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• If the download CSV template displays column heading as per 
below screenshot, please follow the next steps to fix the 
format. 

Troubleshooting Guide



Download CSV Template Troubleshooting

• Select column A
• Select Data tab
• Select Text to Columns tab



Download CSV Template Troubleshooting

• Decimal must be ticked
• Click Next



Download CSV Template Troubleshooting

• Deselect Tab box
• Select Comma box
• Click Next
• Columns heading will automatically update and you can capture your data and upload



Troubleshooting Guide (Only if required)

• To send bulk invites, please use the Download CSV template and do not change the 
template.

• Depending on the version of excel you are using, the template may display incorrectly 
when you download. The data headings must be separated into columns as per below. 
FirstName, LastName, Email, MobileNo and Employee or Individual



You can view and manage pending invites by selecting 
“Pending Invites” tab from side panel or from the 

dashboard grid view
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