Customer Import Template Legend
	Note: * Denotes Required Field
Note 2: If you are importing data for the first time, it is recommended to enter the first 10 records using the respective editor from the Admin panel. Then export these records to use as a guideline. 

Note 3: The customer import allows importing new customers only.

	First Name *
	First Name of a Customer

	Last Name *
	Last Name of a Customer

	Phone
	Customer’s Contact Phone Number

	E-Mail *
	Custom’s E-Mail ID. This is also Customer’s Login ID for the site.

	Password *
	Password for login and it should be at least 8 characters. The Password must contain at least one number, and at least one English lowercase or uppercase character.

	Company Name
	Customer’s Company Name

	Mailing List Option
	The Value will be set to ‘Yes’ if customer chooses to join the mailing list service. Else the value of this field will be ‘No’.

	Address1 FirstName *
	First Name for 1st Address

	Address1 LastName *
	Last Name for 1st Address

	Address1 Company 
	Company Name for 1st Address

	Address1 PhoneNumber
	Phone Number for 1st Address

	Address1 LocationType
	Location Type for 1st Address:
Accepted values are:
House or Residence

Business

Apartment

Hospital or Assisted Living Center

School

Funeral Home

Other (including Hotels)

	Address1 Street1 *
	Street Address (line 1) for 1st Address

	Address1 Street2
	Street Address (line 2) for 1st Address

	Address1 City *
	City Name for 1st Address

	Address1 IsProvince
	If 1st Address Country Name is ‘US’ (United States), then the value of ‘Address1 IsProvince’ is set to ‘No’. Else the value will be ‘Yes’.

	Address1 State *
	State Name for 1st Address

	Address1 Zip *
	Zip Code for 1st Address

	Address1 Country *
	Country Name for 1st Address

	Address1 Verified 
	This flag represents whether the address 1 is verified or not. The values allowed are Yes or No. If nothing is provided in this field, the system will consider it is not verified.

	Registration Date
	Date of registration

	IsSurcharge
	Flag to identify whether the customer price is discounted or surcharged. If the Flag is ‘Yes’, then the customer price is surcharged.

IsSurcharge, must be ‘Yes’ or ‘No’.

	Percentage
	The percentage that is used to calculate the customer price. The customer price is calculated based on the percentage and IsSurcharge flag.

Percentage, must be a numeric value even if ‘0’.

	Account Status
	Flag to identify whether the customer’s account is active or not.
’Account Status’ should be ‘inactive’ or ‘active’.

	Address2 FirstName
	First Name for 2nd Address.

	Address2 LastName
	Last Name for 2nd Address.

	Address2 Company
	Company Name for 2nd Address

	Address2 PhoneNumber
	Phone Number for 2nd Address.

	Address2 LocationType
	Location Type for 2nd Address:
Accepted values are:
House or Residence

Business

Apartment

Hospital or Assisted Living Center

School

Funeral Home

Other (including Hotels)

	Address2 Street1
	Street Address (line 1) for 2nd Address

	Address2 Street2
	Street Address (line 2) for 2nd Address

	Address2 City
	City for 2nd Address

	Address2 IsProvince
	If 2nd Address Country Name is ‘US’ (United States), then the value of ‘Address2 IsProvince’ is set to ‘No’. Else the value will be ‘Yes’.

	Address2 State
	State for 2nd Address

	Address2 Zip
	Zip Code for 2nd Address.

	Address2 Country
	Country for 2nd Address.

	Address2 Verified 
	This flag represents whether the address 1 is verified or not. The values allowed are Yes or No. If nothing is provided in this field, the system will consider it is not verified.

	Customer Group Code
	Provide the Customer group code to which the user needs to be associated.

	Custom Fields
	Custom Fields that are setup for the customer will be displayed additionally at the end of the CSV. Please refer to the template .


