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IMPORTING MEMBER INFORMATION
To capture your members’ attention, customize your public website and populate it with useful 
information. Popular features such as Calendars, Committees, Documents, Events, Newsfeed, and 
Amenities offer your members great value. 

Once you have published your site, you are ready to bring your community members on board. 
Whether you’re starting from scratch or migrating members from an existing community website, we 
make it easy to bulk upload existing member information into the system database, using a Comma-
Separated Values (CSV) file. 

Use Microsoft Excel, Google Sheets, or Apple’s Numbers to organize your member data in our Member 
import template, which you can download from Membership > Members > Members Actions > 
Member Import > Import Members. If you decide to create your own CSV import file from scratch, all 
column titles must use the same headings as the Members import template, in the same column 
order and with the same capitalization as in the template file. Do not rename, delete, or change the 
order of any columns in the template file, regardless of whether they contain data.

Go to Membership > Member Form to see the basic categories of information you will collect for each 
resident. Some fields are required (Email Address, First Name, Last Name, Country, Address Line 1, City, 
State, and ZIP). In the “State” field, either spell out the name fully or use the two-letter US Postal Service 
abbreviation. Although the “Phone Number” field is not required for upload, the field accepts several 
entry formats: 123-456-7890, (123) 456-7890, and 1234567890. Use a consistent format.

If you add Custom Fields to your Member Form to collect more information from members (e.g., 
number of vehicles, additional names), these column headers appear to the right of the standard ZIP 
column. As a website administrator, you determine whether any of these custom fields are required.

You also can add values in a “Tags” column. Tags help you group members together on the basis of 
shared roles in committees, on your board, and so on. Use tags to designate who can and who can’t 
access specific website features. When you add multiple tags, separate them with commas but without 
spaces (i.e., board,social,pool-access).

Required fields are highlighted
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To begin importing 
your data, click on the 
“Members Actions” 
dropdown menu at 
the top right of the 
“MEMBERS” page and 
choose “Member Import.” 
Next, click on the “+Import 
Members” button in 
the “MEMBER IMPORT” 
window. Upload the CSV 
file with your member 
data from the “Import 
Users” window. You also 
can download the CSV  
template from here.

After you browse your 
computer and locate your 
upload file, click on the 
“View Summary” button 
to review the outcome of 
your upload before you 
actually commit to it.

IMPORTING MEMBER INFORMATION—CONTINUED

The “MEMBERS IMPORT 
SUMMARY” window shows 
what will happen when 
you import your CSV file. If 
any of the information in 
the file doesn’t meet the 
import criteria, the “Failed 
Rows” tab will appear to 
explain what you need to 
correct. It will show you 
exactly which row(s) of your 
file need corrections. For 
best results, always correct 
the CSV file before you actually import it.
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Once you click on the “Import” button, 
data processing may take several minutes. 
The “PROGRESS” column in the “MEMBER 
IMPORT” window shows the status of your 
upload, from “Pending” to “Completed.” 
Refresh the window to check the  
upload status, or click on the “Members” 
tab and look for your new members.

To add new members manually, go to the 
“Members” tab of the Admin dashboard 
menu, open the “Members Actions” 
dropdown menu and choose “+Add New 
Member.” Type the member information 
in the “ADD MEMBER PROFILE” window 
that opens.

Grant and deny access to various website 
features in the “ADD MEMBER PROFILE” 
window. For example, you can activate 
the “Admin” checkbox to give your new 
member Admin credentials.

IMPORTING MEMBER INFORMATION—CONTINUED

You also can set Member Directory 
preferences for the member, including 
whether they’re listed and how much 
of their personal information appears. 
Members can adjust these settings once 
they log in and visit their Member Profile. 
By law, some states may require that you 
allow members to make these choices 
for themselves.
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On the “Notifications” tab of this window, 
designate who receives text messages 
through your website, if the private chat 
feature is active for your community. 
Members can adjust this setting as well 
on an individual basis. Below the text-
messaging settings, members can choose 
to receive a weekly or monthly digest 
of updates to specific website features, 
including communications and invoicing.

  � �If you have additional questions about how to import Member data, 
please visit the Support Desk through your Admin Dashboard and 
open a support ticket.

	◆ To announce your site launch, message your members directly through the MEMBERS window. 
Go to Membership > Members > Members Actions > Message Filtered Members, and activate the 
second toggle switch to contact everyone. If you perform a search for specific members before you 
activate “Message Filtered Members,” the message will go only to those people listed in your search 
results. Note that for a member to receive text messages, the Member Profile must include a cell 
phone number in the standard “Phone Number” field, and the member must opt in to accept text 
messaging at that number.

	◆ To invite your members to create an account password and get started using your site, go to 
Membership > Members > Members Actions > Message Filtered Members and activate the third 
toggle switch to send a system message. To limit the message only to people who never have 
created a password and logged in, activate the “Reset Password” checkbox, and then the optional 
“Only Members Who Haven’t Logged In” checkbox.

	◆ Please note that depending on your setup choices, new members can register directly through 
your website. Unless you disable public registration in Account > Settings, each site page includes 
a “Register” link at the top right, visible to every visitor who is not logged in or does not have an 
active account. Admins typically review every application, although an “Automatic Registration 
Approval” option exists—unless you activate the Households feature, which automatically removes 
the automatic-approval feature permanently. For more information on membership management, 
request a Quick Reference Guide that provides more details.

IMPORTING MEMBER INFORMATION—CONTINUED


