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Instructions

+» Dutlook Taday - Microsoft Outlook
Start Microsoft @Eﬁiﬂ View Go Tools Adions Help Adobe POF
Outlook.
P | % Postin This Folder a4a
Click on [File]. Open ' ok
Closg Al ltems d Search Folder.
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Archive.. & Distribution List Tasks
W Print.. Ctrl=p o Task
Eutt s Journal Entry
& Deleted lems o Dote
(A Drafts Y3 Internet Fax
i Jnhon 3 Chgose Form..
L@ Junk E-mail =
Type the name of Pdarme:
your new file. Compusystems Leads
From the drop- Eolder contains:
- P ——
down list, select
Contact Items. “ i
Select where to place the Folder:
Select Contacts. =
= 25" personal Folders
Click on [OK]. A SEOLST
8- Contacts
'al Deleted Iterns
24| Drafts
L Inbox
8 1ournal
L@ Jurk E-rmail
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Click on [File].

Click on [Import
and Export].

P

File DEdit View Go Tools Actiong

Mew L =I=ETy
Open v | -l

M Close &ll tems
i Eolder 3 FW
fto e

Data File hanagement...

Import and Export..,

B Archive...
dar
i Print.. Ctrl+P
Exit
- |

Click on Import
from another
program or file.

Click on [Next =>].

Choose an ackion ko perform:

Expork RS5 Feeds to an OPML File

Export ko a file

Impart a WVCARD File (L weF)
g )

Import Inkernet Mail and Addresses
Import RS5 Feeds Ffrom an QOPML File
Impark RS5 Feeds from the Cammon Feed Lisk

Descripkion

Import data from other programs or files, inchuding
BCTI, Lakus Organizer, Personal Folders (L PST),
database files, kext files, and others,

Mext = l) Cancel
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Click Comma
Separated
Values (DOS).

Click on [Next =>].

Select file kype toimpart From:

Comma Separated valles
Lokus Organizer 4.x

Lotus Organizer 5.x
Microsoft Access 97-2003

Microsoft Excel 97-2003

Cutlook Express 4.x, 5., 6.x of Windows Mail b

< Back i Mext = }l Cancel

"hq._______pll"
Click on File to impart:
[Browse...] to |
i Browse ...
locate your file. ‘!'
Options

(") Replace duplicates with items imporked
(*) allow duplicates to be created
") Do not import duplicate items
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Click on the Look Lock in: “# Removable Disk(E:)<_ @ @ - A
in: field to locate 5 0_5007_()16001719 -
i ; ro rinect e
and hlghllght_ your o= 3
.csv format file. SRS
Click on [OK]. Deekiop
<y
Crocuments
..'.!_II
Computer
<
MNebwork
Flaces
File name:
Files of tpe: | comma Separated Yalues (DOS)
Select one of the File ko import:
?Upl:jcates Options E:\CompusystemsBuyerConneck, csv
isted.

Click on [Next >].

i Replace duplicates with items imported
() allow duplicates to be created
Do not import duplicate itemns

< Back [l Mexk = ) Cancel
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Click on the folder
you created in
earlier in this
procedure.

Click on [Next =].

Import a File

Select destination folder;

fof
Ca

L3
fi=

]

=

= 25t Personal Folders
T calendar

7] Inbox

S& 100rnal

Junk. E-mail
Leads Conkacts
Mokes

I3 outbax

DEC Faade

E

W

< Back ll’ Cancel

Click on Map
Custom Fields to
open the checked
file(s).

Import a File

The Following actions will be performed:

Import “CompusystemsBuyerConnect, csv" inka ...

Zhange Destination ...

This may take a few minutes and cannot be canceled.

< Back, ” Finish

l [ Cancel
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Click on the + sign
to expand the
selected field (in
this example, the
“Name” field).

Map Custom Fields @|

Drag the walues from the source file on the left, and drop them on the appropriate destination Field
on the right. Drag the iterm From the right to the left to remaove it Fram the field mapping.

Froni: Tao:
Comma Separated Yalues ([O03) Microsaft Office Outlook
CompusystemsBuyerConneck, csy Compusystems Leads

Value ~ Field Mapped Framm ~
Device Number ame
Booth Murnber Carmpany Company 1
Show Mame Department
Salespeson Job Tite
First Mame Prefix Business Address  address 1
First Mame Home Address
Middle Initial v Other Address v
< > < >
Mexk = ] [ Clear Map ] Default Map
[ 84 ] [ Cancel l
Drag the Map Custom Fields X
f';\ppropf‘rlate Vf'lues Drag the values Fram the source file on the left, and drop them on the appropriate destination Field
in the “From: on the right. Drag the item From the right ko the left o remaove it Fram the field mapping.
column to the
w o Framn: T
To:” column. Comma Separated Yalues (DOS) Micrasaft Office Outloak
CompusystemsBuyerConnect.csy Compusystems Leads
Click on [,C) K] Value - Field Mapped From -~
when youre done. First Mame Prefix E Mame
First Mame “Title Title
Middle: Tritial [ e TETE e Fir st Marne
Lask Mame “Middle Mame
Last Marme Suffix [ iLastTEme —bLast Mame
Title “Suffix
Zompany 1 M i T " Zompany 1 -
< > £ >
iz ) [ )
e ————
( Ik 1 Cancel ]
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Click on [Finish]. Impurt a File

The Faollowing actions will be performed:

Import "CompusystemsBuyerConneck, csy" inko ...

[ Map Custom Fields ... ]

[Change Destination ... ]

This may take a few minutes and cannot be canceled.

e ———

< Back, (][ Finish l)[ Zancel
""h.._.___,_,-l""

You will see the
progress bar.

Import and Export Progress

-

7

>

Imparting Cankacks From CompusystemsBuyerConnect o5y inka

'Conkazks'
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Your data should

look something
like this:

Contacts « || &4 Compusystems Leads

}:ﬂ All Contact [tems - |Click here to enable Instant Search

(O Address Cards

(O Detailed Address Cards
() Phone List

() By Category

() By Company

HIALEAH, FL 33014

My Contacts ¥
Test, MARY Test, SARIT
Current View Py
MARY Test PRESIDENT SARIT
(® Business Cards Test Inc EWVERYTHING FOR. THE

test123@yahoo.com

FAIR LAWN, N1 7410

@] By Locaticn Tester, Test

TRAN, VINH

O Outlook Data Files CO-OWHNER.,/ DESIGNER Test Te...

Diesign Plus

Add New Group amant@hotmail, com

Customize Current View...
JACKSOMVILLE, FL 32211

PRESIDENT VINH ]
VT CONSTRUCTION IN

vinnietran @yahoo. com

SAN JOSE, CA 95135

You are done!

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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