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Getting Started 

The following is a step by step guide to help you transfer your ACT! database into Zoho.  Using the 

Zoho Migration Tool, you will be able to import  

 All Contact data with custom ACT! fields 

 Accounts created from ACT! company (2005+) and contact records 

 Notes from ACT! 

 Histories from ACT! 

 Tasks from ACT! 

 Opportunities from ACT! 

 Group Membership information for each contact 

Before you Begin 

You need to make certain your ACT! database is free of duplicate records, does not contain blank 

records and contains only the data you want to bring into Zoho.  ACT! had some basic clean-up 

tools.  Depending on the version, you can check for duplicates, mass delete records that are older 

than a given date etc. 

 

 

 

.  
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Step 1 -- Export the ACT! data using Exporter  

Start the Exporter  

There is a separate User Guide for the Exporter.  It is recommended that you read it before proceeding. 

Select the following options 

1. Select the version of your ACT! database. 

2. Select the ZOHO option . 

3. Select the SQL Server Instance you are using to read the database (This is required for ACT! 

2005+ and above.  See Exporter User Guide for more information)   

4. Browse to your ACT! database and select it  

5. Browse to the folder where the exported data will be saved and select it  

Click the Export button 
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Files Exported 

When the Exporter software completes, there will be a folder named Zoho located in the path 

specified in Step 5.  In this folder there will be several files, all with a .csv extension.  These are the 

files you will use to migrate from ACT! to Zoho. 

  

In addition to the migration files, there will be files named ZOHO_Fields_to_create.CSV and 

PICKLIST.CSV.  These files contain information you will need to add the user fields from ACT! 

into Zoho 

 ZOHO_Fields_to_Create – this file contains a list of the fields from ACT! that you will need 

to create in Zoho.  Fields not on this list have been pre-mapped into standard Zoho fields. 
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 PickList.CSV– This files contains a list of fields that have pick list (drop downs) in ACT!.  If 

you want to use the pick list in Zoho, you can open the file in Excel.  You will be able copy and 

paste the values in the Items cell for the field into the Picklist for the Zoho field. 

  
 

 

All the CSV files can be opened with Excel by double clicking on the file icon.  We recommend that you 

print the ZOHO_Fields_to_create file so you can work with it when adding fields to Zoho. 
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Step 2 -- Customize Zoho 

You will probably not want to add all ACT! fields to Zoho.  However, we strongly recommend that 

you add the ACT_CONTACTID and the ACT_ACCOUNTID.  This will insure that you can link 

back to your ACT! Database if required.   

Adding a section to you Zoho layout for the custom fields 

As a first step, we recommend that you add sections to your Zoho Page Layout.  To do this, go to 

the Setup screen.  Then select the CRM Module you are customizing.  Then select Edit Page Layout.   

 

We recommend adding sections for each tab you have in ACT! hat contains your custom user fields.  The 

minimum we suggest are two --  ACT! Status and ACT! User Fields. 
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Create a name for the Section 

 

Continue until you have completed all the sections to be added.   

When you’re done, select the Save button at the bottom of the page. 

 

Adding a custom field to the Zoho Contact Record 

From the same location you selected the Edit Page Layout, select the Fields List option. 
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Add the information about your custom field 

Select the Field Type for your new field.  This will be specified on the Fields to Create list created by 

the Exporter software.  If you are adding a Pick List item, the Pick List Values will be in the Items 

column in the PickList.csv file.  You can open this file and cut and paste the information into the 

Zoho Pick List Values box.  Click the Save button at the bottom of the screen to save the 

information.  The new field will be displayed in the section you selected in the Section Name box. 

 

 

Repeat the above steps until you’ve added all the fields from ACT!  
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Step 3 -- Migrate your data 

Start the Zoho Migration wizard  

From the Data Administration section on the Setup page, select the Migrate Data from other CRM 

option 

 

You will see a list of modules for migration.  This is also the order you should migrate your data.   

 

The Users should always be brought in first.  This will allow the individual records from ACT! to be 

assigned to the proper manager.   
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Specify the input file 

Locate the input file for the Zoho module.   

 

Specify the date format.  The Exporter software will always put the date in mm/dd/yy  hh:mm.  This Zoho 

option will revert to its default (YYYY/mm/dd HH:mm:ss) for each import.  So check this carefully before 

proceeding.  The Exporter date format is consistent with the format used with your system’s Region and 

Language settings.   
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Check the field mapping 

The Exporter software re-labels the ACT! fields to match the corresponding Zoho fields.   

However, not all ACT! fields will map to Zoho fields.  You can either ignore these fields or add 

custom fields to the object.   At the end of the mapping display sequence, Zoho will provide a 

list of fields that were not mapped.  Check this to be certain that you haven’t missed any 

important data.  If all is OK, Click the Import Now! Button and your data will load. 

 

CHECK AND RECHECK HOW EACH FIELD IS MAPPED! 
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Verify that all the users were migrated properly.  To do this select Users from the Setup screen. 

 

Display All Users.  This will let you verify that all users from ACT! have been entered.   

 

 

  



12 JLTechnical Group 
 

Migrating the Accounts, Contacts, Activities, History, Notes etc. Records 

If you are using the Account/Contact model, to manage your customers, the next step is to migrate 

the Account records.  Exporter will create this file for you.  It uses your company records from 

ACT! and when there is no Company record for a Contact, the Exporter software will create one.   

Exporter will rename the ACT! fields to match the Zoho field name.   

 

Migrate Accounts – Account.csv
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Check the import status before proceeding 

You will receive an e-mail and you can also check the status of migration by viewing the Import 

History.  At this point, you should carefully check the data that was migrated.  If you are not 

satisfied with the import, you can select the Rollback button.   

DO NOT remove the migrated records any other way.  They will not re-import properly if you do. 

 

 

After migrating the Account records, you can proceed with the Contacts, Activity  etc.  The 

following are examples of each data types. 

We recommend migrating the History records as Completed Tasks.  This will mean that you will have two 

migrations into the Task object.  One for open Tasks (no Status field) and one for History records (Status 

field contains Completed). 
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Migrate Contacts – Contacts.csv 
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Migrate Secondary Contacts – Secondary_Contacts.csv 
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Migrate Tasks – Activity.csv 
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Migrate Histories – History.csv 

 

 

Migrate Notes – Notes.csv 
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Checking the Final Migration 

Your Import History will display all the files you attempted to import and any errors that occurred. 
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Groups 

Zoho doesn’t have the same concept as ACT! groups.  However, you can simulate the function of 

ACT! Groups by creating Views in Zoho.   

From the Contacts Page, Select Create View. 

 

You can name the View the same as your ACT! group.   

 

 

Depending on how you used ACT! Groups, you might want to consider using Zoho’s Campaign feature.  

You will find detailed information in the Zoho User Guide. 

 


