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	September 15, 2015
	This product release covers improvements and new features in our latest product release.



New Feature

· Batch File Upload

Files can be added to the dashboard of site members by uploading the file individually or doing a “batch upload”. With our new Batch Upload tool under the Members section in Administration, site owners can now upload a single .zip file that contains individualized documents for each member. Use this tool to upload personalized items like commission statements, incentives, etc. 

· Reminder:  How File Upload Works

· As a site administrator, click “Administration” and then “Members”
· Turn Folders “On”, then add the folders to hold your files.  Folders can be organized into subfolders.
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· To add a file, select “Upload Files”
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· Select if the file you want to upload is “individual or “batch”
· Select the folder the file will be placed in and give it a name
· Find and upload the file
· Click to select if you want to be notified that the upload is finished
· Click to select if you want the members to be notified that they have a file waiting.
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· Things to Remember about Batch Upload
· The member’s email address must be present in the individual files that are being added.  This allows the system to put the file in the correct member’s dashboard
· Batch files must be a .zip
· If errors occurred during the upload process, the system will produce a report letting you know what records were not imported.  Errors usually occur when there is no member to correspond with the file or if there was no or an incorrect email address in the file name.
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Batch File Upload

Upload a .zip file of up to 300 MB to distribute individual files to members’ dashboards. Include the
member's email address in the individual file for that member. Select a folder on the member dashboard for
the file to appear. Give the file a name that will appear to the member. Glick the check box to be notified
when the process is complete and to receive any errors created during the process.
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