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1. Download Learner Bulk Upload Template 
 
To start with the learner bulk uploading process, you will be required to download the template that will 
be used for popula:ng the learner’s informa:on. 
 
Please Do Not delete the first entry (learner record) on the spreadsheet, as this is a blueprint of how you 
should capture the rest of the informa:on. 
 

2. Required Fields 
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Please refer to the first data entry that is found on the spreadsheet. This will guide you to capture other 
learners. Kindly take note of the red small starlike symbol (*) next to the column name. This is an 
indica:on that the informa:on is required, and it should not be leD empty. 
 

3. Lookup Worksheet 
 
Please take note of the worksheet named “Lookups” this worksheet has the list of values and their 
respec:ve lookup codes. The learner worksheet uses the codes to capture the informa:on, make sure to 
reference the lookups sheets to know what to capture. 

 
 
 
When you have managed to capture all your learner’s informa:on and you have inspected the format 
that it matches that of the first data entry which is a blueprint on how the informa:on should be 
captured. You will then be required to proceed to the LMIS System to upload your learners. Please refer 
to the following screenshot. 
 
 

4. Uploading stage | LMIS 
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The screenshot below demonstrates the process. You need to click the menu item that reads “Learners 
Bulk Upload”. This will load the page that allows you to load the spreadsheet. Please refer to the 
screenshot below. 

 
 
You will then put in the informa:on that is required then click the buPon that says “Preview”. 
 

 
 

That is the final stage of uploading the learner informa:on. 
 
 

Thank You So Much! 


