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Importing Data into Connect-ED Contacts 
 
1.  To import data into Connect-ED, your file needs to be saved as a comma delimited  
      file (.csv) 
 

• Save your data in Excel as it can easily be saved as a comma delimited file. 
• You can export your data from FileMaker Pro as a comma delimited (.csv) Excel 

format.   
• The provided sample spreadsheet is already in the correct format for an upload 

to Connect-ED. 
 
2.  The column headers for your Excel file must match the Connect-ED fields exactly in order 

for the import to work correctly. 
 

• Insert a row for your headers into your Excel file above your data.   
o Highlight row 1 
o Go to Insert on the Menu bar 
o Select Row 
o Type in the names of your fields EXACTLY as they appear on the Data 

Fields in Connect-ED document. 
o Some common fields you are likely to use are: 

 ReferenceCode Student ID 
 FirstName Student first name (not necessary with 

Student ID) 
 LastName Student last name (not necessary with 

Student ID) 
 ContactType Choose from:  Student, Faculty, Admin, 

Other, Alumni 
 HomePhone Primary home phone number 
 WorkPhone Primary parent work phone 
 MobilePhone  Primary parent mobile phone 
 HomePhoneAlt Alternate home phone number 
 WorkPhoneAlt  Alternate parent work phone 
 MobilePhoneAlt Alternate parent mobile phone 

 
• A REQUIRED field for each import file is “ReferenceCode” which is the student 

ID or employee number.  The “ReferenceCode” is required for each import, as 
this is the unique identifier for both staff and students.   

 
• Before you upload your spreadsheet make sure that any columns with header 

fields that do not contain data are deleted from the spreadsheet.  If the 
spreadsheet is uploaded with a column header and blank information is in that 
column, all of this information will be overwritten with blanks on the Connect-ED 
site. 

 
 
3.  Once you login to your Connect-ED account, your spreadsheet can be uploaded   
      by clicking the “Contacts” tab  
 

 
 

 and clicking the “Import Contacts” button. 
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• Now, use the “Browse” button to locate the file you wish to upload on your computer. 

 
• Next, choose the correct contact type (Faculty, Other, or Students) and click on the 

“Advanced Options” to expand the options.  Also, make sure that you check 
“Preserve Data” under the “Advanced Options.” 

o Faculty = all staff 
o Students = all students 
o Other = outside volunteers who are not part of the MCPS  

 

 
 

• Last, click the “Import” button at the bottom of the page. 
 

 
4.  Connect-ED will then import the spreadsheet that you identified.  If there is an error  
     in your spreadsheet, Connect-ED will let you know via a message after the import.   
     If any of your information does not upload, it will be very important to download the  
     error file to see why file was rejected.  At this point you can fix the error in the  
     spreadsheet and re-import it as directed above. 


