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This handout contains instructions on how to create, update, and suspend users on the 
WLC.  
 
Use the bookmarks below to jump to a particular set of instructions: 

 Manually Create a User 
 Upload Users 

o Preparing the File 
o Uploading the File 

 Edit a User 
 Suspend a User 
 Activate Suspended User 

 
1. Click the Enrollment menu component. 
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2. Once this component expands, click the option to Add Users to Account. 

 
 

3. Let’s first learn what the links on the top half of this page do. 

 
A. Page Instructions – expand this section to read more about what you can do on 

this page. This section also includes the temporary password that’s assigned to 
all users at account creation. 

B. Users purchased – this section shows you how many seats you have access to 
and the number that have yet to be filled. 

C. Search – use this field to search for a user by their first name, last name, or 
email address. 

D. Gear Icon – this icon gives you the ability to edit a user’s account. 
E. Suspend Icon – use this button to suspend a user. All this does is remove the 

user’s access to the WLC. The user’s account and history remain intact and can 
be reactivated if needed. 
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4. Now let’s discuss the links on the bottom half of this page. 

 
A. Add – this button opens a data entry page where users can be created one 

account at a time. 
B. Upload – this button opens a dialog box where CSV files can be uploaded to bulk 

create and update users. 
C. Activate Suspended User – this link opens a list of all suspended users so they 

can be reactivated one user at a time. 
D. Excel – this button will download a complete list of all your active users. 
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Manually Create a User 
 

1. Click the Add button. 
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2. A data entry screen will open where you can input the user’s information. 

 
A. Email address (REQUIRED) – enter the user’s email address using lowercase 

letters. 
B. Email (again) (REQUIRED) – enter the user’s email address using lowercase 

letters. 
C. First name (REQUIRED) – enter the user’s first name. 
D. Last name (REQUIRED) – enter the user’s last name. 
E. City/town (OPTIONAL) – DO NOT USE THIS FIELD. It would be best to create a 

city/town group and assign users to that group. 
F. Country (OPTIONAL) – enter the user’s country. 
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G. User Type (REQUIRED) – open the dropdown and select either Manager, 
Administrative StaƯ, User. 
1. Manager – Managers can only manage the users within the groups they’ve 

been assigned. They can also be assigned Reporting and/or 
Account/Enrollment permissions. When you select Manager as the User Type 
for an account, the below section will need to be completed before saving 
the account: 

 
2. Administrative StaƯ – Administrative StaƯ have access to all the same 

features as a Director. The only diƯerence is that those with the 
Administrative StaƯ role cannot be assigned or complete courses. 

3. User – those with the User role can only complete courses and print their 
certificates. 

4. Director – The Director role is not shown on the dropdown menu, but it is 
available. To have this role assigned to a user, email learning@wellsky.com 
with this request. 

H. Position (OPTIONAL) – open the dropdown and select the correct job title. 
I. Date of Hire (OPTIONAL) – enter the user’s hire date. 
J. Employee ID (OPTIONAL) – enter the employee’s ID. 
K. Location (OPTIONAL) – DO NOT USE THIS FIELD. It would be best to create a 

location group and assign users to that group. 
L. Department (OPTIONAL) – DO NOT USE THIS FIELD. It would be best to create a 

department group and assign users to that group. 
M. Custom 1 (OPTIONAL) – DO NOT USE THIS FIELD. 
N. Custom 2 (OPTIONAL) – DO NOT USE THIS FIELD. 
O. Group(s) membership – select the group(s) in which you want the user to be a 

member. 
P. Create account – click this button to save your changes. 
Q. Cancel – click this button to abandon your changes. 
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3. After saving your changes, an Inserted successfully banner will appear at the top of 
the page. 
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Upload Users 
 
The user import file can be used to create and update new users. This file can also be used 
to enroll existing users into courses. 
 

 
 
Preparing the File 
 

1. Open the Import Template with Course Assignments CSV and populate the fields. 

 
A. Firstname (REQUIRED) – enter your users’ first names. 
B. Lastname (REQUIRED) – enter your users’ last names. 
C. Email (REQUIRED) – enter your users’ email addresses all in lowercase. This 

field will be used to create usernames. 
D. Agencyrole (REQUIRED) – enter the user type you want to assign to the user at 

the agency level. 
E. Profile_field_position (OPTIONAL) – enter the users’ positions (aka job titles). 
F. Profile_field_DateofHire (OPTIONAL) – enter the users’ hire dates in the format 

shown. 
G. Profile_field_EmployeeID (OPTIONAL) – enter the users’ employee IDs. 

Create a series of templates with the course information prepopulated 
so you can quickly and easily add new users to the site AND enroll 
them into the courses they need to take with one import file by just 
adding their names and emails to the template. You can also create a 
series of templates to update your existing users with the courses you 
want them to complete on an annual basis. 



 

 

ADD USERS TO ACCOUNT 

CREATED 09/2025 

H. Add_group1 (OPTIONAL) – enter your group ID here. To find this ID, go to 
Enrollment and select Group Management and you’ll see your group IDs listed.  

 
I. Add_role1 (OPTIONAL) – enter the role you want to assign to the users within the 

group. 
J. Add_group2 (OPTIONAL) – enter your group ID here. 
K. Add_role2 (OPTIONAL) – enter the role you want to assign to the users within the 

group. 
 

 
 

L. Remove_group1 (OPTIONAL) – enter your group ID here to remove users from a 
group. 

M. Remove_role1 (OPTIONAL) – enter the role you want to remove from users 
within the group. 

 

 
 

The file is prepopulated with columns to enroll your user(s) into two 
additional groups, but you can add as many add_groupX and add_roleX 
columns to the spreadsheet as needed. When adding these additional 
columns, make sure you number them appropriately in a sequential 
format (ex. 1, 2, 3, etc.). 

The file is prepopulated with columns to remove your user(s) into one 
additional group, but you can add as many remove_groupX and 
remove_roleX columns to the spreadsheet as needed. When adding 
these additional columns, make sure you number them appropriately in a 
sequential format (ex. 1, 2, 3, etc.).  
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N. Courseid1 (REQUIRED ONLY IF YOU WANT TO ENROLL USERS IN COURSES) – 
enter the course’s ID. To find this information, go to Enrollment and select Add 
Users to Course. Search for the course and hold your cursor over the title once 
its returned in results. In the lower left-hand corner of your browser a URL will 
appear. At the end of this URL, you’ll see id=XXXXX. The series of numbers at the 
end of the URL is your course ID.  

 
O. Duedate1 (REQUIRED ONLY IF YOU WANT TO ENROLL USERS IN COURSES) – 

enter the due date in the format shown. 
P. Period1 (REQUIRED ONLY IF YOU WANT TO ENROLL USERS IN COURSES) –  

enter a number here for how many additional days you want to give the users to 
complete the course before they are unenrolled from the course. 
 

 
 

The file is prepopulated with columns to enroll your user(s) into one 
course, but you can add as many additional courseIDX, duedateX, and 
periodX columns to the spreadsheet as needed. When adding these 
additional columns, make sure you number them appropriately in a 
sequential format (ex. 1, 2, 3, etc.).  
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Uploading the File 
 

1. Select Upload. 

 
 

2. Drop your import file into the upload box. 
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3. Once the file has been loaded, click Upload Users. 

 
 

4. Select your upload type. 

 
A. Add new only, skip existing users – select this option if your file contains only 

new users. 
B. Add new and update existing users – select this option if your file contains new 

users and changes to existing users. 
C. Update existing users only – select this option if your file contains only changes 

to existing users. 
 



 

 

ADD USERS TO ACCOUNT 

CREATED 09/2025 

5. Click Upload Users. 

 
 

6. If your file was properly formatted, you’ll then be taken to a confirmation page to 
review your results. 
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Edit a User 
 

 
 

1. If needed, use the search field to search for the user by first name, last name, or 
email address. 

 
 

2. Click the gear icon on the user’s row that you want to edit. 

 

Send an email to learning@wellsky.com if the information you need to 
update is User Type. Only WellSky Site Administrators can update this 
field. 
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3. Make your edits. 
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4. Click Submit to save your changes. 

 
 

5. An Updated successfully banner will appear at the top of the screen. 
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Suspend a User 
 

 
 

1. If needed, use the search field to search for the user by first name, last name, or 
email address. 

 
 

Send an email to learning@wellsky.com if you need to suspend someone 
with the Director role. Only WellSky Site Administrators can suspend 
these accounts. 
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2. Click the red button on the user’s row that you want to suspend. 

 
 

3. Confirm your actions. 
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4. A Deleted successfully banner will appear at the top of the screen. The user has 
NOT been deleted. The account and history are still intact within the WLC. Their 
access to the WLC has been removed but can be activated when needed. 
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Activate Suspended User 
 

 
 

1. Click Activate Suspended User. 

 
 

Send an email to learning@wellsky.com if you need to activate someone 
with the Director role. Only WellSky Site Administrators can activate 
these accounts. 
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2. If needed, use the search field to search for the user by first name, last name, or 
email address. 

 
 

3. Click the green checkmark on the row of the user who needs to be activated. 
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4. Confirm your actions. 

 
 

5. An Activated successfully banner will appear at the top of the screen. 

 
 
 

 
 


