How to Create Customers Via
CSV Import

1 First you will take the Google Sheet Emily Parker (or anyone from the Marketing or
Brand team) and Copy and Paste it into a new Excel sheet. Save as a CSV file.

2 Navigate to NetSuite
(https://4816234.app.netsuite.com/app/center/card.nl?sc=-29&whence=)
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3 Click "Setup", then "Import/Export", and finally select "Saved CSV Imports".
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4  Once on the Saved CSV Imports page, click into the "Record Type" filter.

ORACLE NETSUITE PR

\9 * /& Activities Payments Transactions Lists Reports Analytics Documents

Saved CSV Imports

‘ New
& FILTERS
RECORD TYPE FROM BUNDLE
]All Records ;] v

1D NAME & TRANSLATE FIELD MAP DESCRIPTION TYPE OWNER CREATE
59 06242022 JE Import Translate View Journal Entry Bollman, 6/15/%
Caroline 12:57 |
62 Add PO w/out Translation Translate View Adding PO (without Purchase Order Foster, 6/22/7
Mapping Translation) to NS Sheriden 6:26 pi
2 AFA Default Dashboard Translate View Custom Record Ghosh, Saurav 9/16/2
Tiles 1:02 pi
3 AFA Default Navigation Translate View Custom Record Ghosh, Saurav 9/16/2

Made with Scribe - https://scribehow.com



5

Click "Customers Only" (to find this filter quicker, type "c" to filter to the c's in the

list).
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Once filtered you will see five options. Click "LAKE - PR Customer Import-EP".
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7 Once in the Import Assistant, scroll down, and click "Select..." under the CSV File(s)
field. Select the CSV file you are wanting to upload.

3 File Mapping
CHARACTER ENCODING
4 Field Mapping Unicode (UTF-8) v

5 Save mapping & Start Choose another character encoding format if you use an international or Macintosh version of Microsoft Excel, or if you

Import
CSV COLUMN DELIMITER

Comma v

Select the symbol to be used as a column separator in the CSV files you import. This setting overrides the column separ

CSV File(s)
@ ONE FILE TO UPLOAD
O MULTIPLE FILES TO UPLOAD

Salect

8 Once your file is uploaded, click the "Next >" button.

hacintosh version of Microsoft Excel, or if you typically use special characters.

wort. This setting overrides the column separator preference specified at Home > Set Preferences.

» REMOVE

Cancel < Back ‘ Next >
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9 Since we will be creating new customers we will want to select "Add" instead of
"Update" or "Add or Update".
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10 Once you select "Add", click the "Next >" button.
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You will then be brought to the Field Mapping screen.
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Review to make sure all necessary fields are mapped for the import. In this
example the "customer phone" did not map over naturally, so we will add it to the
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13 After adding the "customer phone" to the mapping, click "Phone". This will map
the phone number in our import to the phone section in NetSuite under that
customers profile.
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14  Once you have gone over all of your field mappings, click the "Next >" button.
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For the final step, you will be brought to the Save mapping & Start Import screen.

This is where you will see if there were any errors in your import and run your

import.
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Select "Run" or "Save As & Run".
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17 Congratulations! You have successfully created new customers in NetSuite via CSV
import!
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