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Why Data Management
Matters?

Bad Data >

Drives

Reports, Clean Data > Rework,
Customer
SugarBPM, Better .
. Frustration,
and User Decisions
Broken

Adoption

Processes
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Import vs. Export: When to Use Each

Import When You... Export When You...

- Add new records at scale - Need external reporting

- Update existing data - Share data with another

- Migrate data from another system or team

system - Want a backup snapshot

before making changes
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The Import Lifecycle

Prepare

Identify the fields
needed

Understand required
vs. optional fields
Remove unnecessary
columns

Standardize values
(e.g., dropdown
options)

Format

Validate
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The Import Lifecycle
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needed
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Format

Use CSV format
One header row,
clearly labeled
Unique identifiers
when updating
existing data

Follow Sugar’s field
naming conventions

Validate

Common error
messages

How to interpret the

error log

Fixing issues and
reimporting
Verifying record
counts

Import

Selecting the
module

Uploading your file
Field mapping tips
Duplicate checking
options
Previewing before
final import

Review

Review what made it
into Sugar

Check the number of
imported records
Spot-check a few
entries

Verify if there are
duplicates or
formatting issues
Recommend running a
quick filtering list
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Tips for Cleaning Data

- Fix inconsistent capitalization

- Remove symbols or extra spaces

- Validate emails and phone numbers
- Use Find/Replace to standardize

values

- Deduplicate before importing
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Exporting Data From Sugar

- Export all vs. export filtered

- CSV output

- Using exports for audits, reports,
and cleanup

- Protecting sensitive data
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Demonstration

- Importing and Exporting Data
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Maintaining Data Quality Over Time

- Schedule periodic audits

- Use deduplication tools

- Train users on consistent entry

- Leverage SugarBPM for validation rules
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Common Pitfalls & How to
Avoid Them
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Key Takeaways

* Know when to import vs. export
* Prep and clean your data first
« Follow formatting best practices

« Use Sugar's tools to validate and
protect data quality
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Additional Resources

- Sugar Sell Application Guide — Importing

- Sugar Sell Application Guide - Exporting

- Admin Fundamentals Virtual Live Class — Feb 2026
- Help Articles best practices

- SugarClub Community

- Sugar Sell Application Guide - Recalculate Value
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https://support.sugarcrm.com/documentation/sugar_versions/25.2/sell/application_guide/import/
https://support.sugarcrm.com/documentation/sugar_versions/25.2/sell/application_guide/import/
https://support.sugarcrm.com/documentation/sugar_versions/25.2/sell/application_guide/import/
https://support.sugarcrm.com/documentation/sugar_versions/25.2/sell/application_guide/import/
https://support.sugarcrm.com/documentation/sugar_versions/25.2/sell/application_guide/export/
https://support.sugarcrm.com/documentation/sugar_versions/25.2/sell/application_guide/export/
https://support.sugarcrm.com/documentation/sugar_versions/25.2/sell/application_guide/export/
https://support.sugarcrm.com/documentation/sugar_versions/25.2/sell/application_guide/export/
https://support.sugarcrm.com/documentation/sugar_versions/25.2/sell/application_guide/export/
https://support.sugarcrm.com/documentation/sugar_versions/25.2/sell/application_guide/export/
https://support.sugarcrm.com/documentation/sugar_versions/25.2/sell/application_guide/export/
https://support.sugarcrm.com/documentation/sugar_versions/25.2/sell/application_guide/export/
https://sugarclub.sugarcrm.com/learn/c/e/6363
https://sugarclub.sugarcrm.com/learn/c/e/6363
https://sugarclub.sugarcrm.com/learn/c/e/6363
https://sugarclub.sugarcrm.com/learn/c/e/6363
https://sugarclub.sugarcrm.com/learn/c/e/6363
https://support.sugarcrm.com/knowledge_base/import_export/
https://support.sugarcrm.com/knowledge_base/import_export/
https://support.sugarcrm.com/knowledge_base/import_export/
https://sugarclub.sugarcrm.com/
https://sugarclub.sugarcrm.com/
https://sugarclub.sugarcrm.com/
https://support.sugarcrm.com/documentation/sugar_versions/14.0/ent/application_guide/user_interface/#Recalculating_Calculated_Values
https://support.sugarcrm.com/documentation/sugar_versions/14.0/ent/application_guide/user_interface/#Recalculating_Calculated_Values
https://support.sugarcrm.com/documentation/sugar_versions/14.0/ent/application_guide/user_interface/#Recalculating_Calculated_Values
https://support.sugarcrm.com/documentation/sugar_versions/14.0/ent/application_guide/user_interface/#Recalculating_Calculated_Values
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