Exporting contacts from MyActionCRM to
ActionCoach CRM

1. Login to your MyActionCRM account using your username and password

2. Click on the Contacts button to enter the Contacts module (See screenshot below)
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3. Now we need to start the export process by clicking on the “"Export Contacts” link located
at the left side of the screen.
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4. In the export screen you need to export the fields you want to export from the system. You
can choose to export all fields in the system or choose specific ones to export. To select
individual fields select them and then click on the button with the “>" to move the selected



item to the selected fields list. To select all fields Click on the button with a *>>" on it.
(See screenshot below)
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5. Click on the “Export to Excel Spreadsheet” button at the bottom of the screen. Save the file
created.
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6. Once the file has been downloaded, Logout from your MyActionCRM Account

7. Login to your ActionCoach CRM Account

8. Click on the Contacts button to enter the Contacts module (See screenshot below)
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9. Click on the “Import” Link located at the left side of the screen to start the import process

g

Shortcuts

= Creste Contact
Enter Business Card
Creste From ward
] Contacts

[ Import

Saved Searches
| -Mone-- b

| Maw ™ antact

10. Select “Comma Delimited File” as the source and click Next
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11. Browse for the file you downloaded in Step 5 and click next.



F Import Step 2: Upload Export File

Many applications will allow you to export data into a Comma Delimited text file {.csv). G

1. Launch the application and Qpen the data file
2. Selectthe Save As... or Export.. menu option
3. Save the file in a CSY or Comma Separated Values format
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12. In Import Step 3 you need to map the fields from your import file to the correct fields in
the ActionCoach CRM. i.e. you need to map First Name — First Name, Last Name — Last
Name etc.

Inthe list below, selectthe fields inyour impoart file that should be imported into each field in the system. When you are
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13.0Once you finish mapping the fields, click on the “Import Now” button to finish the Import.
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