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3. Select an Excel or CSV file to upload. The file should include the visitor(s) First Name, Middle, Last
Name, DOB, Email, Start Date, and End Date.

A B C D E F G
1 | First Name Middle Last Name Date of Birth Email Start Date End Date
2 Scrappy T Cwil 4/1/1984 sowll@kennesaw.edu  4/1/2023 4/1/2024

Note: DOB is required to look up and activate NetID required for D2L access; Middle name is optional.

4. Select Edit to edit your data, or Delete to remove.

+ Add New Visitor [® Import Data from Excel
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5. Click Submit.

(Option 2) Manually Add New D2L Only Visitors
1. If your visitor is new to KSU, click Register New D2L Only Visitor.

+ Register New D2L Only Visitors

2. Click Add New Visitor.

Register New Visitors

Enter new visitor data below, or import data from an Excel spreadsheet.
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3. Enter the following new visitor data:
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a. First Name — Type to enter a first name.
b. Middle — Type to enter a middle name.
For additional support, please contact the KSU Service Desk at service.kennesaw.edu.
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(Option 4 ) Reactivate Visitor Access
1. To reactivate a visitor access, click the Inactive tab.

2. Select the checkbox next to the appropriate visitor.
3. Click Reactivate Selected Visitors.
4. Use the calendar icons to select a New Start Date and Expiration Date.

5. Click Reactivate.
6. Email dooraccess@kennesaw.edu to restore access lost upon expiration.

Step 3: Monitor Your Submissions
1.

For additional support, please contact the KSU Service Desk at service.kennesaw.edu.




	This process is designed for visitors that only need D2L or Intensive English Program access. These visitors WILL NOT have key card access nor access to any other systems.

