Membership Import Instructions
1. Log in to Administration. 
2. Click on the Corporate Organization icon. [image: https://support.agiletix.com/hc/en-us/article_attachments/202867314/HouseIcon.png]
3. Select the Membership folder and click the Membership icon.
[bookmark: _GoBack][image: https://support.agiletix.com/hc/en-us/article_attachments/202867284/membership_folder.png]
4.Right click on the Membership Name and select Import.
[image: https://support.agiletix.com/hc/en-us/article_attachments/202921260/Right_Click_import.png]
5. Click the Import Example to save the import spreadsheet.
[image: https://support.agiletix.com/hc/en-us/article_attachments/202867274/Import_Example.png]
6. Save the example to the computer's desktop.
7. Fill out the member information in the spreadsheet. 
[image: https://support.agiletix.com/hc/en-us/article_attachments/202867304/Spreadsheet_Optional.png]
Note: Not all fields are required for the import. Optional columns are marked in the header. 
8. Save and close the completed spreadsheet.
9. When you are ready to import your members, go back to the membership program, right click on the Membership program and select Import.
9. Click on the Load File button and select the completed spreadsheet to import the membership information. 
[image: https://support.agiletix.com/hc/en-us/article_attachments/202921240/Load_file.png]
10. All of your member information will appear within the window. You can scroll through to make edits and check for any errors.
[image: https://support.agiletix.com/hc/en-us/article_attachments/202921250/Member_info.png]
Note: If you do see any errors you can make the necessary corrections on the Member Import page. Simply click the field that needs to be changed and type in the changes. 
11. Make sure that you have the correct Sales Channel for Price Type selected in the drop down. 
[image: https://support.agiletix.com/hc/en-us/article_attachments/202867294/Price_type.png]
12. Once everything is correct click on Apply and OK. 
[image: https://support.agiletix.com/hc/en-us/article_attachments/202921230/apply_ok.png]
13. The progress pop up will appear.
[image: https://support.agiletix.com/hc/en-us/article_attachments/202921270/Progress.png] 
14. Once you have reached 100% the Save Import Results pop up will appear. This will tell you about the results of your import (i.e. if there were any errors or if it was successful). Save this spreadsheet to your computer for future reference.
[image: https://support.agiletix.com/hc/en-us/article_attachments/202921220/import_results.png]

image4.png
Members

Membership Import: Membership

SalesLineType  Member
ExpiraionType  Static

Approval Required  True.

Options.

ore header row duing i impor.

(] Deactivateall current members notinthe import set.
] Update customer information on current memberships.
] Add Batch Label To Membership.

Seles Charnl o PriceType

Vembership Level

Vembership Price Type | Barcode

Add Member | | Remove Member Load Fle:

Impor Bxample.

oK

Aoy





image5.png
A B
[ Member Number (optional) _Membership Level
2 234 Friend

3 Gold

4 Gold
5
6
7

c
Membership Price Type
Friend
Gold
Gold
Gold
Sitver

D E

|Barcode (optional) _Loin Date

2345677654321 81512014
81512014
81512014
81512014
81512014

F
Expire Date
8/5/2016
8/5/2016
8/5/2016
8/5/2016
8/5/2016

Approval Status

TRUE

G

TRUE
TRUE
TRUE
TRUE

H
Active
TRUE

TRUE
TRUE
TRUE
TRUE

i J K
Member Notes (optional)__|Customer Number (optional) __Prefix (optional) )
1234




image6.png
Members

Membership Import: Membership

SalesLineType  Member
ExpiraionType  Static

Approval Required  True.

Options.

ore header row duing i impor.

(] Deactivateall current members notinthe import set.
] Update customer information on current memberships.
] Add Batch Label To Membership.

Seles Charnl o PriceType

Vembership Level

Vembership Price Type | Barcode

Add Member | | Remove Member Load Fle:

Impor Bxample.

oK

Aoy





image7.png
e

Sales Line Type.
Expiration Type.

Approval Required

Member

Membership Level
Friend
Gold

Gold

Gold
Sitver

Membership Import: Membership

Options
ore header row during i import

(] Deactivateall current members notin the importset.

] Update customerinformation on current memberships.
[ Add Batch Label To Membership.

Sales Channel for Price Type. AS Defaut

Membership Price Type | Barcode Date Joined Expiration Date

12348677654321 852014 852016
852016
852016
852016
852016

Remove Member

Load Fle

Import Example: 3 Cancel




image8.png
A Membership Import: Membership

Members

SalesLineType  Member Options.
ore header row duing i impor.

ExpiraionType Stz (] Deactivate all curent members notn the mport set

] Update customer information on current memberships.
[] Add Baich Label To Membership.

Approval Required  True.

Sales Channel for Price Type

Wembership Lovel [ Wembership P Tl [ Barcode Do lones  ASGow
116485 Friend Friend TMSSTIESHT 0T [
7] 4853 Gold Friend amoote |Web Member
34985 Gold Friend 852012 b Sandrd
4] 1234 Gold Friend
55678 Siver Friend

Add Member | | Remove Member Load Fle: Impor Bxample. 3 Cancel Aoply





image9.png
Membership Import: Membership
Members
SaleslineType  Member Opions.
yore header row durng e mpor.
EeTrm & 7] Deactivate all current members notin the import set.

Approval Required  True.

] Update customer information on current memberships.
] Add Batch Label To Membership.

Sales Channel for Price Type.

AMS Defauit

Vember Wembershp Level Wembershi Prce Type | Barcode Dste Joined B
T Frend Frend TZuseTIEZ1 204 852016
2 Gold Gold as201s 852016
3 Gold Gold as201s 852016
4 Gold Gold 8152014 8152016
5| Silver Silver - 8152014 4

Load Fle

Add Member | | Remove Member

Impor Bxample. oK

Cancel





image10.png




image11.png
1 B Desktop

Organize v New folder

¢ Favortes 2

B Desktop
1 Downloads
% Recent places

m TR——
&§
1% This PC.

[ Corpimages
B agie (aglepcs)
i Deskop

) Documents
5% Downloads

August 5 Membershipimport
Microsoft Excel Worksheet
102K8

CustomerimportExamplel

v ¢ | searchDeskiop

1&/ Thisbe

Network

‘Sample Show Images

CustomerimportExample
Microsoft Excel Worksheet
636KB

Implementation - Shortcut

File name:

Save as type: | Excel Workbook (*xisq)

(= Hide Folders





image1.png




image2.png
T/ Membership

‘Beneft Group

Confimation Text
S Price




image3.png
Membership

fembership





