
2/3/2012 

dott 

Mass Assign Service Indicators 

 
1.  Create a text file list of emplIDs and name it emplids.txt.    This can be done using Windows Accessories – Notepad. 

First row is a header row.     

EmplID 

0999999 

0888888 

0777777 

0666666 
                                                                                                                
2.  Navigation:  Campus Community > Service Indicators (Student) > Mass Assign 

Create a run control if one has not previously been made. 
 

3.  Choose Selection Tool = External File 
 
4.  Click Upload File button.   Select the emplids.txt file that was created in step 1 and click the Upload button. 
 
5.  Choose File Mapping = SERVICEINDICATOR.     

Data may be previewed by clicking on the Preview Selection Results link.    

Check to make sure the leading 0’s in the emplIDs have not been lost. 
 

6.  Complete the remainder of the run control for the service indicator information. 

 

 


