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CSV Import



Navigate to the Account Menu

Open up the Account menu by clicking on your
email in the upper right corner and Select
Reports

Select Import (Import Contacts or Users)

Select Contacts
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Select file to import

Drag & drop, or click to select file to import

Confirm whether your file contains headers

o Upload

o

Drag & drop, or click here to select file

© upioad

File Selected: Kronologic - Contact List Sample.csv

Does your file contain a headers row?

No Yes



Map field names to columns in the imported CSV

Select from the drop down fields the
appropriate mapping for each field that will be
uploaded.

For any fields that does not require a mapping,
leave it as Select Header. These will not be
imported into Kronologic.

Click Continue to proceed

File Selected: Kronologic - Contact List Sample.csv

Does your file contain a headers row?

No
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Validate email and Select Meeting Template

Kronologic will Validate all email addresses are
in the right format and confirm data is ready to
proceed

Select Continue to proceed

Select from the drop down the Meeting
Template to be used for the contacts (this is a
mandatory requirement)

Select from the drop down the Tags to be used
for the contacts (this field is not mandatory)

@ Upload

Your upload looks ready to go!
Click "Continue” to proceed

Q Validate o Options
Would you like to create meetings for these contacts?

Demo
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Q Validate ° Options

Would you like to create meetings for these contacts?

Demo

Would you like to tag the created meetings?

Channel Persona




Confirm file records and upload

Confirm the # of contacts and Meeting
Template is correct. If yes, click Confirm or if
not click Start Over.

Select Confirm to upload the file

A confirmation will display that your file has
been uploaded successfully.

Select Upload another? If you would like to
upload another file or

Select View Related Meetings to view the
contacts you've just uploaded

< Start Over

Q Validate 0 Options. o Confirmation

Let's make sure everything looks right

You will be uploading 1 contact
to the D@MO Meeting Template.

The created meetings will not be tagged.

to the D@MO Meeting Template.

| View Related Meetings |




