HOW TO DO A BULK USER UPLOAD

WHEN TO USE BULK USER UPLOADS

The Bulk User Upload allows Agency Managers to create a large group of users at one time. This

saves the agency time from creating individual user accounts. A bulk user upload template is
provided to streamline the process.

Username (Agency Email)
The upload template will include: Password

Full Name
Address

City

State

Zip Code

Badge (Optional)
Mobile (Optional)

Email

Description (Optional)




WHERE TO COMPLETE A BULK USER UPLOAD

LEARN | LAW ENFORCEMENT ARCHIVAL REPORTING NETWORK

Click here first to do
a Bulk User Upload.




WHERE TO GOMPLETE A BULK USER UPLOAD
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Next, click on
Add Bulk User.

Search/ Modify Users
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EXPORT THE USER TEMPLATE

LEARN |  LAW ENFORCEMENT ARCHIVAL REPOATING NETWORK

Bulk User Creation User Permissions
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download.
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Expiration Period:
nacinvity Period: 365 days of ingdbaty

Date Mandated Explration (Tranmg Costmod ol

Date



GOMPLETE THE GSV SPREADSHEET & SAVE T0 COMPUTER

Fields with an (*) are required.
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1 |Username (¥) Name (*) Password (*) Address (*) :{Zity[*} -State (*,2 Character) Zip (*) Badge [optional}] Phone (*) Mobile (optional) Email (*) Description (optional)
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1 |Username (*) Name (*) Password (*) Address(*) City(*)  State (*,2 Character) Zip (*) Badge (optional) Phone(*)  Mobile (optional) Email (*) Description (optional)
2 Ifirﬁt.Iast@am,ra;{enw.org FirstLast Password 123 MainSt Anywhere FL 12345 123-456-789) 123-456-7890 firstlast@anyagency.org
3 _ﬁrst.East@anﬁ;agen{',f.urg First Last Password 123 Main St Anywhere FL 12345 123-456-789) 123-456-7890 firstlast@anyagency.org
4 first.last@anyagency.org Firstlast Password 123 MainSt Anywhere FL 12345 123-456-789) 123-456-78%0 firstlast@anyagency.org
5 _ﬂrst.!ast@anyagenw.crg First Last Password 123 Main St Anywhere FL 12345 123-456-789) 123-456-7350 firstlast@anyagency.org
6 (first.last@anyagency.org Firstlast Password 123 MainSt Anywhere FL 12345 123-456-7890 123-456-7890 firstlast@anyagency.org
7 |first.last@anyagency.org FirstLast Password 123 MainSt Anywhere FL 12345 123 456-7890 123-456-7890 firstlast@anyagency.org
8 (first.last@anyagency.org Firstlast Password 123 Wiein5i Anywineie Fi 155 122 456-7890 123-456-7890 firstlast@anyagency.org




IMPORT THE COMPLETED BULK USER UPLOAD TEMPLATE
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ASSIGNING USER PERMISSIONS

Click on a

checkbox to have the tabs to the right appear.

LEARN

LAW ENFORCEMENT ARCHIVAL REPORTING NETWORK

Once all the User
Permissions have
been chosen, dlick the
Request to submit

the Bulk User Upload.

An email will be sent
once it is completed.
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Check the User
Permissions needed for the
Bulk Upload.

IMPORTANT: Each Product
Tab needs to be clicked on to
choose permissions for each.




