
Add your employees to the Compono platform

IMPORTANT:

• Adding users will immediately send them an email invitation to the Compono 
platform (see image below)

• You may wish to communicate this process to your employees, prior to completing the 
import.



• Go to the Admin -> Users page
• Click on “Import users” to bulk import employees using a CSV file 
• A template CSV file will be provided with instructions (see next slide for an example).
• Demographic information MUST match what you have defined in your organisation settings

Add your employees to the Compono platform



Create your CSV User Import File

● You need to create a CSV file with employee information using the import template.
○ DO  NOT delete the header row (highlighted in yellow in the image)
○ Last Name, First Name and Email are all compulsory fields
○ A “Placeholder” will be used where you do not provide demographics


