
Export Instructions for Top Producer® 8i 
1. Hover over the Contacts Icon at the top of the screen and choose the last 

option to Search For Contacts.   
 

2. Search for contacts to export by selecting the appropriate search criteria.  

To search by Contact Type, ignore the first field regarding search tem-

plates, the default is to search all contacts, the third field is the contact 

type field.  Click on Update Selected Items to choose the contact types 

you would like included in your search.   



3. Select the contact types to include in the search by clicking on the box 

next to the contact type then click on Done.  If you wish to select other 

types of data to search on you may do that as well by filling in other fields 

4. Once you have the selection criteria complete, click on Search at the bot-

tom of the search criteria screen.   



5. Search results will be displayed.  Select all contacts by clicking on the 

check box at the top of the list, or select individual contacts by clicking on 

the check box next to the individual name.  Selected contacts will be in-

cluded in the export.   

6. Select Export Contacts at the bottom of the page. 



7. Choose to export the selected contacts and choose the export option to 

include Contact record and al addresses and communications, then select 

Export.   

8. You should choose the Open option if you’d like to open the Excel file and 

work with the data immediately or Save to save it to a location on your 

hard drive and work it at a later time.  



9. The excel spreadsheet that is created from the exported data and will 

contain much more data than is needed. .   

10. Delete all but the columns that are needed for import into your From 

Your Friends database.  

11. Name and store the modified Excel file on your hard drive in a location 

you will remember.  


