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1. Create users one by one and assign them to your team while creating them. 

 

Legal note concerning the registration of third-party users.  

 

In case your company decides to invite representatives/consultants or any other third party to participate in 
the AMOS training or workshop sessions, your company has to ensure that such individuals or company sign 
a confidentiality agreement with Swiss-AS.  

In the absence of such agreement, please contact us, so that we prepare and send you the confidentiality 
agreement/Non-Disclosure Agreement (NDA) to be signed by that third party. Otherwise, no person that is not 
an employee of your company shall be allowed to take part in the training/workshop sessions. 
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Access https://amos-learning.swiss-as.com and sign in with your credentials. 

 

 

https://amos-learning.swiss-as.com/
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Click on the Admin Menu button (top right) 
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Select “Users” 
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Click the green button “New Users” 
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Select to create a new user 
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Start by typing the user’s email address 
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The system will take over the email address as username automatically 
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Type the user’s first and last name 

Attention: Please make sure that you type the user’s information correctly.  

First and last name will appear on the user’s certificates as provided at this step. 

After creating the user, you will not be able to edit their profiles yourself, but you will need to contact 
amos_training@swiss-as.com for corrections. 
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Provide a password for the new user (although the password will not be communicated to the user, but they 
will receive a link to create their own password)  
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Attention: Please do not deactivate the below settings.  

If you deactivate them, you will not be able to perform certain steps shown in this guide. 
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Click “Next” 
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Select your company 
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Click “Next” 
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Click “Next” again 
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Select the “AMOS Training Administrator” field 

Attention: It is important that you assign yourself as the AMOS Training Administrator of the new user 
that you are creating, otherwise they will not belong to your team, and you will not be able to enroll 
them in any course. 

If you miss this step, and you create the user without assigning them to your team, it will not be too late. In 
section 2 of this guide, you will find a workaround for adding users to your team after you create their profile. 
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Type your username 
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Click “Review” 
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Attention: It is recommended that you review the user information that you provided so far, and go back to 
correct it, if necessary, before you click “Create”.  

After creating the user, you will not be able to edit their profiles yourself, but you will need to contact 
amos_training@swiss-as.com for corrections. 

 

Once you have verified that the user information is correct, you may click “Create”  
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The user appears now on the users list 
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An email notification will be sent to the user  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Page 26 of 69 

And you will receive a user creation confirmation too 

 

 

 

 

 

 

 

If you need to edit or delete a user account, please contact amos_training@swiss-as.com 
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2. Assign users to your team after they have been created 

 

If you (or Swiss AS) already created a user without assigning yourself as their AMOS Training Administrator, 
it is not too late 
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Click on the user menu (top left) 
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At the bottom of the menu, select “My Team” 
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This is your team’s page. From this page you will be able to enroll your team in courses and monitor their 
progress. 

 

Select the green button “Add Team Members” (top right) 
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Search for the user 
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Add the user to the team 

 

 

 

Note: If you get any error message at this step, it could be that something went wrong while creating the user 
(e.g., the user has not been activated). In that case, please contact amos_training@swiss-as.com 
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Attention: The user learner_4 amos appears on a greyed-out tab. This is because the user still needs to be 
confirmed as a member of your team. While the user’s tab is greyed-out, you will not be able to enroll 
them in any course. Therefore, the following steps are necessary. 

 

Select the admin menu button (top right) 
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Select “Users” 
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Select “Manage Teams and AMOS Training Administrators” 
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Select “Manage Team Requests” 
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Click on the ellipsis icon (…) 
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Select “Force Confirmation” 
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Return to your team 

 

 

 



Page 42 of 69 

 

 

 



Page 43 of 69 

The user is now a confirmed member of your team 
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3. Create multiple users by CSV upload 

 

If you need to create more than one user at a time, you may insert their names and email addresses in a CSV 
file and upload it. 
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Select “Import & Manage” 
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Select “Manage users via CSV” 
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Drop your .csv file or browse for it 
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Upload your .csv 
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Configure the advanced settings as shown here below 
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Confirm 
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Select “Force users to change their password at their first login” 
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Select “Use existing branch” 
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Select the destination branch (your company) 
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Confirm 
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Drag fields from the left-hand column and drop them on their equivalent fields on the right-hand column. 
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Import 
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Click on “Background Jobs” to check the progress of your CSV upload  
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Once the upload has been completed, refresh your browser 

 

 

 



Page 65 of 69 

The imported users appear now on the users list 
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Check if the imported users appear also on your team’s page 
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