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How to Use the Bulk Upload Method of Adding Personnel to the VLP
Building and district administrators may add personnel to the VLP via the bulk upload feature described below. Note: to add users to the VLP they first must have a web apps account. This is for users added after the October MOSIS process of your current school year. 
1. Create a file for those needing access. The easiest way is to use the file provided. The required fields are Last Name, First Name, and DOB.
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	After the names have been added, save the file to a convenient location (I generally use the 	desktop). Be sure to save the file as .csv. 
2. Sign into the VLP. The admins should see the menu below:
[image: ]
3. Click the District Menu tab shown above
4. The following should be displayed (note this is a partial screen)
[image: ]

5. Click on VLP Access as highlighted above and the following will be displayed:[image: ]

6. Click on the Choose File button to locate the file created in step 1 and a screen similar to the one below will be displayed.
[image: ]
Click on the file and then click the open button.
7. The following screen should be visible:[image: ]
Click the Validate and Commit Data from File button

8. The following screen should then be visible:
[image: ]
Click the Commit button. 

9. The results will be displayed as in the example below:
	[image: ]	
[image: ]
Matches that are “Pending” are those that require some editing before they can be processed. The data may be edited by clicking the pencil icon or deleted by clicking the red X. 
Validated matches are those that can be given access to the VLP immediately by clicking the process button.
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CommIT FILE

File validated successfully. Would you like to
commit its data?





image9.JPG
Clear Pending Matches

Unable to match criteria for 36 of the requests users.

PENDING MATCHES

Jump to bottom

Last name Middle name First name DOB Email Address ED_CERT_ID Action
>

Wiant Kis IR
>

Barton Hannah 07/02/1979 IR
>

Eickhorst Chrissy 12/08/1981 2R
>

Cronin Lori 09/21/1965 48952 2R
S

Marchant Kailey 04/25/1995 IR
>

Kulp Danielle 12/05/1984 R
S

Lackey Megan 07/11/1980 2R
>

Strong Stephanie 10/12/1979 e
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Clear Validated Matches
‘Able to match citeria for 5 of requested users. Jump to bottom

Wilson Jennifer 02/15/1976
Pfanstiel Suzette 12/31/1972
Erinjane. Burke Erin 08/05/1974
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