Before importing information into Akken, look at your CSV file and follow these bullet points:
· Start with a clean CSV file. If you’re on a Mac, the file will need to be saved as a Windows CSV specifically. Avoid blank cells and columns, and/or special characters, including forward slashes. Make sure that cells with data you are updating are populated in the CSV file. 
· Also make sure there are no empty rows (check below the last row of data). 
· In your CSV file, we suggest using a tag column. For example, the initials of the user doing the import. It's a good way to track imports.
· During an import, when mapping on the 2nd screen (the one to check for existing records), do NOT select the fields that you are updating (only select the fields you are not updating). This only applies if you select 'Update the existing record(s) with the imported data'.
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On the CRM > Contacts screen, click 'Import' and browse for your CSV file. Click 'Import'.
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Map out the items on the spreadsheet with the column titles on the left.  The dropdown list items are the columns from the spreadsheet.  The columns on the left hand side in blue, are the corresponding Akken fields.
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Once each field is mapped you will see that the left hand side matches the right hand side (First name and First Name, Last Name and Last Name etc). All titles may not be EXACTLY the same but you can map them anyway as long as the fields correspond with one another.  For example: Primary email (on the left) can be mapped to “Email” in the drop down list.  It just depends on what you have named the column titles on the spreadsheet.
After you have finished mapping the entire list of drop down items to left hand column titles (Blue titles), click on Continue.
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This brings you to the second Import screen.  To check for duplicates you will want to check off 'Update the existing record(s) with the imported Data'.
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If ADDING new information into Akken via import, then select ONLY First name, Last name, and Primary Email – DO NOT SELECT ALL.
If UPDATING existing information in Akken via import, then do NOT select the fields that you are updating (only select the ones you are not updating).
Click on ‘Continue’.  This will start the importing process.
image5.png
Companies |

Use the Check boxes and define Matching Criteria to avoid creating Duplicate records.

[] Add to Address Book.
[T update the existing record(s) with the imported Data.

‘Company Information
Mapped o None. ‘Company Name Mapped o None.
Mapped o None. Webste Mapped o None.
Mapped o None. Company Addresst Mapped o None.
Happed o Fist Name. Company Address2 Mapped o None.
Mapped o None. ‘Company Ciy Mapped o None.
Happed o Last Name. Company State Mapped o None.
Mappedto prinary £-mai ‘Company Zip code. Mapped o None.

I Msppestoone Company Country Msppestoone




image1.png
& Import - Windows Interet Explorer - o -
[ 2] tpe/appserer kb comy BSOS/ MerketingLeod Mngrmimpertp hyTchitype=2 alal
Import
5 impor import

File Format Comma Separated Values -

il toImport*
| Note: If import data contains information such as Pipes " and Caps ™", this information will be replaced with a space.
A
| | 3 import
Done @ intemet | Protected Mode: OFf G~ A% -





image2.png
Companies.

Existing Data Fiekds
Salutation

Suffix
Nickname
Firstllame
Widdie Name
Last lame
Primary E-mail
Work Phone.
Home Phone
Hobile

Fax

P

importing Data Fieds.
~None— -
“None— -
“None— -

Primary E-mail
Resume File Location

“None~ -
“None~ -
“None~ -
BT .

Existing Data Fiekds

Company lame.
Website

Company Addresst
Company Address2
Company City
Company State
Company Zip code
Company Country
Company Phone
Company Fax
Company Type.

Map the Existing / Importing Data fields.




image3.png
~ompanies |

Map the Existing / Importing Data fields.

Existing Data Fiekds

Salutation
Suffix
Nickname
Firstllame
Widdie Name
Last lame
Primary E-mail
Work Phone.

Home Phone

Existing Data Fiekds

Y

Company lame.
Website

Company Addresst
Company Address2
Company City
Company State
Company Zip code
Company Country
Company Phone





image4.png
Candidates Please re-check the fields and click Continue to Import the data.
]

[— Continue 1 Change Mapping  (MCan

T Select Al Glear Al
Profle Tile  Mapped to None Objective ‘Mapped to None Wiing To Travel ‘Mapped to None

Prefix ‘Mapped to None ‘Summary ‘Mapped to None Percentage Travel ‘Mapped to None




