skillsforwork | TeachToProtect

Importing Employees via CSV Template in
skillsforwork

1 In the skillsforwork | TeachToProtect dashboard, click Employees in the
left-hand menu.
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2 Click Add Team member.
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manage and control in real-time the training and instruction status of each employee in your company: .

Q Quick Search ~+ Add Teammember

m
Peter Walsh employee@employee.co.uk v
Emma Dobson emmad@agorapublications.co.uk v
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If you've not already downloaded and added your employees to the CSV template,
click CSV Template to download the file and fill it in using the column headers for
guidance.
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Add Teammember Used/total licenses: 2/5

When you create an employee, they will immediately receive a registration email, provided that
you have entered their email address.

File impert Add manually

Add Teammember via File Import

For data import, a .csv file or an Excel file in a predefined format is required. Please download the CSV Tefnplate
File or Excel Template File and use them for import. Do not modify the first line.




4  Next, drag & drop your CSV file, or click to select it.

Add Teammember Used/total licenses: 2/5

When you create an employee, they will immediately receive a registration email, provided that

you have entered their email address.

File import Add manually

Add Teammember via File Import

For data import, a .csv file or an Excel file in a predefined format is required. Please download the CSV Template
Eile or Excel Template File and use them for import. Do not modify the first line.

5  Once your file has been selected, click Upload.
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6 You'll then see your list of imported employees and can make changes to their
assigned Group. Click Complete import to finish the import process and you'll
see your updated employee list.
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