CompuLEAD Data Import Instructions:
Microsoft Excel 2003 CSV Format
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Click Delimited

Click Next >

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that vour data is Delimited,
If this is correct, choose Mext, or choose the data type that best describes vour data.

original data type
Choose the file bype that best describes yvour data:

(+) Delimited - Characters such as commas or tabs separate each Field,

() Fixed width - Fields are aligned in columns with spaces between each Field.
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Text Import Wizard - Step 2 of 3
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1. Move the scroll bar
to all the way to right
at the bottom of the

Data preview window
2. Hold down the shift

key and click in the
Data preview window
to highlight the entire
data

3. Click "Text" in
Column data format

section.
4. Click Finish

Text Import Wizard - Step 3 of 3
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Delete the unwanted data and blank fields which will not be included in your

merged document, such as qualifiers, phone, fax etc

Highlight the
column(s)
Click Edit

Click Delete to delete
the column(s)
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Microsoft Excel

000999401 q_x¥Z_COMPANY _A.csv may contain Features that are not compatible with CSY (Comma delimited). Do
wou want ko keep the workbook in this Format?

\14) + To keep this Format, which leaves out any incompatible Features, click Yes.
« To preserve the Features, click Mo, Then save a copy in the latest Excel farmat.
+ To see what might be lost, click Help.
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You Are Done!
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If you need assistance importing your sales lead data into your third party software,
please contact a technical support specialist at 708-786-5565.
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