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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.

Navigation

1 Navigate to https://pc4quality.org/wp-admin/index.php

https://www.pragmati.ca/
https://pc4quality.org/wp-admin/index.php
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2 Click "Plugins"

3 Find "Import and export users and customers" plugin and click "Import"

Import Configuration
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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

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.

8 Expand the "Update users" section.
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9 Expand the "Users not present in CSV file" section to make changes to the process.
It is recommended to keep default values here

Import Execution

10 Click "Start importing" to begin the user import.
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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.


