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Introduction 
By using a CSV file, you can create or edit multiple user accounts at once.  This makes for an 
easier process than creating or editing accounts individually.  For example, you could create 100 
user accounts with one file upload instead of entering the account data manually. 

Creating Accounts 
To create accounts in bulk we need to gather the required data and add it to a spreadsheet file in 
the correct format.  Once we have created our file we can then upload the contained data to the 
platform. 

Step One: Creating the CSV file 
We can create a CSV file from any Excel (or equivalent) spreadsheet file.  Saving a spreadsheet 
file as CSV will remove any formatting (such as colours) and any data not contained in the first 
workbook (tab). 

The CSV file will consist of a top-row (row 1) which contains all the column headings and as many 
further rows as needed to contain the data.  The column headings must match the specifications 
detailed below as they inform the platform as to what data each column contains. 

Spreadsheet Specifications: 

Column Name Description Example Content 

auth Used to denote an active or inactive user 
(current or ex-employee).  This must be 
lowercase. 

active 

username A unique username for that person. Often the 
email address but can be any other unique 
value (such as an employee number or 
network ID). This must be lowercase. 

john.smith@fakecompan
y.com 

email The user’s email address.  This must be 
lowercase. 

john.smith@fakecompan
y.com 
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Column Name Description Example Content 

firstname The user’s first name. John 

lastname The user’s last name. Smith 

country The ISO 2-digit country code.  This must be 
uppercase - list here: 
https://www.iso.org/obp/ui/#search 

GB 

custom_department The user’s Department (optional, can be left 
blank). 

IT 

custom_citytown The user’s location.  Could be a city/town 
building or campus. 

London 

profile_field_manager The email address of the user’s manager.  
This will automatically give that manager 
access to this user’s data on the platform.  
This must be in lowercase (optional, can be 
left blank). 

susan.jones@fakecomp
any.com 

cohort1, cohort2, 
cohort… 

The name of the cohort (course) the user is to 
be added to. 

You can view a list of available cohorts on 
your platform by going to Administration > 
Users > Accounts > Cohort. 

The ‘Cohort ID’ column contains the name of 
the cohort to be used in the spreadsheet.  See 
the highlighted area in the screenshot below. 

 

Can be left blank if the user does not have to 
be added to more than one cohort. 

RemoteWorkers 

password The initial password for the user (to be 
changed on 1st login).  Passwords can be 
generated randomly for each user if preferred.  
However, the ‘New account’ email notification 
will have to be enabled to ensure each user is 
sent their password information. 

health3safety 

 

 

Figure 1 - This file would create two new user accounts 

https://www.iso.org/obp/ui/#search
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Once you have prepared your file you can use your spreadsheet application ‘Save as’ option to 
save the file in ‘CSV (Comma Separated Values)’ format.  The exact process will differ depending 
on the spreadsheet application you are using. 

You can download an example template from our help article here to use as a basis for your 
upload: https://support.britsafe.org/hc/en-gb/articles/360006540833 

 

  

https://support.britsafe.org/hc/en-gb/articles/360006540833
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Step Two: Uploading your data 
Next, we need to upload our CSV file to the platform.  To do this: 

1. Go to Administration > Users > Accounts > Upload users 
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2. Drag and drop your csv file into the upload area (or click on ‘Choose a file’ to browse) 
3. Click on the Upload users button 
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4. On the resulting screen in the Settings section set Upload type to ‘Add new only, skip 
existing users’ 

5. Set New user password to ‘Field required in file’ (this ensures the password you provided 
in the csv file is assigned to all new users). 

a. If you would like the platform to generate random passwords for each user do not 
change this.  Be aware, for users to be advised of their credentials when using 
platform generated passwords, the ‘New Account’ email notification must be 
enabled.  See our Managing email notifications guide for more information. 

6. Set Force password change to ‘All’ (This forces all new users to choose their own 
password when they first log in) 

 

7. Scroll to the end of the screen and click the Upload users button 

Your user data will now be uploaded and new user accounts will be created.  The platform will list 
the content of each row of your spreadsheet as the accounts are created. 

  

https://support.britsafe.org/hc/en-gb/articles/360000190353
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Updating Accounts 
To edit accounts in bulk we need to download the user data, edit it in our spreadsheet application 
and upload the updated data to the platform. 

Step One: Downloading user data 
Existing user data can be downloaded in CSV format.  This file can then be edited with our 
changes and uploaded back to the platform.  To download the user data in CSV format: 

1. Go to Administration > Users > Accounts > Download list 
2. (optional) Use the filters to select a subset of user data 
3. In the ‘Available’ column, select users whose data you wish to download 
4. Click on the ‘Add to selection’ button to add your selected users to the ‘Selected’ column 

or click the ‘Add all’ button to add all users in the ‘Available’ column to the ‘Selected’ 
column 

5. Click on the ‘Download list’ button 

A CSV file containing your user data will be downloaded to your computer. 
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Step Two: Preparing the downloaded file for uploading 
Your user data has been downloaded but it’s not quite ready to be uploaded back to the platform.  
To prepare the file you need to open it in your spreadsheet application and make some changes. 

1. Delete the ‘id’ and ‘firstaccess’ columns as these cannot be used in an uploaded file 
2. Add any missing columns needed such as ‘cohort1’ and ‘password’ 
3. Change the user data as needed 
4. Save the file (ensure you do not change the file format from CSV) 

Your file should now be ready to upload 

Step Three: Uploading your edited data to the platform 
Next, we need to upload our CSV file to the platform.  To do this: 

1. Go to Administration > Users > Accounts > Upload users 
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2. Drag and drop your csv file into the upload area (or click on ‘Choose a file’ to browse) 
3. Click on the Upload users button 
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4. On the resulting screen in the Settings section set Upload type to ‘Update existing users 
only’ 

5. Set Existing user details to ‘Override with file’ 
6. If you are updating passwords for existing users set Existing user password to ‘Update’ 

and set Force password change to ‘All’

 
7. Scroll to the end of the screen and click the Upload users button 

Your user data will now be uploaded and the existing accounts updated.  The platform will list the 
content of each row of your spreadsheet as the accounts are updated. 

Troubleshooting 
The platform requirements of the CSV file are quite stringent.  You may encounter issues if you 
attempt to upload data which contains the following: 

• Spaces in or at the end of usernames or email addresses 

• Apostrophes in usernames or email addresses 

• Uppercase letters in usernames or email addresses 

• Commas in the data 

 

 


