Create AD Users: AD Pro Toolkit
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Overview

This help document walks through how to create single users and how to bulk import users using
the AD Pro Toolkit.

Create Single Users

The AD Pro Toolkit includes a template system for creating Active Directory user accounts. This will
help streamline and automate the account creation process. You can create multiple templates for
different types of accounts (for example, a student template and a staff template.)
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Step 1. Create User Template

Click on settings > User creation Templates

Security Reports
ﬂ? Favorite Reports

(© Scheduler

@ Settings ~
Custom Attributes
User Creation Templates

Log Settings
o License

Help =

Ready
Click Add to create a new template.

Give the template a name and fill out the fields you want to use. When you are done click “Save”.

Step 2. Click on create single user

From the Home page or the user management page click on “New User”.
Select your template and complete the form.

Note: There are 4 tabs at the top for filling out user details, just fill out what you need.

& Create User >

Account  Properties  Groups Others | Logs

Template HR -
FirstName * [John] Initials
| act Mhame * Smith Fmnlaves Mumhear

Click the “Create User” button to create the user.
You will get a success message if it is created successfully and failed if it did not.

You can click the Logs tab to view the creation logs. This is useful if the account failed to create, it
would show you the error messages.
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Create Bulk Users

Step 1. Download the CSV Template

From the home page click “Bulk Create Users” then click “Download CSV Template”.

~

Select CSV File Browse Download CSV Template CSV Header Cheatsheet

Import Users

Enable

.

e This CSVincludes an example of two user accounts.

e The CSV template includes 33 user attributes. This covers the most common attributes
for creating new accounts.

e Additional attributes can be added to the template (see the section Add Additional
Attributes for details)

Step 2. Modify CSV Template

Open the CSV template and enter your account details. The below columns are required, all other
fields are optional. You can delete the columns you don’t need.

1. SamAccountName = This will be the users logon hame.
2. password = users password. Make sure it meets your password requirements.
3. givenName = First name
4. sn=Lastname
Tips

1. Remove unused columns: You can remove any column from the CSV you don’t need. This can
make working with the CSV template much easier. Just make sure you have the 4 required columns
listed above; all other columns can be removed.

2. CSV Cheat Sheet: Use the CSV Cheat Sheet from the resources section if you do not understand
the column names in the csv template.

2. Run a small test import: Run a small test import first (1-2 accounts) to ensure the CSV is correct
and the accounts import as needed.

Step 3. Open the Bulk Create Users Tool

At this point you should have a csv file filled out with your user details. Now you are ready to start
the bulk import process.

1. Click on Home > Bulk Create Users
2. Click “Browse” and select your CSV file.
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3. Enable or disable any of the following options:

Imiport Users

Browse | Download CSV Template | C

B Enable

[ user st change passwond at nedt bgon
Salect Name Format:

FA Frsthame LastMame

[ Lasthame, FirstMame

[ same as user logon name

D8282024 12:41:48  Infa Irspaet 1 records found, Clhek run o start the mpart

e Enable: This will enable or disable the account when it is created (enabled by default)

e User must change password at next logon: This option will require users to change
their password at first logon.

e FirstName LastName: Sets the name format to FirstName + LastName

e LastName, FirstName: Sets the name format to LastName, + FirstName

e Same as user logon name: Sets the name format to logon name (samaccountname)

Step 4. Click “Run” to Start the Import

To start the import, click the “Run” button. Logs will be displayed at the bottom of the screen.
When it is completed, it will show how many accounts were imported.
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Import Users

CAUsers\AdminisvatonDeskiop\DEMO - Import Users.cs

F+] Enable

[ User rust change password at next lagon

Calect Mame Format:

B Frstiame Lastiame

[ LastMame, Firstilame

[ same as user logon name

1135
1157
1138
1155
1160
1161
1162
1163
1164
1165
1166
1167
1163
1169

Stop

Log Time

08232024 15:58:55
QBf28/2024 15:58:55
0B/28/2029 15:58:55
08/50/2024 15:58:55
08232024 15:58:55
06/23/2024 15:58:55
Q8382024 15:58;55
08752024 15:58:55
08232024 15:58:55
08232024 15:58:55
0Bf28/2024 15:58:55
08752024 15:58:55
0832024 15:58:55
08332024 15:58:55

Tool

Impaort
Impart
[mport
Import
Impart
Impart
Impart
Import
Impart
Import

Impart

Message
User Import:
Usér [mport:
User Import:
User Import:
User Import:
User [mport:
Wser Import:
User Import:
User Import:
User Import:
User [mport:
SET LT L

Finizhed

Browse Download CSY Template

CSV H

Property ot has been st

Property postaiCode has been &t
Property ¢ has been set

Property co has been set

Property countryCode has been sat
Property tite has been sat

Property department has been set
Property company has been set
Property employeelD has been set
Property employeehumber has been sat

Property manager has been set
TOPET Y Proxly)
Imported 42 users out of 42

Add Additional User Attributes

You can add additional user attributes to the CSV file, you just need to know the LDAP name. You
can find the LDAP name by opening the attribute editor in Active Directory Users and Computers.
You could also use PowerShell to list all user account properties.

To see the attribute editor, you first need to enable the advanced features in Active Directory Users
and Computer

Click view from the top menu then select advanced features.
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| Active Directory Users and Computers
File Action View

éa=h| AL Add/Remove Columns...

| Saved Large Icons
v # ?d'adw Small Icons tin
» 3| ADP List by
. i
o ADP
v ;_J ADP L] Detail -
;—’ : Users, Contacts, Groups, and Computers as containers +rell
Pes | Advanced Features « tz
:_J I Filter Options... kley
=2 || cia
e Customize...
g M organ
;__ Markeﬁng g) Lucia D. Durham
3 Marketing2 &, Melissa J. Ralph
2| Operations E) Percy A, Lasley
] PR &, roger stone
3 Purchasing &, william L. Smith
3| test-build
3 test-build2

Now when you open an account you will see the attribute editor tab.
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Carol O. Watts Properties ? X

Published Certificates Member Of Password Replication Dialin  Object

Cancel Apply Help

Security Environment Sessions Remote control
General Address Account Profile Telephones ~ Organization
Remote Desktop Services Profile COM] Attribute Editor

Aftributes:

Attribute Value A

accountExpires {never)

badPassword Time {never)

badPwdCount 0

c us

cn Carol O. Watts

codePage 0

company Active Directory Pro

countryCode 0

department Accounting

displayName Carol Watts

distinguishedName CN=Carol O. Watts,OlU=Inactive OU=ADPR(

dSCorePropagationD... 10/7/2022 10:31:25 AM Central Standard Ti

employeelD 1345

employeeNumber 346 s

< >
Edit Filter

The attribute editor screen will show you all the user LDAP properties.

Now just find the attribute name and add it to the CSV. For example, | want to add information
to the other Home telephone section for users.



Create AD Users: AD Pro Toolkit

Carol O. Watts Properties ? X

Published Certfficates Member Of Password Replication Dialin  Object

Security Environment Sessions Remote control
General Address  Account Profile Telephones  Organization

Remote Desktop Services Profile COM=+ Agtribute Editor
Attributes:

Attribute Value A

0 <not set>

objectCategory CN=Person CN=Schema , CN=Configuration,[

objectClass top; person; organizational Person; user

objectGUID f282defa-cabi-4913-a735-4cf 7b52d0bbce

objectSid S-1-5-21-1137225242-4055538608-1072430

objectVersion <not set>

operatorCount <not set>
imile L ele <not set>

<not set>

otherLoginWorkstations <not set>

otherMailbox <not set>

otherMobile <not set>

otherPaqer <not set> M

< >
Edit ‘ Filter

[0 [ om0 [ e

In the attribute editor, I see the name is “otherHomePhone”. I will add this to the CSV.

= mugtimern "~ mnumper "~ a1
d Y | Z _AA AB AC__ AD AF._ = = 7AF AG AH |
10 mobile  ipPhone title departme company employee employee manager proxyAddresses otherHomePhone

/

All done. That is how you add additional attributes to the CSV file to import with new accounts.



