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How to import groups and 
participants 

 

You can create groups and sort your participants into those groups by uploading just 
one Excel sheet if you follow the steps described in this short explainer video. You 
can also read all about it below. 
 
 

 
 
Video link: Import groups and participants at the same time 
 

Step by step description 

1. Create an Excel file with one tab per group and make sure the tabs have the same 
names as the groups you want to create in your Qvest. 

 

https://vimeo.com/471355822
https://vimeo.com/471355822


 
 

 

 

QVEST HELP ARTICLE 

 

 

2. Each individual sheet should only contain two columns. 
One for the names of your participants and one for their email addresses. 
 
Make sure you only have those two columns. 

 

 
 

 
3. Once you've made sure the group names are correct in your tabs and that the 
participants you want in your groups are sorted correctly, save the Excel sheet. 
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4. Then go to your Qvest account and visit the Participant tab. Click Import via Excel, 
find your Excel file and import it. 
 
5. You will see a confirmation screen before you confirm the import. 

 

 
 
 
If you have any questions, reach out to us at help@qvest.io.  
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