
Batch Adding Users and Import Export User 

List 
 

 

1. Enter User list via Access ➔ Users 

 
 

2. Click "Export All to CSV" to export the entire user list. 

 
 

 

 

 

 

 



3. Open the CSV file to batch add users as necessary, matching all required information listed 

under each column.  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



Attention: If the "Access Levels" are not created inside the controller beforehand, the import 

will fail. As an example, only one user is imported successfully while the other is skipped 

because there is no Access Level called "Test" within the controller. 

 

 


