
WeichertPRO Job Aid – Importing Pure Gold Contacts from 
Weichertone.com  

Importing your Pure Gold contacts into WeichertPRO will make it easier to stay in touch and ask them to refer 
you to their friends & family.  Follow the instructions below to easily import your contact data, then schedule a 
plan for consistent follow up using your PRO calendar, Email templates and call lists.  Reference the steps 
below: 

EXPORTING YOUR PURE GOLD CONTACTS: 
Step 
 

Screen 

1. Go To:  
www.weichertone.com and 
log in. 

2. Scroll down to the Market 
Resource Center section 

3. Click on Pure Gold Follow-
up Program 

 

 
4. Select a Customer List from 

the drop down.  Click on 
“All Customers” 

 

 
5. Click on the link to Export 

List to Excel 
 

You will be given the option to 
Open or Save the file. 

 

 

 
 

6. Save the file to a 
convenient place on your 
computer where you can 
find it easily.  Save it as a 
CSV File. (Some sources will 
default to an “Excel 
Worksheet” with extension 
.xls)  

 

 
 

http://www.weichertone.com/
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Step 
 

Screen 

1. Go to:  
www.weichertpro.com and 
log in 

2. Click Admin 
 
 

 

 
 
 

3. Select “Import/Export 
Contacts” from the pop-up 
window. 

 

 

 
4. Select “Other Import”.   
 

You will use this option for any 
Source that is not listed here.  
 
 

 

 

http://www.weichertpro.com/
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Step 
 

Screen 

 
5. Review the instructions and 

click “Continue”.  Use the 
“Browse” button, to find 
your Pure Gold Contact file 
and upload it. 

 
 
 

 

 

 
 
 
 

 

 
6. Review the instructions for 

mapping your data fields to 
matching WeichertPRO data 
fields.  Name your Mapping.  
This name will be the 
“Source” tied to your 
contacts 

 
 

 

7. Select the PRO field name 
from the  drop down box 
that best describes the data 
shown in “Your Field Name”  
When you have completed 
mapping all the fields, click 
“Continue”. 
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Step 
 

Screen 

8. When your import file has 
finished processing, click 
the Edit Icon to review your 
data. 

 
Hint:  You w ill receive an alert 
when the process is completed. 
Then go back to the Import 
page to continue. 
 

 

 

 
9. Review your list and select 

one of the Import options 
for each of your contacts. 
(Import, Merge or Do Not 
Import).  Click “Import”. 

 

 
10.  Click “View Contacts”  You 

can now filter your contacts 
by “Source” (Pure Gold) and 
edit them. 

 
Hint:  Add their email 
addresses and add them to a 
group w ith a consistent follow  
up action plan 

 

 
 

 

 


