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BULK EDIT MEMBER SETTINGS
Once your entire membership has access to your website, you may find that you need to change 
settings for multiple members—and the step-by-step process of editing individual records can 
become tedious. To tackle these types of batch changes, use the Bulk Edit Filtered Members feature 
and make all your changes in one step.

Click on the “Membership” tab in the vertical menu on the left side of the Admin Dashboard, and the 
“Members” tab to open the “MEMBERS” window. 

Before you begin the editing process, you can use the Search capabilities to limit the number of 
members whose settings you edit. Perhaps you want to change a setting for every member who’s on 
a specific committee, lives on a particular street, or whom you’ve tagged as a volunteer on a project. 
Remember that this feature can make sweeping changes in critical status parameters, so before you 
begin to edit, ensure that you’ve selected the correct members.

When you’re ready to edit, open the “Members Actions” dropdown menu at the top right, and select 
“Bulk Edit Filtered Members.”
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In the “EDITING” window, select which settings you want to change and how you want to reconfigure 
them. You can give or remove Admin privileges, block or unblock members from contributing to your 
newsfeed, enable or disable members’ ability to receive text messages through your website, and add 
or remove members from visibility in the Member Directory. Notice that unless and until you make a 
change, no “Save” button appears in the window, only a “Cancel” button.

As soon as you alter a setting, the “Save button” appears. 
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If you activate the “Appear in Member Directory” radio button, other data-sharing options 
become available, including physical address, e-mail address, and phone number. After you finish 
customizing all your settings, click on the “Save” button.
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