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Adding Users to LinkedIn Learning

Before adding a new user determine if they are coming from another agency. If so, email
deslinkedinlearning@des.wa.gov to inquire if the new employee already has a LinkedIn Learning
license or profile. If there is an existing profile, DES will be happy to update the profile with the
employee’s email and groups for your agency.

To assign a user a LinkedIn Learning license, you have the option to add them either by email or
by a CSV file.

If you have only a few users to add, adding them via email might be quicker. Note that
when adding a user by email it is crucial to follow steps 9-13 below to ensure that DES
can accurately bill your agency for license purchases.

For adding multiple users, the most convenient method is to upload a CSV file. DES has a
template you can use for this upload. If you need it, email
deslinkedinlearning@des.wa.gov.

Adding a User by Email

1. Log into your LinkedIn Learning account and click on Go to Admin.
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2. Navigate to the Users & license management tab by either selecting Admin Center at
the top right of your screen or clicking on Me and selecting Manage users in Admin
Center.
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3. A new window opens. On the People Management landing page, click Add new users in
the top right corner.
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4. Select Add users by email from the dropdown.

Manage users via CSV +

Add users by email

Add users by CSV
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5. In the Add users by email window that appears, enter the user’'s email address in the
search bar and click add.

A& Add users by email
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Select a license for these users.

(O Linkedin Learning All Languages License 4
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Select a permission level for these users.

o User

Allows access to all LinkedIn Learning features. No admin access.

() sub Admin

Allows access to all Linkedin Learning features and select admin capabilities.

() Full Admin

Allows access to all LinkedIn Learning features and full admin capabilities.

6. Select their license and permission level (should be “user”) in the License and

Permissions section.

&8 Add users by email

Comma separated emails m [ License and Permissions (& Invitation Email #4 Groups (optional)

Users Clear list

Select a license for these users.
© LinkedIn Learning All Languages License 4,666 available

() Mo license

Select a permission level for these users.

o User

Allows access to all LinkedIn Learning features. Mo admin access.

() sub Admin

Allows access to all LinkedIn Learning features and select admin capabilities.

() Full Admin

Allows access to all LinkedIn Learning features and full admin capabilities.
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7. Click the Invitation Email tab, select Custom invitation email, and enter the name of

the template you'd like to send. If your agency does not have a custom template you can
use the "DES -Department of Enterprise Services” template.

Note: Search is case senstive

& Add users by email
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Choose the invitation email your users will receive.
Create a new custom email template[2
with customized messaging and language settings.
Email template invitation options:

() Default invitation email

© Custom invitation email
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DES - Department of Enterprise Services

dified on May 24, 2024

8. In the Groups tab, search for and select your group.
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9. Click Confirm.
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10. Return to the Manage People screen by clicking on People from Learning Management.
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11. Search for the user you just added by typing their email in search bar.
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12. The email address will show up under User Details. Click on the email address.
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13. Click on the Edit button next to Employee Info.
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Groups Licenses  Permissions

Add to groups

Group Editors Actions

14. Add the user’s First and Last name. Add the user’'s Employee ID in the Unique User ID
field and click Save. You may add the other information, but it is not required.

Edit contact and employee info
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Adding a User by CSV file

1. Prepare your CSV file using the DES provided template. It is very important that you
NOT change the first row of this document. When you save it be sure to save it as a CSV
file.

a. The "unique_user_ID" is the employee ID number.

b. In the “Default_license_learning_allLanguages_status” column, enter active for
each user.

c. You can add a user to multiple groups, by typing each group in the group
column and separating_; them with a comma.
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2. Log into your LinkedIn Learning account and click on Go to Admin.
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3. Navigate to the Users & license management tab by either selecting Admin Center at
the top right of your screen or clicking on Me and selecting Manage users in Admin
Center.
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4. Select Add new users > Add users bi csv
Return to Learning Manage
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5. Click Upload CSV under “Yes, I'm ready to Upload”

Add users by CSV

Is your CSV file ready to upload?

No, | need help creating one Yes, I'm ready to upload

6. Click Upload from computer locate your file and click Open.

Upload users via CSV

Upload from computer

Choose the invitation email your users will receive.

Create a new custom email template[2

Email template invitation options:

© Default invitation email

() Custom invitation email
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7. Select Custom invitation email and enter the name of the template you'd like to send.
If your agency does not have a custom template you can use the “DES -Department of
Enterprise Services” template or the default.

Click Upload

Upload users via CSV

Customized CSV Template with EID column_DSHS.csv

Less tha Kb

Ccsv

Choose the invitation email your users will receive.

Create a new custom email template[d
Email template invitation options:

@ Default invitation email

() Custom invitation email

upon
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Resending custom invitation email

If you need to resend the invitation email to a learner, use the following steps to resend a
custom template.

1. From the User & licenses management screen select the users you want to email. This
will case a menu to show up at the bottom of the screen.
2. Select Resend invite

Users (1 88) Manage users via CSV ¥

All Users Admins

Search by name or ema Keywords Y ¥  Clear all filters

= User details ¢ Y  Permission Y  License types Y  License status Y  Groups Y  Actic

Aaron _ Basic user Linkedin Leamning All Lar ‘"—(Edv "j DES +2
\:\ alan_ Basic user Linkedin Learning All Lat f*cf:ifei DES +2
Albevto_ Basic user LinkedIn Learning All Lat m:”te_d; "; DES +2
Alec_ Basic user Linkedin Learning All Lat 1‘”;":5157 ‘9 DES +2
Actior 1selected  Manage licenses  Manage permissions  Manage groups Email

3. A new menu will open asking if you're sure you want to resend the email.
a. Select Custom invitation email
b. Search for your custom template. Remember this is case-sensitive
c. Click Send
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&, Resend invite

Users Clear queue

Resend Invite m

me(_ % Are you sure you want to resend the invite email to these 3 users?

This action will resend the same invite email to the same invited address listed for each user.
Choose the invitation email your users will receive.
Create a new custom email templater?

with customized messaging and langua

Email template invitation options:
() Default invitation email

© Custom invitation email
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