Changing Field Mappings
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1. Follow the steps for importing as usual, until you get to step 2.  Scroll down if necessary until you see the field for which you want to change the mapping on the left.
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2.  On the right, click the “Map to” drop-down button.  Another dialog box will pop up.  Scroll up or down (if necessary) to find the field in which you wish to put the information being imported.  Click OK.



At this point, you can either choose to finish the import in the usual manner, or you can save the configuration for future use.  To save the configuration, Click the Field Mapping Configuration drop-down in the lower right corner of the dialog box, and choose Save As…Type a name for the configuration, and press OK.  Then continue with the import as usual.


