
 

Import Contacts           Quick Reference Guide 
 
Step1.  Go to the logon page and enter your user name and password – Or access 
Transactions through NTREIS Listings. 
 

 
 
 
 

 
 
 
Step 2.  From the homepage click on the Contacts link. 
 

 
 
 
 
Step 3. Select and export contact from the source program and save the export file to 
your hard drive.  The export file must include column headers.   You may import contacts 
in a CSV file format created in Outlook 2003, Outlook 2007, MLXchange or Tempo MLS 
systems.  To begin your import click on the Import Contacts link.  A new window will 
open. 

 
 
 
 



 

Step 4.  Click on the Browse button, find your CSV file and click Open.  Then select 
from the three options to handle duplicates- 

 Overwrite Transaction Manager contacts with contacts from the import file. 
 Allow the creation of duplicate contacts in Transaction Manager (If duplicates 

appear in the imported contact file, duplicate contact records will be created..  
contacts with matching First and Last Names are considered duplicates) 

 Do not create duplicate contacts in Transaction Manager (Contacts with 
matching First and Last Names will not be imported). 

 

 
 
 
 
Step 5.  The system will display a message indicating how many contacts were added, 
updated, or ignored.   
 
 
 
 
 
 
 
 


