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1. Setting up CSV files

Main Menu

Before importing your contacts list, be sure to prepare your
spreadsheet. Partner Marketing Center requires a comma-
separated file (or .csv) and requires, at a minimum, the
following fields:

* First name

* Last Name

e Company

* Email Address

(Note: Each field must reside in a separate column header,
i.e., First Name and Last Name must be separated. See the

example to the right.)

Once imported, map your column header to the appropriate
field name.
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2. Importing Contacts(1)

Main Menu
1. From the toolbar, select My Marketing > Dsearch | 4 Views  #8Tools
Contacts. Then select Contacts From the Comoan N
ompany: Email:
Search tab, select New > Import. £ Search
User: Groups: Record Type:
2. From the Import Contacts box, click Choose File, my contacts= | | All Groups~ | | All records -
then select the prepared CSV file from your local Import Contacts x
drlve. (See Settlng UD CSV flleS.) Select the CSV file you would like to import.
Account More info on CSV files
Contact ! .
3. Above the Data Processing and Privacy 2_‘“““ accounts: OL
Agreement bOX’ CIiCk the check boX. WOU are TooKIngG Tor 3 particular CCI’:BCtO'aC'O.Ir:S'T[ :i"St row contains field names
» Advanced Options
4. CIiCk Upload. [ * Check here to indicate that you have read and agree to the following

o terms.

Data Processing and Privacy Agreement

You represent and warrant that your use of StructuredWeb will
comply with all applicable laws and regulations. You're
responsible for determining whether our Services are suitable for

-

|2| Upload
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2. Importing Contacts(2)

Main Menu

1. Inthe Import row, select the appropriate 1 port Contact and A o Compatan B

column header.

Map Columins to Fields 9

2. Scroll to the bottom of the box. Then, click s e o st o s e sl i e el o

Continue' A bOX opens The eclumn on the left shows the fields avsilable in CustomerCenter, while the right

column shows the fislds imported fro file. For esch CustomerCenter feld,

3. From the Import into Group(S) area, SeleCt the J:—LF_-;:.:-CICC:: FD“D e e s e e Import Contacts and Add to Campaign ®

option that best suits your needs. (Note: when P

X . Field Name Import Import into Groupis)
creating a new group, in the text box, rename the . -~ Choose how contactaiml be sorted into groups
group to easily identify contacts.) Seton None O Importinto & single existing groue:
H First Mame Column 1: First Mams Select existing groy hd
4. Click RunImport. J = e
_zzt Mame Column 2: Last Mame @ |rrpart into 3 single new group:
Once contacts have been uploaded you find a Company Nams Column 3. Company omor o 0312512095 1 0812212030 5.5 21
confirmation page alerting you that all contacts have Aderess 1 None )
O Import inta multiple groups bazed on imported data
been uploaded successfully. Nens Faie cerainieg grove revals
Column 1: First Marme N

Create new groups from unrecognized group names

Multiple values, separated by- | Mone W

oo
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3. Searching for Contacts (Quick Search)

Main Menu

To search for a specific contact record, use the quick
search tool. Do the following:

0 Search Y Views £+ Tools
1.  From the toolbar, select Reports & Contacts > (2] ’

Last Name: Company: Email:

Contacts. Johrson

. . User: Groups: Record Type: e
2. In the Search tab, enter one of the following fields:

All Contacts = All Groups= All records~

3 =3

0O first last Company

o O Elizabeth Johnson Account

° Last Name
. Company

° Email

3. Click Search. (Note: to view all contacts at once,
click Search)

4. At the bottom of the page, find your contact.
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2. Searching for Contacts(Advanced 1)

Main Menu

Partner Marketing Center includes a robust search
engine that allows you to search and save your contact
by a variety of criteria. Searching allows you to create
contact lists targeted by region, lead score, and more.

To create a search, do the following:

1. From the toolbar, select Reports & Contacts >
Contacts. (Review How do | navigate the Partner
Marketing Center?)

2. In the Search tab, click New Search. A new page
opens.

3. In Step 1, select All Users. (Note: when selecting All
Users, all contacts will appear across all users of the
platform.)

4. Click Add and Set More Criteria.
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VENDOR.cco

Home Campaigns My Marketing

¥ Tools

Last Name: Company:

Groups:

All Contacts All Groups~

B3

Asset Library

Email:

Record Type:

All records~

Social Media

Bootcamp

Resources

Step 1:

Search the databases of the following users

O Current user
_
® Al uzers

O Selected users

4 Back

= Add and Set More Criteria




3. Searching for Contacts (Advanced 2)

Main Menu

1. From the Select the search category area, select
the appropriate search criteria. (In this example,
Contact Information is selected).

Step 1: o Current search criteria:
Select the search criteria category

D Run the Search

Fents &) 5ave the Search

2. From the Select the contact field that you would Grovps & Rermove Checked Search Criteia
like to search on area, select the appropriate Opportunitie
contact field. (In this example, City is selected) Tosks
Users Step 2: e Current search criteria:
3 Wlth|n Step 3 enter the appropriate criteria (In th|S Select the contact field that you would like to search on. £ Run the Search

) 5ave the Search

example, New York is entered)

' Remowve Checked Search Critenia

4. Click Save the Search.

Step 3: Current search criteria:

® |Include contacts and accounts D Run the Search
2 Exclude contacts and accounts

o Save the Search
Where City

cxactly Matches ™| | Mew York e

[J  The following users’ databases
m = Add and Set More Criteria All

' Remaowe Checked Ssarch Critenia
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3. Searching for Contacts (Advanced 3)

Main Menu

1.  From the Save Advanced Search page, in the
Save this search as text box, type the name of
your search.

2. Click Save and then Run the Search. Your
search opens in the Contacts window.

3. At the bottom of the page, find your contacts.

4. To access your saved search, click the Select a
search to run box. Then select your saved
search.
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Save Advanced 5earch

Save this search as: o

dawi York City Cortacts

Which folder would you like to place this search in?

Give this search a descriptive name zo that you will remember what it wal

do when you run it later

My Searches b d
o The fallowing users databases
[ 5ave and then Run the Search m e
hara City

Current search criteria

W Remaove Checked Search Criteria

o 2 b
Last Mama: Company: Email
User: Girelpd: Record Type:

first last cimip

Saved Searches:

My Searekes

)

Page 1 ofl - 15 customars found.

Proane Mext Activity Crarner

Page 1 of 1 = 4 customerns foung




4. Viewing Contact information

Main Menu

Once your contact is imported, click directly on the

contact record to view, update, and add contact m W Delete
information. Contact information is broken into the o fiet ast company 0 Emall
. Leslie Bay (¥Z Compan onotreply@xyzcompany corr
following tabs:
. George Gonzalez TechZ Compan onotreply@techzecompany.com
* Contact
® PrOfile L Contact X- Profile ) Addresses Ik Groups € 1of1 2
Leslie Bayly Account: one E‘l
o Addresses ¥YZ Company 1D: Motepsd
. Entered: 06/02/2022 @ 10:33 AM
i Groups - Last view: 06/03/2022 @ 11:01 AM
Record owner: Xevin HKreizer

To make changes to records in mass, re-import your
contact list. The system will override any existing

& Campaigns

= New Nurturing Campaign

0

Lead Score

contact record.
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