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Upload a CSV file

Notify Upon Import Completion (Optional)

Quick Import

Your imported CSV file must include Email in
the header row. Each value should be
separated by a comma (,).

You can use any of these fields in your CSV
header:
Email, First Name, Last Name, Phone Number,
Extension, Group, Location, Division, Manager
Name, Manager Email, Employee Number, Job
Title, Password, Mobile, Risk Booster,
Organization, Department, Language,
Comment, Employee Start Date, Custom Field
1, Custom Field 2, Custom Field 3, Custom
Field 4, Custom Date 1, Custom Date 2, Time
Zone, Admin Language, Phishing Language,
Training Language, Email Alias

For more information about how to set up your
CSV, view this article.

CSV with email addresses only
CSV with email addresses and group
membership
CSV with all fields

Should I use the Password field in my CSV?

We do not recommend using this field, except
in special cases. If you do not set a password,
users will be prompted to set up their own
passwords upon their first login.

CSV Import

Please select a file... Browse

Maria Alatorre

CSV with all fields
us,,,,
test2@egia.org,Test1,Last Name2,1 (555) 566-
8766,1234,Users,,,,,,,pass,1 (234) 567-8902,,Organization
2,Department 2,English - United States,Comment
2,01/30/2000 12:00 PM,Custom Field 2,Custom Field
2,Custom Field 2,Custom Field 2,01/30/2000,01/30/2000,
(GMT-05:00) Eastern Time (US & Canada),,,,test2a@kb4-
demo.com,,,
test3@egia.org,Test1,Last Name3,1 (555) 566-
8766,1245,*clear-all-groups*,,,,,,,pass,1 (234) 567-
8903,,Organization 3,Department 3,English - United
States,Comment 3,01/30/2000 12:00 PM,Custom Field
3,Custom Field 3,Custom Field 3,Custom Field
3,01/30/2000,01/30/2000,(GMT-05:00) Eastern Time (US &
Canada),,en-us,,,,
test4@egia.org,Test1,Last Name4,1 (555) 566-
8765,3214,Users,,,,,,,pass,1 (234) 567-8904,,Organization
4,Department 4,English - United States,Comment
4,01/30/2000 12:00 PM,Custom Field 4,Custom Field
4,Custom Field 4,Custom Field 4,01/30/2000,01/30/2000,
(GMT-05:00) Eastern Time (US & Canada),it-it,en-
us,,*clear-all-aliases*,,,
test5@egia.org,Test1,Last Name5,1 (555) 566-
8765,3345,,,,,,,,,,,Organization 5,Department 5,English -
United States,Comment 5,01/30/2000 12:00 PM,Custom Field
5,Custom Field 5,Custom Field 5, Custom Field
5,01/30/2000,01/30/2000,(GMT-05:00) Eastern Time (US &
Canada),ja-jp,ja-jp,ja-jp,test5a@kb4-demo.com,

Download Example CSV

Notes
Header (shown in bold above) is mandatory for fields that you
want to include.

test5 user (last one) doesn't have a group membership or a
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CSV with all fields
us,,,,
test2@egia.org,Test1,Last Name2,1 (555) 566-
8766,1234,Users,,,,,,,pass,1 (234) 567-8902,,Organization
2,Department 2,English - United States,Comment
2,01/30/2000 12:00 PM,Custom Field 2,Custom Field
2,Custom Field 2,Custom Field 2,01/30/2000,01/30/2000,
(GMT-05:00) Eastern Time (US & Canada),,,,test2a@kb4-
demo.com,,,
test3@egia.org,Test1,Last Name3,1 (555) 566-
8766,1245,*clear-all-groups*,,,,,,,pass,1 (234) 567-
8903,,Organization 3,Department 3,English - United
States,Comment 3,01/30/2000 12:00 PM,Custom Field
3,Custom Field 3,Custom Field 3,Custom Field
3,01/30/2000,01/30/2000,(GMT-05:00) Eastern Time (US &
Canada),,en-us,,,,
test4@egia.org,Test1,Last Name4,1 (555) 566-
8765,3214,Users,,,,,,,pass,1 (234) 567-8904,,Organization
4,Department 4,English - United States,Comment
4,01/30/2000 12:00 PM,Custom Field 4,Custom Field
4,Custom Field 4,Custom Field 4,01/30/2000,01/30/2000,
(GMT-05:00) Eastern Time (US & Canada),it-it,en-
us,,*clear-all-aliases*,,,
test5@egia.org,Test1,Last Name5,1 (555) 566-
8765,3345,,,,,,,,,,,Organization 5,Department 5,English -
United States,Comment 5,01/30/2000 12:00 PM,Custom Field
5,Custom Field 5,Custom Field 5, Custom Field
5,01/30/2000,01/30/2000,(GMT-05:00) Eastern Time (US &
Canada),ja-jp,ja-jp,ja-jp,test5a@kb4-demo.com,

Notes
Header (shown in bold above) is mandatory for fields that you
want to include.

test5 user (last one) doesn't have a group membership or a
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