| am getting an error message when importing a content

Procedure Screen capture
i ' File Requirements
1 '
G} Probl ' ] + The first row must have the field
em : \ names for each eolumn.
: : « Each row must have a primary
If you 1 : email address (Email). All other
are : 1 fields are optional (FirstName,
getting ! a LastName, etc.)
(Sl : i + The maximum file size is 100mb.
messa 1 (7 Reload | Show Options |
ges : i Updating Existing Contacts
when ! — : Use a ‘RecipientID" col
; 1 Example.csv (2 Contacts ) [ plent s coumn
trying 1 P et ! containing recipient IDs and add
to i 1 any optional fields
import : i + Contact data will be updated. New
your 1 ] fields will be added as necessary.
conten i I
t it i i E) Example Document
may 1 !
be A A A A A A A A A A ;
ggiﬁg The following fields are missing: Email
delimit
erin
your
Ccsv
file is
not in
the
correc
t
format.

@ Soluti

ons

There
are
two
option
sto
resolv
e this
issue:
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Using
the
secon
d
option
to
chang
e the
file
format
will
ensur
e that
the
file
can
be
import
ed
succe
ssfully
in the
future
withou
t
changi
ng
the
delimit
er
value.
This
secon
d
option
can
also
be
used
to
ensur
e that
specia
|
charac
ters
are
upload
ed
correc
tly
(for
examp
le,
withou
t
reform
atting,
non-
Englis
h
charac
ters
like
orfi
may
not
show
correc
tly
upon
import

).



First solution:
TO MANUALLY

CHANGE THE Import Responses
DELIMITER
H If your CSV data originated from ics, no ification is ¥
L NaVIgate to Click on the "Example” import file to see how this survey expects response data.
Data and The first row of the import file contains a textual description of each column, and is for your benefit only.
Anajysis >T The second row, however, contains key information about the final import location of each response, and should
ools > Impor remain unmodified. New responses start at row 3.
P The survey start and end date columns are optional. They can contain full dates including time of day.
t Data. The maximum file size is 100M.
2. Click Browse
and find Example CSV
your file. Selecta CSV Fi
3. Click More
Options.

Mare Options Fewer Options

4. Change the
delimiter from If your CSV data originated from Qualtrics, no modification is necessary.

Click on the "Example” import file to see how this survey expects response data.

Comma to The first row of the import file contains a textual description of each column, and is for your benefit only.
Semicolon (Ol' The second row, however, contains key information about the final import location of each response, and should
the - symbol) remain unmaodified. New responses start at row 3.

) .

The survey start and end date columns are optional. They can contain full dates including time of day.
The maximum file size is 100M.

Example CSV

Selecta CSVFi

Delimiter:

| Comma |
Enclosure:

Decimal Format:s Period ©) Comma
Walidationz | Do not validate

More Options Fewer Options Cancel

Add Contacts

File Requirements

The first row must have the field
names for each column.

Each row must have a primary
email address (Email). All other
fields are optional (FirstName,
LastName, etc.)

The maximum file size is 100mb.

(T Reload [ Delimiter: Semicolon v] Enclosure: "

ExampleMailingList (20).csv (1 Contacts :.

Updating Existing Contacts

« Use a ‘RecipientID’ column
containing recipient IDs and add
any optional fields



Second

solution: TO
CHANGE
THE FILE
FORMAT

1. Save your
spreadsheet
as an XLS
file.

2. Import this
file to
Google
Sheets.

3. In Google
Sheets,
click File >
Download
as > CSV.

4. Do not
open the
file in Excel
again.

5. Import the
file directly
into
Qualtrics as
normal.

TIP: If you
make any
changes to the
CSV file on your
computer, you
will need to go
through steps 1-
4 again to be
able to upload
the edited file.
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