
Matrix How to… 

For additional support contact 

Customer Success: 303.850.9576

Import Contacts

Hover over My Matrix              

Click “Import”

Click “Choose File”

Note: Only .CSV File formats can be imported. To access the 

sample .CSV click the “Download .csv template”
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Select “Contacts”



Matrix How to… 

For additional support contact 

Customer Success: 303.850.9576

Import Contacts

Select the desired file    

and click “Open”

Click “Import”

Contacts Added will display

Duplicate Contacts Not Added       and 

Contacts with Errors Not Added       will 

populate if applicable

Click “Done”

Note: For a Contact to be 

imported it must include a 

First Name, Last Name, and 

Email Address

7

10

6

8

9

7

8

9

10

6


