Importing data

After you verify that the column headings in the source file match the field names in Microsoft CRM or you create custom fields to resolve the differences, you can start the Import Wizard to import your data.
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Important

Before importing contacts or leads into Microsoft CRM, you must add an extra return character at the end of the list. If you do not do so, the last record in the list will not import.

Use Import Wizard to import data

	1.
	On the Tools menu of Microsoft CRM, point to Import, and then click Contacts or Leads.

	2.
	Follow the instructions in Import Wizard.


Take note of the following points when importing data with the Import Wizard:

	•
	Importing large data files can result in high memory usage and may take several minutes to complete. Before beginning an import process, free up system resources by closing all open programs and browser windows that are not in use.

	•
	Previously assigned sharing rights to records do not import into Microsoft CRM and need manual resetting.

	•
	To import data, you must enable ActiveX controls in your browser security settings. For information about how to perform this task, refer to Microsoft Windows Help.


Review the data import summary report

When you finish importing your data, a summary report automatically generates. This report displays:

	•
	Date and time the import process started and finished

	•
	Total number of records you attempted to import

	•
	Number and type of new records created

	•
	Number of records that failed to import because of errors

	•
	Information about any critical errors that might have caused an incomplete import


Use the information in this report to correct errors in the source file, and then manually enter skipped records into Microsoft CRM.
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Note

When you reimport the same data file, you might find duplicates in your Microsoft CRM customer records. Depending on the number of records successfully and unsuccessfully imported, you can either reimport the entire file and delete duplicate records, or you can manually enter the records that failed to import.

Reassign records to an owner

Import Wizard creates a Microsoft CRM record for each record that is successfully imported. Microsoft CRM automatically assigns the user who runs the wizard as the owner of the imported records. However, the records can be manually reassigned either in bulk to one owner or dispersed to different owners.

To reassign imported records in bulk:

	1.
	On the Home page, click the Settings tab.

	2.
	On the Settings page, click Business Unit Settings, and then click Users.

	3.
	From the display list, double-click to open the user record for the person who imported the records.

	4.
	On the Actions menu, click Reassign Records.

	5.
	In the Reassign Bulk Records dialog box, select Assign to another user.

	6.
	Locate and select the user you want to assign the records to.

	7.
	Click OK.


To assign single or multiple records to an owner:

	1.
	On the Go To menu, point to Sales or Service (depending on which command is available), and then click the type of record you want.

	2.
	From the display list, select the record you want to reassign.

	3.
	On the Actions menu, click Assign.

	4.
	In the Assign<record> dialog box, select Assign to another user.

	5.
	Locate and select the user you want to assign the records to.

	6.
	Click OK.


