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In order to gain access to Courseware, a user account must be created by a role that has 

permissions to add users. Below are instructions on the various ways a user account can be 

created manually or by using the import tool.  

 

Creating a New User Account from Admin 

1. From the left navigation menu, select Admin and then select the school name. Select 

Users from the top navigation menu and select New User on the right. 

 

2. The Add a New User dialogue box will appear in which details are entered for the new 

user. Required fields are marked with an asterisk, while the other fields are optional. 

Additional details will appear below the text field box to explain where the information will 

be visible in Courseware. Once all information has been entered, click Add User.  
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3. The user will receive an email with directions to finish registration and create a password 

for the new account. This will complete the registration process and the new user will 

appear in the Users list.  

 

Creating a New User Account in a Course 

Non-Teaching Staff:  

1. Select Admin on the left navigation menu and select the school name. Then select the 

Courses menu to load the list of courses. 

2. Select the desired course within the list. 

3. Continue with step 2 under Teaching Staff below. 

Teaching Staff:  

1. From the left navigation menu, select Courses and click the desired course.  

2. Select the People menu. In the top-right corner, select + People to add a user to the 

course. 

 

3. The Add People box will appear and a user or users can be added by an email address, 

login ID or SIS ID. If creating a user by a Login ID or SIS ID, an email will be required to 

complete the process. If creating multiple users, use a comma or line break to separate 

each user. Using the drop down menus, select a role for the users and the section of the 

course. If the users being added should only be able to interact with other users within 

the section selected, be sure to check the box. When finished, click Next to continue.  
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4. If the user doesn’t exist in the school’s Courseware, the dialogue box will indicate that a 

match was not found within the system and thus will allow the user to be created. A 

name can be create for the new user by selecting the check box or clicking Click to add 

a name. When finished, select Next to continue.  

 

5. A confirmation will appear with the new user’s information. If satisfied, click Add Users 

to complete the process. The user will receive an email with directions to finish 

registration for the new account. A pending label will appear next to the user’s name in 

the People tab of the course until registration is complete.  
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Creating User Accounts via the SIS Import Tool 

1. From the left navigation menu, select Admin and then select the school name. On the 

top navigation menu, select SIS Import.  
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2. To locate the CSV data format for adding users, click please see this documentation 

and navigate to user.csv. This page will provide details on the how to format the .csv file 

and required data. 

  

3. Once the .csv file has been created, return to the SIS Import menu and select Browse 

to upload the file. In the Import Type menu, select the type of import being uploaded 

and then click Process Data.  

 

4. When the import is complete, the results of the import will appear under Last Batch and 

display the successfully imported items. If successful, the new users will now appear in 

the Users tab. 

 

 


