Learn how to export your contacts from Microsoft Outlook, and import
them into the Customer Relationship Management application.
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1. First, to export your contacts from Outlook, open up Microsoft® Outlook and
select ‘File’.

1. Then select ‘Import and Export'.



Import and Export Wizard

Choose an action to perform:

Export RSS Feeds to an OPML file
Export to a File Select 'Export to a ﬁle'
Import a VCARD file (.vcf)
Import an iCalendar (.ics) or vCalendar file {,vcs)
Import from another program or file

Import Internet Mail Account Settings

Import Internet Mail and Addresses

Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List

Description

Export Outlook information to a file for use in other
programs.

< Back Then select the 'Next' button to conintue.

The window displayed will then appear.

Be sure to select ‘Export to a file’, and click ‘Next’ to continue.



Export to a File

Create a file of type:

Comma Separated Yalues (DOS
Comma Separated VYalues (Windows)
Microsoft Access 97-2003

Microsoft Excel 97-2003

Personal Folder File {.pst)

Tab Separated Values {DOS)

Tab Separated Values {Windows)

[ < Back ]I MNext > ] '

Then select ‘Comma Separated Values’ for Windows.

Comma separated values are also known as a CSV file, which is the file format

used to import information into the CRM application.

Select '‘Comma Seperated Values for
(Windows).

Then click the 'Next' button to

continue.




Export to a File

Select folder to export from:

= @ Archive Folders N
- @ Calendar
----- [ Deleted Items
------ @ Journal
----- D Sent Items
[ Tasks
= @ Personal Folders
----- @ Calendar

Il

Then select 'Contacts’.

And click ‘Next' to continue.

In the next window select contacts from the expanded folders, and click next to
continue.



Export to a File

Save exported file as:

- s\CRMContactsCSY|ContactsCSY.CSY | [Browse ... |

N

Click browse to save the CSVfileto a
specific folder.

| <Back || mext> |8 Select 'Next' to continue.

In this window select the browse option to save the CSV file to a
specific folder so that you can easily locate it.

Then select ‘Next’ to continue the process.



Export to a File

The following actions will be performed:

4| Export "Contacts" from Folder: Contacts [Map Custom Fields ...

This may take a few minutes and cannot be canceled.

— Select 'Finish' to complete the
[ < Back ]l Finish ]

export.

Then click ‘Finish’ to complete the export.



¢ Administration % Import Contacts [
]

l

w ThiWsday, May 13, 2010

Calendar

Event Start Date Start Date

To begin the import process into your Customer Relationship Management
application, select the ‘Import and Export’ option from the ‘Admin’ tab.



Import and Export Wizard

File to Import.

Select '‘Browse' to find the file

Browse... you wish to import.

~ Description

Please browse the file to upload. Only .csv
and .xls files are supported.

l Back | | Next J I Cancel I

Then click browse to select the specific CSV file you wish to import.



Open

Look in: | ) ContactsCSY vi A P e [,
= 4] ContactsCv Select the file that you wish to import.
6] ContactsCsy2
My Recent  |S4]ContactsCSy3
Documents
Desktop -
P \;

{ 5
My Documents

<8

My Computer
Rl
v
Make sure to pull up CSV files if
you are importin g acsv file omma Separated Yalues [.CSY) vl .

Select the file that you wish to import. Be sure to select the type of file so
that you are able to view it when selecting.



Import Outlook

File to Import.

ContactsCSV2.CSV Browse...

No file selected...

| Back || next | o8 Then click ‘Next' to continue the import

process.

Then click ‘Next’ to continue the import process.



Import and Export Wizard

Choose Import File Type:

Select where the file

Outlook File came from.

Entourage File
Other Type File

Back ||  Next Then select 'Next'.

-Select where the file came from.

-Then select ‘Next’ to continue.



Import and Export Wizard

Source columns are list of fields in the imported file.
CRM columns are list of Contact fields in the CRM.
Any text in Fixed Values will override the value in the selected field in Source Columns during impoerting process.

Source Columns CRM Columns Fixed Values
Anniversary v |Anniversary ‘ | =

sName ‘—

| _E — ' e——

| |
SCTTTECT IO ] wweniessPhonel | l
| Business Phone 2 v \ BusinessPhone2 | l
Company v J CompanyName ‘ l
~ Noadd | il 2 e

|_ Back I Next | | Cancel |

Here you have your Source and CRM columns where you can match your list of fields to
make sure they are imported properly into the CRM.

Source Columns: Are the list of fields in your csv or excel file. Ex. Mobile Phone, First
Name, Last Name,etc.

CRM Columns: These are the fields in the CRM. Your source Columns should match up
with your CRM columns to ensure the import is successful.

Fixed Values: A fixed value will override the source column by entering the value
specified across all records in that column.



Import and Export Wizard

Define the values for fields that are not specifiec
the provided document,

Define Field Values

Contact Type: | Leads

Account Executive: [JakeDoe

\ purposes.

ﬁ. You may also name the Source: | Cold Call >
source of how these (] Group Name 1
contacts or leads were Group: | | Group Name 2
obtained for organization &l Group Name 3

~

1. Select the contact

type you wish to import
this set of contacts as.

2. If neccesary, selectan

employee or sales agent that
these contacts are related to.

f 4. If neccesary, select a\
g

roup name that you have
created in the CRM that
you would like this set of

5. Then select
'Next' to continue.

contacts to be apart of./




Import and Export Wizard

Click Start Import to Import Contacts.

Back ] Start Impor

Then select 'Start Import’' to begin the import process.

This window will then appear. Be sure to click ‘Start Import’ to begin the import
process.



Import and Export Wizard

Import Status

Records were imported successfully
Imported Records:3
Updated Records:0

Select to finish.

Duplicate Records..

3 record(s) in the import file have been found matching contact(s) in CRM.
Do you want to import these records and override existing contacts?
. ' ko import ungiue records only)

D : Click 'Cancel’ to only import the
Click 'OK' to override. | [ cancel new contacts.

If you receive the pop-up above then you have duplicate contacts that you are
trying to import.

-If you select ‘OK’ then the duplicate contacts will be replaced with the contacts
being imported.

-If you select ‘Cancel’, only your new contacts will import, and not the duplicates.



[ @ Administration | ' Import Contacts |

Contacts «| | cdradémen | OWsech | @Gawen | A wniedic Form =) Grid Columns Total Records: 1083
B All Contacts = J First Name Last Name Company Name Contact Type  Business Phone  Mobile Phone  eMail Address
] A Batty Smuth110 Smith Company Vendor 4.04256E+12 bsmith@smithco110.com
b Advisors .
3 Competitors 2 Betty Smith111 Smith Company Vendor bsmith@smithco111.com
| A, Beuy Smith112 Smith Company Vendor
J. Customer | A Y P
: ur newly im d contacts will then
o | M Betty Smith113 Smith Company Vende g . .pom - CtS. th
..... appear in your contact list.
‘ T Zo Betty Smith114 Smith Company Vendor
@ = | | /A Betty Smith1l5  Smith Company Vendor
ar
/. Betty Smith116  Smith Company Vendor 4.042555+12 bsmith@smithco116.com
[P Tasks || A Betty Smith117  Smith Company Vendor 4.04256E+12 bsmith@smithco117.com
I | 2o e e s oo o——

Your contacts will then appear in your ‘Contact’ list, under the ‘Contacts’ tab.




