
Exporting from MERTS Contact Importing to 
MiTN 

 
MiTN has many great new features. We have made it possible for you to import your contact records 
from your MERTS file into MiTN to save time with data entry. This will also import the names with the 
employers which was a feature MERTS did not have.  
 
 

Exporting Names from MERTS 
 
First let’s open up your MERTS file and select the Names tab.  Before we export our contact records 
there may be a bit of clean up.  It is important to make sure your contact records are accurate and there 
are no duplicates.  

  



 
 
While in your MERTS file and with your Names tab active, click File on the top left corner of your file. 
Then click Export Names.  

 
 
After you click Export Names you will be presented with a “Export to” dialog box. Create a file name. It 
can be something as simple as “Export Names” as shown in the example.  
Please be sure you remember where you are saving the file. I have saved my file on my 
Desktop. This will make it easier when it comes time to locating your file. Click to continue. 
 

 



Before we can import our Names file into MiTN we want to make sure it is in the correct format.  Open 
Microsoft Excel and locate your file. You may have to select “All Files” as the file is saved with a .txt 
format. Once you have located your file click Open to continue. 
 

 
 
Before the file opens in Excel, you should receive a Text Import Wizard. You will want to leave the default 
as Delimited. Then hit the Next button.  
 

 
 
 
 
 
 
 



 
 
 
The preview box at the bottom of the screen will display your file.  After you click Next you will see the Tab 
is checked by default. Uncheck the box and check the box titled Comma. With checking the Comma 
delimiter, your file will have the fields separated in their correct columns. 

 
 
 
Click Finish to continue. 
 
 
  



Great, now you should see an excel file of your contacts.  
You can also use this spreadsheet to update your contact records. However, you should not change the 
layout as it may cause issues when importing.   
 

 
 

 

When saving your file please make sure the file is saved as a .csv (comma separated delimited) 
file before importing. 

 

  



 

Now we are ready to import our contacts into MiTN.  Log into MiTN and select Committee to see your 
MiTN dashboard. 
   

 
Select the committee you want to import the contact records into. Please be sure the committee is in 
Active status and you have access. 

 
 
  



Once you have the designated committee open, click the Contacts tab. Please note if you do not see the 
tabs shown above this means you do not have access. Be sure to follow the steps to gain access to this 
committee in order to move forward.  

 
 
Click Upload Contact to open the contact entry screen.  There are several ways to enter contact 
information. You can enter them one at a time by clicking New Contact, you can create a new contact 
when entering a transaction and you can import. Since this training is focusing on importing we will be 
selecting the Upload Contacts feature. 

 
 



Before we attach our import file, be sure to verify the amount of records from your spreadsheet. In our 
example you will see we have 27 contact records to import.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click the Choose File button to locate your file.  
 

 
 
 
In this example I have saved my file on my Desktop. Select the file name and click Open to continue.  
 



 
Click Create Import.  You will now see your import file in Pending status.  Be sure to hit the Refresh 
button to see the status of the import.  
 

 
 
 
If you receive any errors during the import process you will see the message status indicate corrections 
may be required. Click the file you are importing. 

 
 
By selecting the file name you will see a list of validation errors. Click the row to open the contact record 
to locate the error.  



Scroll through the contact record to locate the validation error.  You will see a message indicating the 
error and what is required. In the example above the Committee ID number for the record is not accurate 
and must be corrected to proceed.  

 
 
 
You have the option to make the correction in this screen. Then click Reprocess Row to accept your 
changes.  If you are not sure what the correct ID number is and want to exit out, click the X on the top 
right corner of the screen. You can also Delete Row which will delete this contact record.  
 

 



 
Making sure your format is correct and all columns have the correct data is extremely important. One 
column out of order will shift all other rows out of order and cause the file to have additional errors.  
In this example a missing column is causing a shift in the order making the City name appear in the 
State field. If you have one or two of these, they can be easily fixed in this screen.  However, 
depending on how many of the same errors you find it might be easier to cancel this import by clicking 
the X on the top right corner.  Then click Cancel Import to cancel the import process and go back to your 
excel file.   
 

 
 
 

 



Make the necessary changes in your excel file and be sure to save the file. Exit excel and return 
to MiTN.  
 
Note: All errors must be corrected or removed before any of the contacts will be imported. 
 
Once you have corrected any errors you may have received, you can return to the Contacts tab in MiTN 
and start the import process again. Close out of the import window by clicking the X on the top right 
corner to return to the Contacts tab.   
 
With a successful import you should now see your imported contacts and can now enter transactions.  
 
 

 
 
 
 


