
 

 

 

MyFloridaMarketPlace eQuote Export–Import Job Aid  

From the Sourcing dashboard in either training or production environments, select a specific event.  
After selecting an event, select the “Overview” tab.  From this page, select the “Actions drop down 
menu” on the right and choose “Excel Export.” 

 
Follow the steps listed on the next page “Export Content to Excel.”  In Step 1 you can choose to export 
“Content,” “Participants” and “Rules.”  Check the boxes next to the content you wish to export in Step 1.  
In Step 2, choose the first link that references opening your event in an Excel Spreadsheet.  If your event 
contains attachment files, be sure to choose both the first option to save the Excel spreadsheet and then 
the second option that references downloading attachments to a Zip file.  Save these files in a familiar 
location on your computer. 
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The image below is an exported event in Excel with full content.  Ensure the first tab Excel workbook 
generated looks identical to the one below and reads “Design Instructions.”  Take note of the general 
guidelines and cell legend located on the first tab.  Save the Excel spreadsheet.  

 
With the above formatted Excel spreadsheet and the Zip file of attachments, if applicable, you will be 

able to import the event back to Sourcing.  To import the exported event data, first open or create a 

new event in Sourcing.  In the new event, move forward to the “Suppliers Section” or “Content Section,” 

in the left hand navigation panel. Select the “Excel Import” button.  If prompted, choose the “Upload a 

file from Desktop” option. 
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A new window will open titled “Import Content from Excel.”  Again, in Step 1 you have the option to 

import “Content,” “Participants” and “Rules.”  In Step 4, you can choose to add the imported content to 

the current event data, or replace the current event data with the imported content.  Select the radio 

button for the option you would like for Step 4. In Step 5, click the “Browse” button to locate the file on 

your computer and select it. If your event contains attachments and you downloaded the Zip file, also 

select “Browse” on the second field.  Finally, choose the “Import” option in Step 6. 

After choosing the “Import” option you will be directed back to your new event and the imported data 

will be visible.  You will have the opportunity to make revisions or add attachments that were previously 

removed during the export process.  


