Promero Private and Confidential

CRM - Importing

Import:

e You can import files directly into ~ @mport

the CRM from any of the below imeor Now__|[_Preview || Gaeel
formats: [1. Select the Source | | 2. Specity Detauts
What is the data source?
v Excel Workbook (2003 or & Excel Warkhaok (2003 or lster) Name:
© Bicel ¥ML Spreadsheet
later) iy
4 EXCG| XML " Salasforce com
© Actl 2005
/ XM L o Custom Comma Delimited File
v Salesforce.com " Gustom Tah Delimitad File
v ACt 2005 " Custom Dielimited File
v Custom Comma Delimited My Saved Sources:
File ame
v Custom Tab Delimited File
v Custom Delimited File

« Import is available from the below Modules:

v Accounts

ZiHe)

* Inclicates required fieh

3. Upload Export File 4. Wap Figlds 5. Resutts

Save

Required field: Account Name (Company name) must be filled in completely on file to

import.

v Contacts

Required field: Last Name on file to import must be filled in completely on file to import.

v Opportunities

Required Fields: Opportunity Name and Account Name (Company Name) must be filled

in completely on file to import.

To Import afile:

NOTE: Your file to be imported
MUST reside on your local i Import

drIVe Impart Moy 1[ Preview cancel

1. Select the Source 2. Specify Detfaults

These directions are for Vil is the data source?
importing a file to Accounts. # ExcelWorkhook (2003 or later)
You Would fo”ow same ' Excel XML Spreadshest

. . ¥
procedures for importing to S
Contacts, Opportunities and € ot 2008
Support TiCketS. " Custom Comma Delimited File

" Custorn Tah Delimited File
" Custorn Delimited File

1. Select Module in CRM for

My Saved Sources:

3. Upload Export File

Mame: [Test]

2| Helx

* Indicates required fislc

4. Map Fields 5. Resutts

Save

Enter Import Name

import. .

2. Click Import from
Shortcuts.

3. Enter a Name in the Name field for your import. (For documentation purposes, we entered
Test.)
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To Import a file (Continued):

&l Import 2/ Helk
[mpertiiow ][ Prevew [ Gancel | " Iicates regurer
4. Double Click Name from My | setectthe source | | 2 Specify befauts | | 3. Uploee Export e | | 4 Map Fitis || 5 Resuits |
Saved Sources (this is the | wmat is the ata source?
name you identified in above & ExcelWorkhook (2003 of later) Narme: |[Lse= ]
ste ) © Eycel ¥hL Spreadshest
p . R

5. Leave Header checked if your € Balesforce.com
file contains headers. # il
" Custom Comma Delimited File
" Custorn Tab Delimited File
" Custor Delimited Fil

My Saved Sources:

;'uame/— Select New Name :
| Test ] del |

A Excel spreadsheet can only be import ifitis on the first warksheet and must start at cell A1,

Selectfile. *

6. Click Browse. 1 [Bowse. || wees | 4— Click Browse

Has Header: @

7. Select the file to import.

8. Click Open in the Chose File Look i [ [ Deskiop =l & 8-

Window. N %__‘My Docurnents @Microsoft Office Qutlook 2003
L\.ﬁ —} My Computer @Microsoft Cffice PowerPoint 2003
MyRecent | W3My Network Places [l Microsaft Cffice Praject 2003
el Ed adobe Acrobat 6.0 Professional i Microsoft Office Yisio 2003
P_’T_r_ é-";'u‘ Adobe Photoshop Album Starter Edition 3.0 EMicrosoFt Office Word 2003
- g Adobe Reader 5 Eley Documents
Deskiop B adberdran_en_LUs B autlaakn703zs
) agree to Terms and Canditions b aontacks

i%’]Data Fields_Resource @psaSDse_en_us
Ingons Dbase @‘}rsd_aboutjromero_in
i%I.E]Dons Dhase_test @rsd_sales;urocess_inde
@_.Jlmport_Test_S_ZS @Jrsd_terms_account_index
) Intermet

My Computer lﬂMichsoft Office Access 2003 Select File.
@Micmsoft Office Excel 2003 Click op en

@ = w—
3 4
My Metwork File name: |Dut|00k_E0ntacts_T est j Open |

&

My Documents

Flaces
Files of type: |AII Files %] _:J Cancel
E Import 2IHelp
[ importiow || Preview ][ cancel | * Indicates requirsd fild

9. Click Upload.

1. Select the Saurce | | 2. Specify Defaults | | 3. Upload Export File | | 4 Man Fields | | 5. Resuls

An Excel spreadsheet can only be impartifitis on the firstwaorksheet and must start at cell A1

Selectale:™
[C3Documents and SettingsthsomersDesklopiDons Dbase_testxls | Browse.. || Uplasd | <4— Click U p load
Has Header. &
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To Import a file (Continued):

<o ot map tris Tk — ~
anramate Phone
areunl Reverus

Assigewnd Lser B

Sy Auddress Cly

Siling Auddress Courlry

10. You need to Map the fields
from your file to the fields in the
CRM

Click down arrow in Database
Field and select name that best
matches the name in Header

Row.

iy e Pustel Code
ing Andress Sebe
g Adress Snsel

11.

Note: For Company, we
mapped it to Name.

12. Continue mappings until all e
fields are mapped. zhordtmnthin-
NOTE: If the CRM does not —wontmern - [
have a field matching your field, :::M: -

select Do not map this field.

«= [0 not map thes fiedd - ~

Do o rrea this frekd -

} 0 oot reage s g -
& Import

13. Click Import Now

Import Mo

14.

NOTE: If Success
message shows failures,
None of your records were
imported. You must fix the
problem and do another
import.

E Import
[ |I’I:IVDDV17NUW - Erer\{ierw

Success:
255 Succesfully mported
0 Failed Import

Use transaction across all records: [

Last Imported

Row — Row Status — 1D

Possible errors could be:

e Account Import: Rows
containing blank
Company name

o2 %=-Jd 3

TR P S A2 LA F b ac e U s ~ B LAE. - 3t

My Accourt | Employees | Adein | Logoud | Aboud

Calender | Activities | Contacts | Accounts | Bug Tracker | Emalls | Dashbo:

Swarch Go

¥/ Helg
* indicnira remend T

3 Upkoed Fxpont Fi | | 4. Mapa Fombibe | | 5 Reciuds
*indicniea reored e

n your import fle that should be imparted into esch figld in the system. When you are finished, click import Now

Oectaefd-fela-

Haadler Row How 1 Fow 2
Company Emaronmental Protection Commizsion Dol & Mut
Dusiness Foger P, Slewart Center 362% Gueen Palm Or
Street
Buginezs City  Tampa
Dusiness State  FL
Dusiness 336191309
Postal Code
United States of Amenca

+1 (R13) B26-B042

1) 272600 13

Preview: Cancel

A Success screen is displayed showing your new import when import is completed.

| Cancel |

| 1. Select the Source 2. Specify Defaults | 3. Upload Export File 4. Map Fields | | 4. Results

| Success Message shows 0
Failed Import

Type Industry — Assigned User ID — Hame Billing Address Street — Billing Address City

0013d6f0-2d38- Ervironmental Roger P. Stewart

. 4fd3-b05e- Analyst Apparel  0OedS-0000- Frotection Center 3629 Queen Tampa
(Account) in up|0aded 03ealBTeshEE 0000bccN87  Commission  Palm Dr
file.
e« Contact Import: Ross
Ec;r:':]a.elr}:f??j t::)a.ar.]dkelaafﬁte 7 ggggfﬁ{. Analyst Apparel gg“dgjjﬂﬁﬂfgﬂz—ﬂar Bolt & Nut
p : St 0000bccN80T
241347936ac9
e Opportunity Import: Rows containing blank Opportunity Name and Account Name in
uploaded file.
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Import and Linking Modules:

o Promero will provide one (1) import per customer. But you need to follow the below rules:

1. Provide Promero support with all mapping information. The mapping information we need

is as follows:

v To import into Contacts, there MUST be no blanks in the last name in your file.

v To import to Accounts, the account name or company name must be filled in
completely in your file.

v To import to Opportunities, there MUST be no blanks in the Opportunity Name and
Account Name (Company Name) in your file.

All of the above fields are required fields in the CRM. To ensure you have all the
required information contained within your file, review the Module within the CRM to
ensure all required fields are identified and complete in your file. Below is an

example of how the mapping should match from your file to the CRM.

CRM Fields importing to Accounts

|

Fields in your File

/\

Company in your Database Field Header Row Row 1 Row 2
file maps to Naime v| Company Ervironmental Protection Commission Bolt & Mt
Name in CRM Biling Address Strest Evs Business Roger P. Stewart Center 3629 Queen Palm Dr.
/ HA T =
\ Billing Address City w | Business City Tampa
BUSIHQSS Streetin Biling Address State w | Business State  FL
your file maps to —_— :
Billing Address Street Biling Address Postal Cade v | Business 33619-1309
in CRM Fostal Code
Billing Address Courtry w | Business United States of America
o b i
- Do not g this field w| BusinessFax  (813) 627-2620 +1 (813) G26-8942
Continue to map Phone Office | Business (813) 627-2600 A
] By PRy
your fields to the
CRM fields until all Mohile Phone
are mapped. If one - Do nct map this field — w | OtherFax
does not map, ool S |
leave to Do not - Do nick mp this field — w | Other Phone
map this field E— :
-- Do nict map this field - | Pager
[~ Do not map this field — ~| Primary Phone
-- Do not map this fisld — + | Radio Phone
-~ Do ok map this field — V| TTVTDD
} Phone
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