How to Import Users via CSV on PC4
Website

Learn how to efficiently manage your user database by importing member
information using a CSV file within the WordPress dashboard. This guide provides a
straightforward process for uploading user roles and updating existing accounts to
keep your site organized.
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3 Find "Import and export users and customers" plugin and click "Import"
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4 Click "Choose File" and upload your CSV file. Your CSV File must contain following
fields:
Username (can be the same as email OR a combination of the first and last name)
Email
First Name
Last Name
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5 Select the most appropriate role from the role dropdown.
FYI: Approved to the members dashboard are ARMember

@ Pediatric Cardiac Critical Care Consorti.. ¥ 31 B + New =OSFO  Submit Ticket to Pragmatica =3 Hostinger  Edit Home Page @

:-‘: Hostinger

WordPress 7.0 is available! Please update now.
@ Dashboard
»

Import Export Settings Log Documentation More...
Posts
0] Media Backend  Frontend  Recurring  Execution log
@ Pages
¥ Comments File P Action:
o e = [
S Ultirate Merber CSV file (required) Choose File \ jabra_dummy_users.csv  or you can choose directly a file from your host or from an external URL click here.
You can also import XLSX, XLS or ODS files with the File Formats addon.
|2 Element Pack Pro
£ Framework | Roles & The CS'
columr
& Templates o
Default role Subscriber
matche
» Appearance Both fi
25 e You can also import Telas frgsi’a CSV column. Please read the Documentation tab to see how this can be done. WordPress i m“
use the
£ Plugins @7 core allows assigning multiple roles to a user; however, the default interface only displays one role, although some plugins i
solve this limitation. Read th
o Users (125 passwc
plugin
& Tools Options v
e Tools -
Import Update users v
Export .
£ Having
Site Health Users not present in CSV file v
* Yout
Export Personal Data supp

6 Expand the "Options" section.
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7 You can send an email to uploaded users to invite them to visit PC4 website (need
to click the checkmark on the right. Email template must be edited before
sending, but it is self explanatory as it is.
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8 Expand the "Update users" section.
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Expand the "Users not present in CSV file" section to make changes to the process.
It is recommended to keep default values here
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10

Click "Start importing" to begin the user import.

et to Pragmatica Hostinger ~ Edit Home Page

Action:

The CS'
columr
that orc
matche
Both fie
use the
Read tt
passwc
plugin

Having
You ¢
supp
You ¢

contz

& Bun

Howdy, Pragmatica-admin

ate roles for existing users?

ate passwords for existing
5?
5?

s not present in CsV file

te users that are not
ent in the CSV?

1ge role of users that are
sresent in the CSV?

y only to users with the
= role as imported users

y only to users previously
>rted by this plugin?

»u for creating with WordPress.

What the plugin should do if the plugin find a user, identified by their username, with a different email

[ No ¥

| No, never update passwords for existing users v ‘

Administrators will not be deleted anyway. After deleting users, you can choose if you want to assign their posts to another
user. If you do not choose a user, their content will be deleted.
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After importing users from a CSV, users not present in the CSV can have their roles changed to a different role.
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Sometimes, you may want only the users of the imported users' role to be affected and not the rest of the system user.
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Users created manually in WordPress will not be affected.
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11 Click this field to verify imported records. For the purpose of this test we used a

csv file with dummy user names, dummy users were removed from the website
database after.
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Search:
Row username email first_name last_name user_role
1 jabrat jabra1@example.com Jabra One subscriber
2 jabra2 jabra2@example.com Jabra Two subscriber
3 jabra3 jabra3@example.com Jabra Three subscriber
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