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Find your project and click “Manage Project.” Under the “Participants” tab click “Import 
Participants.” Do not use the Import Evaluators file as this file is incorrect. 
 

 
Click “Download the CSV Sample”. 
 

 
Open the CSV file called “import_participants_sample.csv 
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Each group (group1, group2, group3) begins with the participant (completing self-survey) 
information. See yellow highlight. 
 

The evaluator information is added for each participant. The group (group1, group2, group3, 
etc.) tells the system which participant the evaluators belong to. To add more evaluators, insert 
additional rows. 
 

The format of the information such as column order, group1, direct report, English, etc., must 
remain as is for the file to import. There can be no extra spaces when copying email addresses 
or names. The file needs to be saved as a CSV file. 
 

If you are importing participants for a Leadership Culture Survey, the group1, group2, etc. refers 
to the participant, not to groupings for breakout reports. LCS participant sample file below. The 
file needs to be saved as a CSV file. 
 

 
When the file is ready, click “Browse File” and select the CSV file. 
 

 
After you select the file, click “Upload Participants.” 
 
You will see a review page of the participants and/or evaluators to be uploaded. The message 
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says “participants” even though the list may be a combination of participants and evaluators. 
 

 
If the list is correct, click “It’s right! Complete import.” You will see a visual of the import status. 
 

 
 
Click “Close” when the import is complete. 
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You will see the participants added to the project. 
 

 


