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How to bulk/batch enrol students onto the Departmental ESA Submission Centre 

 

If you need to enrol a large amount of students (10+) onto your departmental submission centre, you 
can do this by batch process using a .csv file.  The file attached to this guidance is formatted in the 
correct way and can be used as a template.  Ensure you remove the sample data before uploading. 

To batch enrol, complete the following steps: 

1. Click on the file “bulk_upload_template.csv” to download it to your computer 
2. Select Save File and then click on OK.  This will save the csv template to the downloads location 

on your computer. 

 

3. Once downloaded, open the file in Excel and insert the relevant student information into each 
column and save the file as a .csv  Your .csv file must have the following columns: Username, 
Last Name, First Name, Email, Password, Course Role 

- The username column should contain the username of each student 
- The email column is optional and can left blank (as per the template) 
- The password column should contain the word “ESA” (as per the template) 
- Add “S” for the course role column (as per the template).  This enrols all users 

as students. 

If further help is needed, please see the Blackboard Help Materials on this subject:  
https://help.blackboard.com/Learn/Administrator/Hosting/Course_Management/Managing
_Enrollments/Batch_File_Guidelines_for_Enrollments  

Or, if you experience issues with bulk enrolling students, please report this to the Service 
Desk. Please include a link to the ESA course in Blackboard and the .csv file you are 
attempting to submit. 

 

https://help.blackboard.com/Learn/Administrator/Hosting/Course_Management/Managing_Enrollments/Batch_File_Guidelines_for_Enrollments
https://help.blackboard.com/Learn/Administrator/Hosting/Course_Management/Managing_Enrollments/Batch_File_Guidelines_for_Enrollments
https://www.imperial.ac.uk/admin-services/ict/contact-ict-service-desk/
https://www.imperial.ac.uk/admin-services/ict/contact-ict-service-desk/
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4. In Blackboard, under the Course Management menu go to Users and Groups>Users>Batch 
Enrol Users 

5. Select Browse and locate the downloaded file “bulk_upload_template.csv” 
6. Select Automatic and Submit 
7. The course will now be populated with the students that you added to the .csv file 

 


