How to Create or Edit a .CSV file for
Bulk Upload

The easiest way to create or edit a .CSV (Comma-separated values) file is to use
Microsoft Excel.

You may use other text editing programs such as notepad, but it is recommended to
use Microsoft Excel due to its friendly user interface.

How to create a .CSV file.
1. Open Microsoft Excel

2. Go to File > Open

3. Browse to the directory where the file "Bulk Upload Template.csv” is
located.

4. In File of Types select “All Files *.*"
5. Now Select "Bulk Upload Template.csv” and press Open.
6. You will get the screen below.

Microsoft Excel - Bulk Upload Template.csw
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Firstname Lastname Emaili@domain. caom
John armith Jsmith@&damain. com
Faul Walker |paulwalken@domain.com.au
Jdennifer  DiCaprio || dicapriof@domain.net
FHobert Frost robert frosti@domain. org

T Wilson | myraw@E@domain.com
Fichard |Hammon richardh@domain.org

David Beckham |dbeckhami@E@domain.org
Tarmn Cruise teruise@@dormain. com. au
Jennifer | Lopez ] loEdomain. net

Cristiano  |Ronaldo | c.ronaldo@domain. net
Michael |Jackson | m.jackson@daomain.org
Bob Sinclair  hosinclain@domain.com. au
Foger Sanchez |roger.sanchez@@domain.net
Michael | Jardan mjiEdomain. com. au
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7. Now simply replace “"Column A" with users “Firstname”, "Column B”
with users “"Lastname” and “"Column C” with users "Email address”.

8. Once you have finished editing your list and adding all the people that you
want go to File »> Save As...

9. In filename enter a name which is meaningful to you and press “Save”.

10. If you receive the message below press “Yes”.

Microsoft Excel El

Filename. csw may conkain Features that are not compatible with C3Y {(Comma delimited), Do wou wank to keep the
workbook in this Format?

-
\!) « To keep this format, which leaves out any incompatible features, dlick Yes,
« To preserve the Features, click Mo, Then save a copy in the latest Excel format,
« To see what might be lost, click Help.
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You have now edited and created a .CSV file.

Favvy?
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