1. Select and copy contents of London Magazine Branch Members.csv file from NUJ HQ, as
shown in the image below (this will need to be laid out exactly as in the sample you sent me,
i.e. with fields in the same order and with line breaks like below).
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2. Open up NUJLMB_users.xlsm

1. Paste contents of your clipboard into cell L.1
2. Then Save as a .csv and give it a different meaningful name (perhaps include the date)

3. Import users into WordPress

1. Log in to WordPress https://www.nujlmb.org.uk/wp-admin/

2. In the Dashboard go to Tools — Import users from CSV

https://www.nujlmb.org.uk/wp-admin/tools.php?page=acui
3. Click on Browse... button

General

CsV file {required) Browse... | Mo file selected.

and select the .csv file created in step 2.2 above

4. There are a load of options which you may wish to use at some point, but you should
just be able to go ahead and scroll straight to the bottom and hit the Start importing
button:

Start importing


https://www.nujlmb.org.uk/wp-admin/
https://www.nujlmb.org.uk/wp-admin/tools.php?page=acui

5. The import plugin will then display it’s results and gives you a link to view All Users
where you should now see the new users listed.

4. Import the new WordPress Users into the Newsletter plugin

1. In the Dashboard go to Newsletter — WP Users Integration
2. Scroll down to Import already registered users and hit the Import button:

Import already registered users
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3. A pop-up box pops up asking “Proceed?”. Click OK:

Proceed?

4. That’s it. Now all the users have been imported and are now ready to receive
newsletters. You’ll get some sort of confirmation from the Newsletter plugin like this at
the top of the page:

11 WordPress users processed. 2 subscriptions added.



