
Improved CSV Group 
Management Process

Now you can:
• Manage group memberships by changing a single column and 

adding or removing users from existing groups.
• Override existing groups a learner is in with a new set of groups.
• Use group names instead of binary values (i.e., yes/no)

Save time by adding, updating, or removing users from groups using 
improved CSV group management process. 

How it works:

Select the 
‘Users’ tab

2

Navigate to 
‘People’ from 
the main 
navigation 
bar.
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Click on 
the ‘Add 
new users’ 
dropdown 
menu and 
select ‘Add 
users by CSV’
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Click ‘Get 
Started’ 
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Select a CSV template to download5
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Complete your CSV template6

• If you are planning to add new users to LiL, you can keep the preferred_first_name, preferred_last_name, 
work_title, Default_license_learning_proAllLanguages_status column header titles in place. 

• If you are not adding new users, you can remove those column headers names. Note: primary_email_address 
is a required column header title. 
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To replace existing groups learners are currently in7

Use the new column header groups and add the name of the groups to add the users to. Note: the groups 
column header title cannot exist in the same CSV as the add_to_group and remove_from_group column 
header titles. However, both the add_to_group and remove_from_group column header titles can exist in the 
same CSV.

To add learners to a group8

use the new column header title add_to_group and add the name of the groups for each user (row).

To remove learners from a group9

use the new column header title remove_from_group and add the name of the groups to remove the users from.



Upload the 
CSV file
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Save the file (be sure to save the file as .csv)10

Go back LiL 
and click on 
Next

11

12



Improved CSV Group Management Process

Click on 
Upload
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The users you’ve listed in the CSV file are now added to / removed from groups, or their assigned groups 
have been updated. 

14


