Swiftpage 3

Quick Start Guide To:

Importing Leads from the Lead Builder

This Quick Start Guide will walk you through the steps of Importing Leads using the Swiftpage Lead
Builder.

1. Select the Leads button from the Swiftpage Connect portal.

Leads

2. At the top of the page, Click List. You will receive a message when your Leads (Data Bridge)
import is available. Select Yes to start the import lead process.
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3. Under the Import List Tab, you’ll want to select the option to import From a Contacts file on the
Data Bridge. You will see your named Lead list under the dropdown menu. Click Submit.
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4. The system will then check the list for duplicates. You can choose to ignore the message, replace
the previous contact with the new information, or to skip importing that contact. (Note: The
system detects duplicates based on name and you may therefore wish to compare other
information, such as the company field, before making your selection.)

5. You will then have the option to group your contacts as a new group in the List Manager, add
them to a pre-existing group, replace a previous group with the new contacts, or to add them to
the List Manager without grouping them. After you have made your selection, click on Submit.
The Leads List has now been uploaded to your List Manager.

Import Options
Your List has been imported successfully.

Step 1: Groups can be used to Send Email or Update Drip Marketing. Choose a Group option below:

@ Create a Group with this name: Food in Englewoaod, CO
) Add to an existing Group: Select a Group
) Replace an existing Group: Select a Group

) Do not Group my Import
Step 2: An aptional Tag can be added for each of your imported contacts. The tag will be added to the selected field.

Enter a Tag (optional): Add to Field: | Tag E
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