
Then choose the Import tab at 
the top of the Impacts page  

Adding Impacts for A Group 

If you want to add an impact (record of service) for your entire group/team or a large 
number of your members, using the Import Impact feature is the best option. Using a 
CSV file, you can upload an Impact to multiple members at once.  

From the menu on the left side of 
your Dashboard select Add Im-
pact from the Impacts drop down 

Once you’ve completed the 
CSV, select the file via 
Browse and then Import 

Download and fill in the 
CSV template  

The only required information 
is: 
· Email Address 
· First Name 
· Last Name 
· Hours Served  
· Start Date Year, Month, Day 

+ Time 

Quick Tip: 

For a quick way to get the first name, last name, and 
email of all of your members, remember that you can 
export a list using the Export feature in the Users 
menu.  

An impact will now be added 
to each user in your CSV! 


