Bulk Enrolling Users

. Log into ICON

. |dentify the org unit code of the course in which you want to enroll the users.
A. Click Manage Courses
B. Make sure the Offerings tab is selected, and search for the course title.
C. The code is the column labeled Offering Code

3. Click My Home

4. Click Manage Users

5. Click Bulk User Management

N —

Do the users you want to enroll have
Hawk IDs or already-existing Guest IDs?

This process will create new guest

This process will enroll existing accounts
accounts and enroll them

6. Open a spreadsheet program (such as 6. Open a spreadsheet program (such as

Excel) Excel
7. Create a file with the following format: 7"?) te a file with the following f t
ENROLL, blank cell, Username, - Lreaie a e with the following tormat:

IMPORT, blank cell, blank cell, FirstName,
LastName, Password (optional; if you
leave it blank, a random password will be
generated), email address, TRUE,

OrgUnitCode, RoleName (note that the role
.Student has a dot). See example below.

8. Save your file as a .csv (comma
separated value) file.

9. Back in ICON, click the Browse button OrgUnitCode, RoleName (in this case,
and find your file. Guest Student). See example below.
10. Click Import 8. Save your file as a .csv (comma
' . ! . . separated value) file.
]12'_ gﬁ;’;(e‘l’)"gg‘:_summary and click Submit. 9. Back in ICON, click the Browse button

and find your file.

10. Click Import.

11. Review the summary and click Submit.
12. Click Done.

Example of format for enrolling existing users

ENROLL pdpotter Student UIHC 001
ENROLL aclarke Student UIHC 001
ENROLL alyon .Student UIHC 001

Example of format for importing and enrolling new guest users

IMPORT John Doe changeme  Guest Student TRUE 1doce@aol.com UIKC_00.
IMPORT Jane Smith changeme Guest Student TRUE Ismith@hotmail.com UIHC_00.
IMPORT Miranda Banana changeme Guest Student TRUE banana@gmail.com UIHC 00.




