
 If your Member already has 
an OPUS account, select ‘Add 
Existing Member’ to add them 

to your Organisation 

Top Tip

ADDING MULTIPLE NEW USERS TO YOUR 
ORGANISATION 
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SELECT THE MEMBERS TAB

CLICK ‘MANAGE MEMBERSHIP’ 

SELECT ‘BULK UPLOAD NEW MEMBERS'

CLICK 'DOWNLOAD TEMPLATE'

INPUT INFORMATION INTO THE CSV

Top Tip

06 UPLOAD COMPLETED CSV & PRESS 'UPLOAD'

Once you see the 
confirmation of your upload, 
all delegates will be emailed

their login details and 
password.

Passwords

'Download Template' will 
download a CSV to your 

computer. Open the CSV and 
complete. 

       MULTIPLE
USERS


