SAMA

Bulk Upload and Course Assighnment

Before You Begin
A Make sure you've purchased courses on behalf of your users and that your account is set up with
administrator access for your company.

Bulk Upload of Customers

In the top-right corner, select My Account.

| Dan
My Account

Log out

Step: 1
Protect Your Drivers & Your Business
We've trained more than 84,000 drivers for some of the largest companies in the province.
From the side panel, select List of Customers to open the customer management page.
Step: 2

List of Customers




Beneath the drop-down menu, select the Upload Customers link.

w Course Menu v Search entire store here... A=) | Dan

B List of Customers

Two-Factor Authentication Please select action
i AR Rt i

My eLearning

My Certificates . N .
Step' 3 : £ MName Company 1s Admin Email Actions
* My Orders
i Tom jones Dane No hollyBama.ab.ca Edit
Assign Courses
My Downloadable Products Donna Semmers Dane No lorie®ama.ab.ca Edit
RUIn==Eock Betty Violet Dane No miri&ama.ab.ca Edit
Account Information
. 2 Bob Tester Dane No bob®ama.ab.ca Edit

List of Customers

Store Credits

Select Download Sample File to obtain the correct CSV format. Fill in your employees’
information using this template.
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Step: 4 Upload Customers

My Account
Dow ample Fle

Upload file *

Choose File | No s chesen

Assign Courses

My Downloadable Products m

Address Book

CVS Example

A B C D
firstname lastname email company_name
Dan Testl 102025@gmail.com Dane
Dan Test2 0102025@gmail.com Dane
Dan Test3 00102025@gmail.com Dane

E.g.
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Select Choose File to upload your completed CSV, then select Upload.
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Upload Customers

Downboad Sampile File

I Choosa File | Test Compla..ad COT.cav i

Upload file *




Note
e Once uploaded, newly registered customers will receive an email prompting them to create their
accounts and set their passwords.

Important
If your CSV includes existing customers, an error message will indicate duplicate entries.
However, any new customers will still be added successfully.

When the confirmation pop-up appears, select OK to return to the List of Customers page, now
updated with your new entries.

Successful import

Step: 6

Import completed!

Assigning Courses to Users

Select Assign Courses.
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List of Customers

My Account
Twi-Factor Authentication Please select action e
R Seectad /et
Step: 1 L 2 " MName Company Is Admin Email Actions

My Orders

(m] Torn Jones Dane No holly@ama.ab.ca Edit
My Downloadable Products (] Donna Sommers Dane No lorieBama.ab.ca Edit
Address Book O Betty Vioket Dane No mir@ama.ab.ca Edit

Account Information

(] Bob Tester Dane No bob.tester@ama.ab.ca Edit
Company Profiles
I List of Customers D Dan Test! Dane No 102025@gmail.com Edit
Customers Progress 0 Dan  Test? Dane No Q102025@gmail.com Edit
O Dani Test3 Dane No J0102025@gmall.com Edit

Store Credits

Account Balance



Step: 2 From the drop-down menu, select the course(s) you wish to assign.

— Note
Ensure seats are available, this confirms you've purchased the course on behalf of users.

Then select the Student, Program and Pick up location.

to refund

Create Single Appointment (Driver Only)

Vehicle: SELECT VEHICLE -
Shew All Vehidles

Status:* CONFIRMED -

showin student @ ves o

Center:

Step: 3

Test Student, AMA « (7B1S55-0045 o {780)555-0000 » daneka hruschak+1206245.

VIEW STUDENT DETAILS

I 20 HOURS BTW (2:00/20.00 HRS. USED)

| Home

INSTRUCTION 1

INSTRUCTION 2
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Select the Company from which you want to choose enrollees.
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— Assign Courses
My Account

Two-Factor Authentication Select Course to Assign Learners E

My eLearning

Aggressive Driving - Online Cowrse - Order #0000001554 .

My Certificates

My Orders Current seats available: 1.of 2

Assign Courses

My Downloadable Products Current Assigned Learners ® Assign a Company Individual Assignment
St . 4 Address Book Company * =
ep: T T * Courtney TEST _ (courtney®ama.ab.ca) Please Select Company v |

Aggressive Driving - Online Course
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Step: 5 Select the User(s) to be assigned to the course.



Select Assign to complete the enrollment.
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Assign Courses

My Account
Two-Factor Authentication Select Course to Assign Learners
My eLearning
My Certificates Aggressive Driving - Online Course - Order #0000001 554 v
o Current seats available: 10f 2
Assign Courses
My Diowniloadabie Produdts Current Assigned Learners @ aszign a Company O Indevidual Assignment
Address Book Company *
Step; 6 ey~ + Courtney TEST  (courtney®ama.ab.ca) Dan "
Company Profiles Select All / Deselect All
List of Customers o
Customers Progress Torn Jones (holly@arma.ab.4a)
Store Credits Donna Sommers. (lorie.Sama.ab.ca)

Account Balance
Betty Viclet (min@ama.ab.ca)
My Subscriptions

Bob Tester (bob.testen@ama.ab.ca)

Recently Ordered Dan  Testd (102025@gmail.com)
[ Aggressive Drving - Online Course Dan  Test2 (010202 M@gmail.com)
-

Dane  Testd (00102025@gmail.com)
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Success
A confirmation message will appear once the employee has been successfully enrolled.

Congratulations

Next customer(s) are successfully enrolled:
+00102025@gmail.com




