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1. Log in to LinkedIn Learning: Start by logging into your LinkedIn Learning admin 
account. 

 

Navigate to the User & license management tab: From the Admin screen, select “Admin 
Center”, or click on the “Me” menu and select “Manage users in Admin Center”.  

 

2. Add new users: Click on "Add new users" and choose one of the following methods: 

 

Add users by email: Enter the user's email address in the "Add users" field. You can add 
multiple email addresses, separated by commas.  

• Note – Be sure to select “LinkedIn Learning All Language License” as the license 
type and ensure the that “User” is selected.  



 

• At the top of the page, select “Invitation Email”, select “Custom invitation email”, 
and to search your custom email template begin to search in the field.  

o Note – search is case sensitive, see example below: 
 

 

• Click "Confirm" to upload. 
o Don’t forget: if you upload by email, find the user profile and add the 

employee ID number. Search the user from the User & license management 
page, click the pencil icon, and enter the employee ID in the “Unique User 
ID” field and click “Save”. 



 

 

 

Add users by CSV: If you have a large number of users to add, you can use the CSV file 
upload method. 

• Click “Add new users” and select “Add users by CSV”.  



 

 

 
 



• Prepare your CSV file: Ensure your CSV file is formatted correctly. It should include 
the necessary headers and user information. 

 

• Upload the CSV file: In the "Upload users via CSV" screen, click "Upload from 
computer", navigate to your CSV file, and click "Open". 

 

• Verify and confirm: After uploading, verify the information and confirm the upload. 
Make sure there are no errors in the CSV file to avoid upload issues. 

 

3. Resending custom email templates: 
• From your User & license management page, check the boxes for those that need to 

be resent their custom activation email. When users are selected, a menu will 
appear at the bottom of the screen, select “Resend invite”. 



• A window will appear with the option to select your department’s custom invitation.
You will search your specific template to resend, keeping in mind that the 
template title is case sensitive. Then select “Send”. 

Questions? See something missing? 

Please reach out to DES LinkedIn Learning program coordinators at  
deslinkedinlearning@des.wa.gov for assistance! 




