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Familiarise yourself with the Groups Tab to follow the steps below

These are the basic steps you need to complete

Step 1 : Create CSV File

Step 2 : Contacts Tab - select Groups

Step 3 : Select “Create Group”

  Choose name for Group

  Select Member type: Contacts Only

  Choose private (so only a particular user can use it) or shared status (so all staff can use it) for Group

Select CSV

You will be directed to select a CSV file saved to your desktop/laptop/network
Step 4: Click on “Save” button

Step 5: Click “Import” button

  Process complete and Group was created



• The first step of creating a Group of 
contacts, is creating a CSV file

• The format of that data needs to be 
very specific otherwise the import 
will fail

• The three minimum required fields 
to complete on this page are: Group 
Name, Security domain and Import 
Key

• The other fields will help more 
sophisticated Group set up

• If you use these fields they are unique fields per contact
• Name

• Number

• Email

• Alias

• Public Identifier

• Other headings can be chosen for this Domain via Administrator amending

Contact Settings



Familiarise yourself with the Groups Tab to follow the steps below

• When Administrators set up Groups they have rights to create
• Users
• Contacts
• Users & contacts

• Users are only able to set up Contacts

• A security domain allows you to allow all users to see and send messages to that group, or a private group only

• Import keys are set as a standard to five default named column headers, unique to each contact
• Name
• Number
• Alias
• Email
• Public Identifier

There are more fields available that can be arranged by your administrator to whatever you want: Company, City, Department, Job Title, etc.

The import keys must be unique to each contact but other fields like Title, Company and Department you can have multiple contacts with the 
same description.



Administrator feature: setting up more columns per Domain

• This Domain has been set to 
have the Standard Five unique 
Import Keys, plus these that 
can be used as Column 
headings in your CSV file

• Blah
• Country
• Function
• Something
• City

• You can have a total of 12 
headings in your contact list

• 5 default Import Keys
• 7 customised Fields via 

Administrator Contact 
Properties

• These contact property field

names can be different for

each Domain, or you may

choose a standard list across

all domains



•

•



Create your Excel Spreadsheet with data and save to your desktop

•Three import keys were used: Name, 
Number, Email

•One new Column was chosen:Department

•This is an Excel File

Heading of columns of data must match import 

keys exactly

File must be saved as a CSV

There is NO LIMIT on the amount of contacts 
you can import There is a file size limit that may 

mean you have to import multiple files (20,000+)



Complete the minimum required fields

• Insert name

•Select Contacts only

•Mark as Personal or as Public if 
other users in the company are 
allowed to use it

•Click on “Select CSV”



Select the CSV File you saved

•Select the File saved to your desktop or laptop or online drive



Review the preview pane

•You are able to see a proof of your 
import –and it is not looking happy

•This is because the file was saved as 
an Excel File, not a CSV



• Open the file and save to CSV

• Repeat process of clicking on 
“Select CSV file”

Correction if you made an error: Save Excel Spreadsheet to CSV



•You are able to see a proof of your import

•And now it is looking promising

•Another proof pop-up will appear after you 
click the Save button

Repeat steps after correction: Review the preview pane & Click “Save” button



•This is the final step/proof screen 
before you click the “Import” 
button

•This screen shows a preview of 
what your Contact Group will look 
like after import

Review preview pane and click on “Import” button



• This is what your 
Contact Group will look 
like after a successful 
import

• If there is something 
wrong with the format 
of your data you will be 
prevented from 
progressing

Contact Group created successfully
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• One example of an error is 
if you used the “Title” as a 
descriptor but it has not 
been set-up with your 
administrator

• Here is what would happen

• Press cancel and repeat 
Import File after correcting 
CSV file and it will work

• Change Title to 
Department (an 
import key set up by 
administrator for this 
account)

Error example #1



• Another example of an 
error is if you used the 
“Alias” for a Job Title, but 
it has not been set-up 
with your administrator

• Here is what would 
happen

• Alias is too long and 
has illegal characters 
as there is a 
character limit on 
Alias

• Duplicate error as 
“Alias” needs to be 
unique, but some 
people have the 
same job titles

Error example #2






