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Step 1: Upload your file 

 

 
 
 
 
 
Introduction 
 

This guide will show you how to populate a list in the List Management System (LMS) using a file upload in Comma Separated 

Value (CSV) format. Microsoft Excel files can be saved as .csv files.  

 

 

 

Step 1: Prepare your .CSV file 
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How to… 
Populate a List Using a File Upload 

In Excel, ensure your document includes a 

column with the first cell value (A1) as ‘username’. 

Subsequent cells in column A should have 

individual sNumbers as the value. 

 

Please note: Each cell value (sNumber) is 

treated as an individual member when added to 

the list. If the cell value is not recognised in the 

system (e.g. the sNumber is inactive), the 

individual will not be added to the list.  

 

 

When you have finished adding the data to your 
document, go to File > Save As > give the file a 
name and ensure the file format is set to CSV UTF-
8 (Comma-delimited) (.CSV) > Save.  

On the Dashboard window, select the pencil 
and paper icon to the right of the list name. 
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Select File upload to open the Bulk upload 
members in list page. 

Select Browse to open the Choose file 
dialog box. Select your required file > Open to 
add to the Names file field.  

Select Upload to display the list of members to 
be imported from the upload file.  

Select Add these members. An Add members 
result message banner will diplay at the top of the 
page to confirm if the addition was successful or 
not.   

Select Return to main edit view to return to the 
List properties page OR View list members to 
view the list of members.   

For more information contact: 
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