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yourself in the 
chat! Which 
institution are 
you representing?
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Post-Webinar Survey

• 2 minutes!

• We love knowing what you like or would 
like improved!

• Really helps me (Kelsey) out when 
presenting to my bosses ☺ 

• I’ll provide a link at the end or you will get 
an email tomorrow!!!



1. Welcome

2. About the data file

3. Uploading your data file

4. Troubleshooting errors

5. Q&A

6. Close

Agenda



Data File Background Info



• Used to update contacts or add 
new contacts

• Always a .csv file

• Contains contact information 
used in Message

• Can be manually updated by 
program and account admin

What is a data file?



• Do you have a master file?

• Communicate with other users in your 
institution

• Who is supposed to update / add?

• Export your data to create an data file

→ Program tab

→ Export contacts

*there are fields in the export file that will 
fail your import, delete them!

Where is my data file?



• Delete the extra columns

• Edit your data

• Reupload the file!

Avoid an Error when re-uploading!

When you export your data, 
message will add a few 

extra columns at the end. 
Get rid of them!



• Export Contacts

• Retrieve File

• Delete extra columns

• Reupload

In Platform Demo



Create Your Error Free 
Data File



Data File Rules

1. .CSV file

2. Column headers must be all lower case, no spaces

3. Column headers must match your field name 100%

Check this under → Program Tab; → Custom Fields

Note: Custom fields cannot be edited once they’re created

4. Type of data must match the field type exactly

There’s a cheat sheet at the bottom of → Program Tab; → Custom Fields

5. You always need customer_id or signalvine_id when updating



.CSV file



Column headers must be all lower case, no spaces



Column headers must match your field name 100%

Check this under → Program Tab; → Custom Fields
Note: Custom fields cannot be edited once they’re created



Type of data must match the field type exactly

There’s a cheat sheet at the bottom 
of → Program Tab; → Custom 
Fields



You always need customer_id or signalvine_id when 
updating



Create Your File

• Import New Contacts: Required Fields

• customer_id – HIGHLY RECOMMENDED

• first_name

• last_name

• group_list

• phone_number

• Update existing contacts

• customer_id or signalvine_id 

• The field you want to update!



Data File Upload Options



Import Contacts Page

Select your 
data file

Options 1: Import 
new contacts

Option 2: Update 

existing contacts



Import Contacts Page

Will NOT update 
unless there are 

zero errors.

Recommended: 
Will update all 

fields possible and 

provide a report 

on contacts / fields 

with errors.





Demo data file upload in app

Implementation HE
Student Success



Pop Quiz!





Why aren’t my contacts 
updating?







Contact is missing “customer_id”

• Contact updates must include either “customer_id” or “signalvine_id”

• DIY: Use an xlookup to match signalvine_id to customer_id



Contact is missing “customer_id”
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• Contact updates must include either “customer_id” or “signalvine_id”

• DIY: Use an xlookup to match signalvine_id to customer_id





Deleted leading 0’s 

Using the Format Cells dialog

1. Select the cells you want to format

2. Press Ctrl+1 to open the Format Cells dialog

3. Select the Number tab

4. Select Custom from the Category list

5. In the Type box, enter the number format you want to use

6. Click OK



Basic Import Errors



How to View Errors



Could not parse “____” as ____:
Data File Upload Error







Unrecognized variable:
Data File Upload Error



Unrecognized variable:
1. Variable (custom field) has not been created.

2. Variable (custom field) has been mislabeled. prior_donor

previous_donor



Duplicate CSV column:
Data File Upload Error



Duplicate CSV Column: 

Two identical column headers



Duplicate CSV Column: 

Two identical column headers



Multiple rows in the CSV 
refer to the same participant

Data File Upload Error



Multiple rows in the CSV refer to
the same participant

• Two contacts or rows have the 
same ID

• There are blank rows that are 
being recognized as contacts



Multiple rows in the CSV refer to
the same participant

• Two contacts or rows have the same ID

• There are blank rows that are being recognized as contacts



Demo Error Troubleshooting In App

• 1st upload correct file to the wrong program

• Upload data file

• Correct errors

• Show how to search errors in knowledge base



What will you put 
into practice after 

this webinar?
Answer in the poll!



Q&A
Please put your questions into 

the Zoom Q&A feature!



Thank You
See you next month!
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Liftoff

A Modern Campus Deck Template

Austin Ventola

Senior Design Manager
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