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ABOUT THIS DOCUMENT

In Shortcuts Live, you can import a list of your 
existing customers by uploading a client data 
sheet. Rather than manually entering all your 
customer details, you can use the client import 
feature to help you save time when setting up 
your customer list.



Page 1

1
Click on the tools menu.

2
Select client import.
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3
Click download template.

4
Open the template file 
on your computer. It will 
usually be located in your 
downloads folder. 3
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5
Enter the client details you 
wish to import.

!
Ensure that all columns 
are in the same order 
as the original template 
otherwise an error will 
occur when you attempt 
to import it.

6
Once you have finished 
adding the relevant client 
details, save the file.

7
Exit the file.
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8
Return to Shortcuts Live 
and click choose file to 
upload the client data 
sheet.

9
Select the client data file.

10
Click open.
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!
If any errors have occurred 
within the data file, these 
errors will be displayed. 
You can then choose to 
either:

• Continue with the upload 
and correct the errors 
manually, or

• Return to the file, correct 
the errors and attempt 
another import.

A
A preview of the imported 
data will be displayed.

B
You can click on the 
arrow to view more of the 
imported data.

11
Click continue to import 
the data.
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C
A message will be 
displayed indicating if any 
errors were detected.

12
Click import clients to 
continue.

C

12



Page 7

D
You will be notified if the 
import is successful.

D
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