Bring in your contacts from
wherever you store them:

« Email
+ Spreadsheets
« Your phone

Microsoft Dynamics




get ready to import your contacts

Whether your contacts are stored in an
email program, a spreadsheet, or on your
phone, you'll probably want to import
them into Microsoft Dynamics CRM so
you can keep track of the people you do
business with all in one place.

@ Applies to: Microsoft Dynamics CRM Online, or Microsoft Dynamics CRM 2013 or 2015 (on-premises) @



use supported file formats

First, you export your contacts into a file.
These file formats are supported:

« Comma-separated values (.csv)

o Text (.txt)

* Compressed (.zip)

* Excel Spreadsheet 2003 (.xml)

The maximum file size allowed for .zip
files is 32 MB.

For the other file formats, the maximum
file size allowed is 8 MB.

Tip: Use .zip If you store contacts in
more than one program, add all your
import files to a single .zip file. Then
import the .zip file to bring in all the files
at once.
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export from email

Need to export contacts from an email
program?

1. Export the contacts into a comma-
separated values file (.csv).

To find specific steps to export contacts
from your email program, open the
program’s Help, and search for “export.”

Look for topics that include “exporting
contacts” or "exporting your address
book” or "export wizard” in the title.

2. Save the file in a location where you can
find it easily later.
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export from a spreadsheet

Column Name in spreadsheet
(spelling must match exactly)

Needctlohexg;)rt contacts from a First Name Heads-up! If the
Spreadsheet: Middle Name spreadsheet doesn't
1. Open the spreadsheet. |nc||ude all the
: column names

2. For best results, edit any column name Last Name Iistgd in this table

in the spreadsheet to match exactl - , '

with thepname shown here. / Business Phone that's okay.

- : However, if a

3. Save the file in a location where you can Mobile Phone column name does

easily find it later. exist, make sure it

matches exactly
with the
corresponding
name in the table.

Job Title
Business Street

Business City
Spaces are required.

Business State Note that the word
. “Email” doesn’t
Business Postal Code contain a hyphen.

Business Country/Region

Email Address

© O,



export from your phone

I E I:"il:l export contacts from nokia lumia 52ﬂ |

NEEd to export contacts from a phOI’IE? & Home Top charts Categories Collections pel
= Use a USB cable or an app to export ., ,
your contacts from your phone to your © Results for “export contacts” 83 apps
computer. e :
L All categories v All prices v Sort by relevance v

To find specific steps to export contacts for
your brand of phone, search for “export
contacts from my phone” in your favorite
search engine (such as Bing).

To find an app, search your phone’s online

store.
VCF Helper vCard Wizard - Contacts converter for Outlo.. Map M
This tool is designed to help users in merging Sharing soft Outlook Contacts is made Map M
simple w Card Wizard. Export, import or address
Desktop app k%« & 40 Productivity $1.99 (
e
Contact & Address Book ExportContacts VeeCar
Contact & Address Book is filled with features Contacts are exported from the Win Have y«
that are easy to use. Add as many contacts as with ExportContacts as a CSV-, XN contact

Free *¥k%k + 43 Tools $2.99 (free trial) Notyetrated Tools Free *



run the wizard

You'll use the Import Data wizard to If your screen looks like this (latest version):

Import your contacts. For Sales, Service, or Marketing, go to Contacts. Choose Import Data.

The steps to get to the wizard
depend on the version you're using. Mg Microsoft Dynamics CRM Sales | v Contacts

4 NEw I DELETE| v @ EMAILALUNK| v [P RUNREPORT~ (|3 EXPORTTOEXCEL | ~ g il IMPORT DATA

Tip for CRM admins: You'll find
the Import Data wizard under
Settings > Data Management.

+ My Active Contacts ~

If your screen looks like this (older version):

Choose Microsoft Dynamics CRM > Sales, Service, or Marketing.
Go to Contacts. Then, choose Imports > Import Data.

Unknown0

Fo- ] [=,
(1] v '1') v L v
LEADS OPPORTUNITIES ACCOUNTS CONTACTS




select the file to import

Browse to the folder where you
saved the file containing the export
of your contacts.

Select the file, then choose Open.
Choose Next.

Upload Data File

Select a data file to import into Micreseft Dynamics CRM.

Data file name:

Browse...

Supported file types: XML Spreadsheet 2003 (xml), .csv, b, and zip

@Hep

Mext

Cancel




review the upload summary

Review the file name, and if the file is
in .csv or .txt format, verify that the
field and data delimiters are correct.
Choose Next.

Note: In most cases, you can accept
the default delimiters.

Review File Upload Summary

The following data will be imported into Microsoft Dynamics CRM.

) 1file uploaded,

File Mame Size

contacks--gmail.csv 60 KB

4 Delimiter Settings

Select the field and data delimiters. If there is mare than one file, these delimiters
will be applied to all files that you want to impart,

Field delimiter: [ comma ¢, [~
Data delimiter: |Qu0tati0n mark () j

I First roww contains column headings

i@ Help

Cancel




select automatic mapping

Select Data Map @ Help

Before your data can be imported, it must be mapped to the data in Microsoft Dynamics CRM. You can let the system
map your data automatically, or you can select a data map to spedify how your data will be imported.

. System Data Maps
Select Default (Automatic Default {Automatic Mapping)
Mapping) for the System Data Map Far Generic Contact and Account Data

SampleDatabap
Data Maps for Salesforce.com
For Contact and Account Report Export
For Full Data Export
For Repert Expert

Data Maps for Microsoft Outlook Business Contact Manager
For BCM 2010

Choose Next.




select “‘contact” for the type of info

In the Microsoft Dynamics CRM
Record Types drop-down list, select

Contact. Choose Next.

Map Record Types @ Help

hap the source data files to the target Microsoft Dynamics CRM recard types. If a source file cannot be mapped
to an existing record type, wou can create a new record type or choose to skip importing the data,

{p The data files have been successfully mapped to the target Microsoft Dynamics CRA record types,

Source Data Files Microsoft Dynamics CRM Record Types

' contacts--gmail Cortact

Actions
Mot Mapped
Create Mew
lgnore

Record Types
Acaurt
Address
Announcemert
Appoirtrnernt
Article
Article Template
Buziness Unit
Campaign
Carnpaign Activity
Carmpaigh Response
Caze
Caze Resoltion
Cormpetitor
Connection

|»

Contract Line
Contract Template
Currency
Customer Relationship
I: Digcount

Discount List

Document Location

Ernail
Facility/Equiprert ~




map the fields

Map Fields @ Heip

Select the Microsoft Dynamics CRM record type and map each source field to a target Microsoft Dynamics CRM field.
We suggest that you map all the required fields before you click Mext.

For any fleld name Wlth an alert icon, |L Map the unmapped fields, and then continue. ‘
map the column from your contacts

il o the coresponding feld n o e TR

C RM . i Contact Required Fields A
Choose OK, then choose Next. Last Name Last Name
Optional Fields
Account I Mot Mapped
Anniversary Anniversary
Assistant’'s Mame L Nt Mapped
Assistant’'s Phone L Nt Mapped
Billing Information L Net Mapped
Birthday Birthday
Business Addrass L net Mapped
Business Address PO Box L Net Mapped
Business City L Nt Mapped v

Back || mea || cance |




check the summary

Review Mapping Summary @ Help

The data from the source files has been successfully mapped to the target record types and fields in Microsoft
Dynamics CRM. The data is ready to import.

Review the summary, and then

Source Data Files Microsoft Dynamics CRM Record Types
choose Next.

g contacts--gmail.csy Contact

1. Data in any record types or fields that are set to Ignere will not be imported. To view

or change the record type and field mappings, dlick Edit.




submit the imp

Choose Submit.

Note: In most cases, you can accept
the defaults on this screen.

ort file

Review Settings and Import Data

Ratr ol Tt Gt S0 AgE. Midiof thit NECEESANT CRanQEs. andl Sulmit the Clata for import.

Allow Duplicates
NG
L[]
Dupiicate records will be determined based on the duplicate detection settings in
Microsoft Dynamics CRML
Select Owner for Imporied Reconds
This wser will owm the imported records [f the reconds 60 not contain gwner information

or i the records cannol be xssgned o the specified oaners.

Data Map Name (optional)

Savw thi i map for Exfurs imports
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verity the import

Data Submitted for Import i@ Help

q‘,i Your data has been submitted for import.

Te check the status of the import, go to Settings » Data Management > Imports

To verify that the wizard was successful,

choose Imports, then review the report.
Otherwise, choose Finish.




check for success

Microsoft Dynamics CRM | = sales | v Contacts | v

+ nEw M0 DELETE | + e EMAILALINK v [ RUNREPORT* [ EXPORTTOEXCEL | * iy MPORTDATA |+ gl CHARTE

After you run the wizard, check your list *+ Active Contacts ~

of contacts in Microsoft Dynamics CRM
to make sure they imported correctly.

1. For Sales, Service, or Marketing, go
to Contacts.

Full Name

Vincent Lauriant

Adrian Dumitrascu

Email

viauriant@adatum.com

Adrian@adventure-works....

Company Mame M
A, Datum

Adventure Works

Business Phone

+86-23-4444-0100

T68-555-0156

. Cathan Cook Cathan@alpineskinouse.co..  Alpine Ski House 555-0158
2. Scroll through the contact list. Check
. . . Paul Alcom paulalcom@bestosales.com  Best o Sales
that each person is listed, and verify
the Contents of the fle|dS for Brian LaMee brian@blueyenderzirlines...  Blue Yonder Airlines 555-0135
accura Cy ‘Walter Harp walter@cpandl.com City Power & Light 294-555-7584
Cat Francis Cat@cohowinery.com Coho Winery 555-0718
Forrest Chand Forrest@consolidztedmess.,  Consolidated Messenger 555-0198
Eva Corets evacorets@fabrikam.com Fabrikam, Inc. 555-0138
Gabriele Cannata gabriele@fourthcoffee.com Fourth Coffee 555-0168
George Sullivan george@graphicdesignins..  Graphic Design Institute 555-0142

Tamer Salah TSalah@humongousinsura.,  Humongous Insurance 343-555-6797
Andrew Dixon andrewr@litware.com Litware 258-555-5243
Patrick Steiner psteiner@lucernepullishin..  Lucerne Publishing 555-0154
Susan Burk sueburk@margiestravelcom  Margie's Travel 555-0112
Alex Wu alexw @northwindtraders.c..  MNorthwind Traders 555-1234
Bob Hoke bob.hoke@northwindtrad..,  Morthwind Traders

Maria Campbell

mariacampoell@northwin...

Morthwind Traders



Thanks for reading!

Did this eBook help you?

Send us a quick note.
We'd love to know what you think.

eBooks, videos, and more

Version 7.1.0
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