
 
Appendix 7 – Member Import and Export 

 

For staff with LKS Administrator permissions 
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1. Member Import  

What is the Member Import? 

The Import Members function allows member data to be imported into 
KnowledgeShare to create Member records. 
 
You must ask the KnowledgeShare team to turn on this function for you. 
 
The member data must be structured in a specific order in a CSV file to be 
imported into KnowledgeShare. 
 

1.1 Import CSV file 
 
The member data must be structured in a specific order in a CSV file to be imported into 
KnowledgeShare.  
 
The column order is: 
 
OpenAthens Username [leave blank] 
OpenAthensPUID [leave blank] 
Title 
First Name [mandatory] 
Surname [mandatory] 
Preferred Name 
Phone 
Email [mandatory] 
Email 2 
Job Title [mandatory] 
Organisation [mandatory] 
Department [mandatory] 
Job Group [mandatory] 
Job Role [mandatory] 
Primary Location [mandatory] 
Address Line 1 
Address Line 2 
LKS Membership Number [mandatory] 
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1.2 Checking Import CSV file  
 
Check for any spelling mistakes and correct. 
 

 
 
Ensure the Job Title, Organisation, Department text has each word in phrase 
capitalized. 
 

 
 
Check Organisations, Departments and Locations are consistent with existing values. 
 

1.3 Upload CSV file to KnowledgeShare  
 
Click on Members>Import Members 
 

 
 
On the Import Members page: 

Select file: browse for CSV file 
Import for LKS: Select your LKS 

 
Click on Upload 
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1.4 Error messages  
 

• This Member is already on the system based on the Email 
 
Check the member is assigned to your library service.  Due to @nhs.net emails moving 
with staff from trust to trust, this member may be assigned to another library service and 
will need to be transferred to your LKS. 
 
The member may be unassigned. If so, assign to your library service. 
 
If the member is already at your library service, check the details on the spreadsheet 
against the record and ensure the most up to date information is on KnowledgeShare. 
 

• This Member is already on the system based on the User ID 

 
The User ID means KS has found the members LKS Membership Number on the 
system. 
 
It can still be worth checking the record in KS to ensure the most up to date information 
on the member, such as email, is on the KS record.  

 
• Email is invalid 

 
This error message means the email address is not in the standard email format. This is 
often due to missing @ symbols or other typos. Check and correct the member’s record. 
 

• Invalid Job Role: ACS Rehabilitation Assistant 

 
Check the Role matches the list in KnowledgeShare. See Appendix 3 – Job Group and 
Job Role. Check for any spelling errors or typos that mean the role does not match the 
list. 
 

• Department is missing 

 
Check the Department field on the spreadsheet. This error message indicates the field 
is empty and needs to be populated.  
 

• Initialisation Error 
Fatal error: Missing argument $Label Value in call to LookupTable::GetBy Lable() in 
~/project_code/modules/LookupTables/classLookupTable.php on line  
 

https://www.uhsussex.nhs.uk/knowledgeshare-web/


All KS Handbooks can be found at: https://www.uhsussex.nhs.uk/knowledgeshare-web/  
@Copyright 2013 -2024, University Hospitals Sussex NHS Foundation Trust 

 

5 

 
Check the column order is: 
 
OpenAthens Username 
OpenAthensPUID 
Title 
First Name 
Surname 
Preferred Name 
Phone 
Email 
Email 2 
Job Title 
Organisation 
Department 
Job Group 
Job Role 
Primary Location 
Address Line 1 
Address Line 2 
LKS Membership Number 
 

1.5 Check Locations and Departments in KnowledgeShare 
Go to the Organisation Edit page of the organisation that members have been added to. 
 
Check that no new locations or departments have been added to the “Unknown” 
Division and Geographic Locations 
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1.6 Ensure ‘Unknown’ Locations and Departments are empty 
 
New Locations and Departments created from the Add member page and the Member 
Upload are added to ‘Unknown’ Division and Geographic Locations 
 
To ensure these ‘Unknown’ Division and Geographic Locations can be easily checked 
after an upload and any errors corrected, they should be regularly checked and 
managed. 
 
For departments, they should be checked for: 

• Formatting standards errors 

• Typos and spelling mistakes 

• Duplicates 

• Lone acronyms 

• Wards 
 
For locations, they should be checked for: 

• Formatting standards errors 

• Typos and spelling mistakes 

• Duplicates 

1.6.1 Actions for ‘Unknown’ department 
 
Check for and correct:  
 

• Formatting standards 
o Start a department with a capital letter i.e. ‘Paediatrics’ not ‘paediatrics’ 
o It is not necessary to add the term “Department” to this field 

 

• Typos and spelling mistakes 
o Edit and correct any typos or spelling mistakes 

 

• Duplicates 
o Remove duplicate department names by moving all the members to 

one of the departments 

 
 

▪ Edit the name of the department you intend to delete and add 
a number to make it distinctive 
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▪ Click on each of the members under the department you 
intend to delete, and change their department to the correct 
one 

 

 
 

▪ When there are no members under the duplicate department 
name it can be deleted 

 

 
• Lone acronyms 

o Avoid just acronyms, add the name in full with the acronym in brackets 
at the end of name i.e. ‘Coronary Care Unit (CCU)’ not ‘CCU’ 

 

• Wards 
o Avoid adding Wards, add the medical speciality of the ward instead 

 

 
 

▪ Find the medical speciality of the ward 
 

 
 

▪ Click on each of the members under the ward and change 
their department to the speciality 
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▪ The ward can be added to Address Line 1 
 

 
 

▪ When there are no members under the ward department 
name it can be deleted 

 

 
Once departments in the ‘Unknown’ division have been checked and any corrections 
made they can then be moved to the appropriate division. 

1.6.2 Move departments 
 

Only LKS Administrators can move department as only this role can see the [Move] 
link in red text after the department name. 
 
To move a department to a different division within an Organisation 

• Click on [Move] next to the department you want to move 
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• From the ‘Organisation to move to:’ drop down list select the organisation of 
the department  

 
 

 
• Select the division to move the department to from the ‘Division to move to:’ 

drop down list 
 

 

 
• Click Save 
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• The department will now be under the selected division 

 

 
 

1.6.3 Actions for ‘Unknown’ locations 
 

Check for and correct:  
 

• Formatting standards 
o Start a location with a capital letter i.e. ‘Royal Sussex Hospital’ not 

‘royal sussex hospital’ 
 

• Typos and spelling mistakes 
o Edit and correct any typos or spelling mistakes 

 

• Duplicates 
o Remove duplicate locations names by moving all the members to one 

of the locations 

 
 

▪ Edit the name of the location you intend to delete and add a 
number to make it distinctive 
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▪ Click on each of the members under the department you 

intend to delete, and change their department to the correct 
one 

 

 
 

▪ When there are no members under the duplicate department 
name it can be deleted 

 

 
Once departments in the ‘Unknown’ location have been checked and any 
corrections made they can then be moved to the appropriate geographic locations. 
 

1.6.4 Move locations 
 

Only the Named LKS Administrator can move locations as only this role can see the 
[Move] link in red text after the location name 
 
To move a location to a different Geographic Location within an Organisation 

• Click on [Move] next to the location you want to move 
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• Select the organisation of the location from the ‘Organisation to move to:’ 
drop down list 

 
 
 

 
• Select the geographic location to move the department to from the 

‘Geographic location to move to:’ drop down list 
 

 
• Click Save 
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• The location will now be under the selected geographic location 
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2. Member Export 

What is the member export? 

 
 

2.1 Export CSV file 
 

Click on Members>Export Members 
 

 
 
On the Export Members page: 

Export Format : select CSV 
User type: select Members 
Export from LKS: Select your LKS 
 

 
Click on Export. 
 

2.2 Exported data 
 

The following columns are included in the exported CSV file: 
 
OpenAthens PUID 
Username  
Title  
First Name  
Surname  
Preferred Name  
Phone  

The Export Members function allows you to export a list of all your LKS members 
as a CSV file. 
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Email  
Email 2 
Job Title  
Organisation  
Department  
Job Group  
Job Role  
Primary Location  
Address Line 1  
Address Line 2  
LKS Membership Number 
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