0.
] Metcalfe Assi fa i 17:12
3. On the next screen, click ‘choose file' and upload your CSV from your computer.
After this, consider the import options available.
If you are creating new users, the one to select is '‘Generate random passwords for new users'
Q Admin Admin > People Control Panel > Mass add/update users -

€ staff list Choose CSV file with

No file chosen

users data
UTILITIES
o (0 Synchronization mode (add, update and delete users)
+2 Add a new user ) . )
NB - When creating new users, please ensure that the following mandatory fields are present and correct. username,
@ Export users firstname or surname, password and email.
D Add/update from () Generate random passwords for new users
CsV file Random passwords will be generated for newly created users that don't have a password specified in the CSV file.
@ () Generate random passwords for existing users
Synchronize/Update Random passwords will be generated for existing users who don’t have passwords specified in the CSV file. Use in
users from user combination with emailing users login details to send a welcome email.
directory
(0 Email login credentials when the password has changed or was generated
CONFIGURATION
Submit
Jg General

configuration

= Confioure user

Also consider whether you also need to select 'Email login details when the password has changed or was generated' as this will notify each user of their
credentials.

If you are onboarding, you may not want to notify users at this stage, but you do want to create their accounts, so ensure the email option is deselected.

Click 'Submit' to proceed.

4. The Intranet will read the CSV and ask what you wish to do with its contents.
Select the 'Add new' checkbox for all users in the CSV and click 'Confirm submit'.

The system will process the CSV.



0 Admin Admin > People Control Panel > Mass add/update users

€ Staff list Status value can be: Error, New, Update, Old.
Old - user found in the system but not found in the uploaded CSV.
UTILITIES Update - user found in the system and found in the uploaded CSV.

New - user not found in the system and found in the uploaded CSV.

o)
‘2 Add a new user Error - user with invalid field set for update and insert actions.

) Export users

NB - When creating new users, please ensure that the following mandatory fields are present and correct. username,

[5 Add/update from firstname or surname, password and email.

CSV file

£ Subscribe
Synchronize/Update toall
users from user Sync Sync news

Add Update Groups Roles channels

directory
CONFIGURATION (w] O (=] O (=] Status  Username  Firstname Surname Email
2 General m] New User1 Hannah Bridge test@test.co
configuration

O New User2 Lucy Smith test@test.co
i= Configure user
Rcligiecs 0O New User3 Jenna Fraser test@test.co

£3 Configure Skills

Confirm submit

Please note: If your CSV contains too many users, it may not be able to provide a preview, but you can still select to ‘add' the new accounts for all
included in the file.

5. The system will take a few minutes to process the CSV, do not click away while this takes place.

If successful, the accounts created will be Isited on screen:

claromentis Q search Bew o B 0 @

Home  Marketng  Company v McettheTeam  Department v Dashboards v E-FormExamples v Leaming  Projects  Book 2 SO I NRERUS SRR x

a Admin Admin > People Control Panel > Mass addjupdate users

@ Staff list User1 (First Name: Hannah, Surname: Bridge) New user added successfully

User2 (First Name: Lucy, Surname: Smith) New user added successfully
UTILI

User3 (First Name: Jenna, Surname: Fraser) New user added successfully

+2, Add a new user

i Number of new users 3
) Export users

[ Addjupdate from
CsV file

nchronize/Undate

If an error is given, it should indicate what the issue was so you can recitfy this in the file before trying to import this again. e.g. required fields were
missing, data not in the expected format to be read etc

6. Check that the profiles can be found in People and/or are listed on the admin side.

7. Repeat all steps as necessary for batches of other new users.

Here is a video of an import being run.

Optional: Force users to set a new password on login

Following the steps above is sufficient to ensure that each new user added by the CSV can be emailed a random password to log in with. (if the 'Email
login details when the password has changed or was generated' option is chosen)

However, you may additionally wish to prompt the user to set their own password to use going forward after the initial login.

This means the random password would no longer be active, and instead, the user creates one, in line with the password policy rules administrators have
set.


https://storage.googleapis.com/claro-cdn-0-discover-prod-f205-prod/knowledgebase/images/csv_import4532.mp4?GoogleAccessId=gce-0-discover-prod-f205%2540claro-saas-prod.iam.gserviceaccount.com&Expires=1762571008&Signature=ceN%252Fkca%252BSAs3Xim20heom7U7dv0TeJV3iCKvjrnk%252ByaVkSQ8PsBFpGfQC4rQxZZV99q1rQNuJRX%252FTFjHrdMlDX1v58rUk%252FZUVsoJ336drhMzuY99pWtZEpf6WrvJ0wXh4AzWwVtbQm%252BE3xxaed%252BF%252BK6PweNGHFlAYKPSJllNYO%252FR0ArcsstWRQ588wFwqz7iVlztM4QsLu6XqyLtAOyiqm2EmNT4RXqs6DoxeHbxQB6qSyWcMKjV4EePXUlH0Iwr80Cn%252F6hdP%252FyJgfZ%252BR%252F2yXx29MLypE83evRmiiupjv9DCWxAeB9%252BnguyjeYUreg%252FY9r1gMS795U2wK8I3lJD%252F8w%253D%253D
https://discover.claromentis.com/knowledgebase/articles/369/bpassword-b-bpolicy-b

To ensure this, additionally include the 'Change password next time' column in the CSV used to import the new users and enter '1' for each row.

1 = yes, and means the system will turn on the ‘change password next time' option for those users:

username firsthname surname email change password next time

User1 Alice Johnson  hannah.door@claromentis.com 1
User2 Peter Stuart test2@test.com 1
User3 Kevin Miles test3@test.com 1
User4 Susan Carey test4@test.com 1
User5 Marina Smith test5@test.com 1
Useré Jessica Fredericks test6@test.com 1
User7 Scott Harpenden test7@test.com 1

So once the CSV import is finished, user accounts will have been created, emailed their login details, but once they log in the first time, they are
prompted to set their own to use going forward.
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