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Act! Importin

1. Open the Act! database you want to import data into
2. Click File, found in the main menu at the top of the screen.

3. Click Next

Import Wizard

Thig wizard will import data from another file into the
currently open database.

‘Wwhat type of file do you want to impaort?

File type: | Tewt - Delirmited
ACTI3N [*.dbf)
Mote: IFy dBASE Il

want, youl ks, 4.0ta 5.0 Data i
fle ton & cE =T

Filename and location:

CAAYPIAW . C3Y

< Eack | Mest = | Finish I Cancel

4. In the “File type:” box, choose Text — Delimited

5. In the “Filename and location:” box, click on Browse... to

6. In the :Look In:” dropdown, find the directory which conta
window. Click Next

NOTE: your file must be named
are sent with .csv extensions by d

7. Make sure Contact records only is selected. Click Opti
UNCHECKED

8. Click OK, and Next
9. Make sure Don't use predefined map is checked, then

10. In the Contact Map window, match up the fields from yo
Example: to map the field Contact
Contact Name & go through the lis
procedure for all the fields on the |
can't find anything on the right side
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Act! Importi

Lmport Wizard

CONTALCT Map

The data beirg imported must be mapped ko the indidus
fields iri the cumantly open databaze,

b This sl To ths Fisid
First bl ame

Last Mame Lt M e
Iaddress Adckess 1
Ciy Ly

Ghabe Stabe

IE1F Code Ip

0| o
c ) v | k] st

Record 1 Map file) mnmas

= cpak | me |[ Fesh | cacal |

11. If you want to save the map you've created, click on Sa
this map for future imports with files that have the same

12. Click on Finish, and the records will be imported into the
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