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Step 1: Select the Import File

Session Import Wizard

/\ Atleast one column header is

Need help importing sessions?

Required File Format: Tab-Delimited (.txt) or Microsoft Excel (.xIs or .xIsx)
Required Fields: Session Name, Session Type, Session Start Date/Time

Maximum records per file: 500

The first row of the file should contain the column names. Each of the other rows should contain values for a specific Session.
Note: To import fees, Fee Name and Amount are required. To match imported sessions with existing ones, Session ID is required.

Download a file containing the default column names that will be mapped to Cvent fields.

Download a list of session ID's to match imported sessions with existing ones.

“File: |No file selected... Browse...

Notify me by email when the import is complete: ® Yes No




