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Jak dodac
nhowego
uzytkownika?
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Krok 1

Przejdz do Dashboardu,
zlokalizuj Seats |
kliknij: Manage seats.
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%) Dashboard

.y Seat management

| Reports Center

Dashboard

(5 Seats

Manage your seats

:
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/| Reports Center

View the progress analytics of your learners

View your learners' course activities for your assigned
courses

View your learners' assignments for your assigned courses

View the progress analytics of your learners per segment

View your learners' certifications



Krok 2

Aby dodac pojedynczego
uzytkownika, nalezy wybrac
opcje A: Add member.

W przypadku potrzeby dodania
wielu uzytkownikow, nalezy
wybrac opcje B: Bulk actions.
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BACK

13 available seats out of 25

Showing 1-13 members

ICAN BZ2B [84- Add membe:]@l} Bulk actions v]

A

Occupying Seat

B

Got seat on

2023-10-20 09:35:41

2023-12-15 15:09:00

2023-12-01 13:08:15

2023-10-27 11:46:26

Last activity

2023-10-10 12:10:00

2023-12-08 10:22:57

2023-12-18 15:16:11

2023-12-21 15:13:19
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OPCJA A: ADD MEMBER

Krok 3

Najpierw nalezy wypetni¢ dane uzytkownika -
user details. Obowigzkowe dane to:

e USERNAME - tu wpisz imie | nazwisko,

e EMAIL - tu wpisz adres emaill,

e FIRSTNAME - tu wpisz imig,

e LASTNAME - tu wpisz nazwisko.
Pozostate pola sg opcjonalne.

Nastepnie, wybieramy opcje Add user to seat |
szkolenie / szkolenia, ktore uzytkownik ma miec
dostepne Select courses.
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BACK

ICAN BZ2B [8.. Add member]@l} Bulk actions v]

Search A

13 available seats out of 25

Showing 1-13 members

Occupying Seat

B

Got seat on

2023-10-20 09:35:41

2023-12-15 15:09:00

2023-12-01 13:08:15

2023-10-27 11:46:26
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Last activity

2023-10-10 12:10:00

2023-12-08 10:22:57

2023-12-18 15:16:11

2023-12-21 15:13:19
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OPCJA A: ADD MEMBER

Krok 3

Opcjonalnie, w tym kroku mozna nie okreslac
dostepu do szkolen, lecz zrobi¢ to pdzniej, po
dodaniu wszystkich uzytkownikow do listy.

Wazne: Na podany adres email zostanie wystana
automatyczna wiadomosc¢ z linkiem, ktory umozliwi
uzytkownikowi ustalenie hasta dostepu do konta.
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Search A

13 available seats out of 25

Showing 1-13 members

Occupying Seat

B

Got seat on

2023-10-20 09:35:41

2023-12-15 15:09:00

2023-12-01 13:08:15

2023-10-27 11:46:26

43

Last activity

2023-10-10 12:10:00

2023-12-08 10:22:57

2023-12-18 15:16:11

2023-12-21 15:13:19
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«.CO
e
w{ O
w{{©

=3 186

Manage



OPCJA B: BULK ACTIONS

Krok 3

W przypadku dodawania wielu uzytkownikow,
istnieje mozliwosc¢ dodania ich poprzez formularz
Excel. W tym celu najpierw wybieramy (1) Upload
file, a nastepnie (2) Add & Enroll users.

Wazne: Formularz dostepny jest do pobrania w tym
oknie. Wystarczy klikng¢ download the excel
template.
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Add & Enroll users

Upload users list

Download this template excel file we have
prepared for you and upload it again with
the data required to add the users to the
pool and enrol them on the courses.

1

file ] Here you can do

B Excel file specifications
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