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Add Users (Bulk Import Method)

Adding a User in Solo is the process of 
registering a worker for a specific level of 
access within the Solo ecosystem. 

This access level will determine the 
workers permissions within the Solo app 
and if required the back end Solo 
Platform.

Introduction
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Adding a User directly into Solo Platform 
is only applicable if your instance of Solo 
is a Standalone service, and can only be 
actioned by Users with a Solo Role of: 

• Operations Manager

or

• Admin

Introduction cont.
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From Solo Platform’s landing page you 
must access the Users register in the 
setup area.

Note: Customers with Solo integrated 
with other Damstra systems will not have 
access to this option as Users in that 
scenario are added via processes not 
covered here.

Users Register
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The Users Register shows all current 
Users and key information:

• Their Name
• Whether Solo Watch is available or 

enabled for their profile (noting 
these columns will only appear if 
your Organisation subscribes to 
the Solo Watch service)

• Solo Role
• Contact details.

To begin: click Import Users.

Users Register cont.
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The Import Users screen explains that 
once an import file or spreadsheet has 
been uploaded, the Import wizard will 
then automatically try to match the data 
contained in the spreadsheet to right 
system fields.

It also breaks down the information types 
required and allowed within the import 
file and all the file types that can be used 
to import the Users required.

To make getting started easier, there is a 
handy preformatted excel template that 
can be downloaded.

Import Users
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Complete the import template inputting 
all new Users names and required data.

Special Attention needs to be paid to the 
data types of Role Name and Teams.

Role Name refers to the level of access 
that each new User will be given within 
Solo Platform, Mobile and Wearables 
app. The available options are described 
on the next slide.

Import Template
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The four available Solo Roles are:

• Operations Manager: Includes full 
access to Solo Platform and the 
ability to access system settings 
and setup. 

• Admin: Includes access to Solo 
Platform’s settings and setup only.

• Manager of Workers: Includes 
access to the Solo Platform Team 
view only.

• Worker: No access to Solo 
Platform.

Note: All Solo Roles include access to 
the Solo Mobile App.

Solo Roles
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Teams refers to any existing Team or 
Teams you wish to add the User to when 
imported.

The import process Cannot create new 
teams as well.

If a User needs to be added to multiple 
teams, simply separate each team name 
with a semicolon - no space.

Note: Help with how to create Teams is 
available within the Knowledge base.

Import Template cont.
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If the template spreadsheet includes the 
field ‘Enable Solo Watch activation’, 
provide a ‘yes’ or ‘no’ for each person to 
indicate whether or not you’d like them to 
be able to login to Solo using a 
Smartwatch.

Import Template cont.
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Once all Users have been added to the 
Template and the Spreadsheet has been 
saved, return to Solo and click Upload 
File.

Select the import file from your 
computer, then click continue.

Upload Import Spreadsheet
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The import wizard will display the results 
of its attempted data match, showing the 
matched Solo Platform field names in 
relation to the information contained in 
the uploaded spreadsheet.

To make any corrections, simply modify 
the required dropdowns.

Then, click continue.

Import Wizard
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If all the data looks correct, click Import.

Import Wizard cont.
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The Send Token Register will then display 
showing all the Users just imported.

All new Users who require access to the 
Solo Mobile app will need a Token or 
access code to be able to do so.

Note: Solo Platform Users can also log in 
to the Solo Mobile app using their email 
address and password.

Send Token Register
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To select the User that require a token to 
be sent to them:

Select individual Users or click the 
checkbox at the top of the register to 
select all Users shown on the page.

Repeat this for as many Users or pages 
as required.

Note: To narrow the search, the register 
can be filtered by a Team or Teams.

Send Token Register cont.
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The token can be sent to the User via 
SMS (text) or Email.

From the Send token popup, select the 
method or methods that will be used to 
send the new tokens.

Note: If a User didn’t have an email 
address uploaded to their profile this 
method will not work.

Send Token Register cont.
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Finally Click back to Users and the Users 
register will redisplay.

Import Complete




