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 Click on the drop down menu under Template Fields. If you need to import any fields that do 
not appear on this list, you must contact Activity Software Support so that they can 
perform the import for you. If all of your fields appear on this list, you can perform the import on 
your own. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you have determined that all of your fields are present on the drop down menu, you can proceed with the remaining 
instructions on how to import customer lists. 
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Importing Customer Lists 
 
Imported files must be saved in a particular format before they can be imported. The files must be 
in text tab delimited format (.txt). This format is one of the selections when saving customer lists 
in Excel: 
 
 
 
 
 

 

 

 

 

 

In order to import the list, the .txt file must be saved in your ADVANTAGE data directory. You 
can save the .txt file to this directory by selecting My Computer, Local Disk C: (or the drive 
containing ADVANTAGE’S information), Program Files, POS6, and then Data: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
  

 After saving the .txt file in your ADVANTAGE data directory, open ADVANTAGE 
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 ADVANTAGE brings up the Import/Export screen: 
 

 

 

 

 

 

 

 Click on New Template 

 Type in the new template’s name under Template Name 
 Delimeter Type – make sure ASCII, Tab Delimited is selected 
 Template Fields - use the drop down menus to select the fields that are in the file that you 

are going to import. You will need to select these according to the exact order that 
they appear in your import file. For example, if your import (.txt) file lists customer 
name, address, phone number, you will want to use the drop down menus to select each 
of these fields in that exact same order. 

 Options – select the options that you want ADVANTAGE to perform when creating your 
import template. For example, you can tell ADVANTAGE to check for duplicate entries, 
format your phone fields, and assign an entire imported list to a specific origin, 
salesperson, and industry.  

 Click Save New 
 Find the template you just saved under the Import/Export Templates list and click on it 
 Click Begin Operation 
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 ADVANTAGE will display your data directory and all of the files that you can choose to 
import: 

 
 
 

 

 

 

 

 

 

 

 
 

 Choose the file that you wish to import.  
 ADVANTAGE will display the import for your verification: 
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 ADVANTAGE will then display how many records were imported successfully: 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 Click OK 

 
 

 

 

Your import is now complete. You can save multiple templates and reuse the ones that you have created for future imports. 


