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Importing Tasks 

from Spreadsheets into Cerebro

Part 1. Importing Regular Tasks

1 Why Use Import

If your project structure is already prepared in a spreadsheet, you can 
transfer it to Cerebro without creating each task manually. 

Task import helps quickly create tasks, subtasks, and fill in their properties.

2 How to Prepare the Spreadsheet

Check the spreadsheet before importing. Task names and the properties 
you want to transfer to Cerebro should be placed in separate columns: 
status, activity, assignee, deadlines, and other data.

3 Where to Import Tasks

Open the required project in the Navigator and select the task or project 
branch where the tasks from the spreadsheet will be added.

4  How to Open Task Import

Click Import Tasks to open the spreadsheet data transfer window.

5 How to Insert Data

Select the required rows and columns in the spreadsheet, copy them, 

and paste them into the import window using Ctrl+C and Ctrl+V.

6 How to Match Columns

Map the spreadsheet columns to Cerebro task properties.

Specify which column corresponds to the task name, activity, status, 

and other parameters.

7 How to Check the Data

Take a look at the preview before importing. In this window, you can 
double-check which tasks will be created, which ones will be updated, 
and if there are any errors.

8 What to Do with Errors

If there are errors in the data, Cerebro will highlight the 

problematic cells in red. Correct the values right here 

or uncheck the row to skip importing it.

9 How to Add Attachments

If you need to add files to tasks, select the required cell in the Attachments 
column and click Select Files to upload the file. If the spreadsheet does 
not have this column, click Add Empty Column above the table in the 
import window and set its property to Attachments.

10  How to Start Import

After checking the data, start the import. Cerebro will create new tasks or 
update existing ones if they match by the selected path and name.

11 What You Get

Once imported, the tasks will appear in the selected project. Check the 
structure, properties, and attachments — you can now work with them like 
with regular Cerebro tasks.

Part 2. Importing Tasks with Subtasks

12 When to Use Import with Subtasks

Sometimes a spreadsheet already contains a hierarchy — tasks and 
subtasks.



Let’s look at an example with several levels: the first column contains 
parent tasks, and the columns on the right contain subtasks by activity.



You can configure the import so that subtasks are created automatically 
— for example, shots and work stages inside each shot.

13 How to Select an Import Template

Open the template list in the upper-left corner of the import window.



Select the appropriate template. In this example, we use the standard 
template for importing subtasks by activity.



The template automatically creates subtasks based on the selected 
columns and the activity assigned to them.

14 How to Configure Subtasks

At this stage, select the columns that belong to one group of subtasks 
using the Main Task checkbox.



After that, the system will ask you to choose an activity for the selected 
columns. Select the required activity and click Apply.



This way, the selected columns will be created as subtasks inside the 
parent task.



Then configure the properties for each column — for example, status, 
assignee, and other parameters.



The column with the parent task name does not need to be selected.

15 How to Start Import

Before starting, check the data to be imported. 

If everything is filled in correctly, click Import.



Cerebro will automatically create the tasks and subtasks 

in the selected project.

16 What You Get

A task hierarchy will appear in the project.

Check the structure and properties — you can now work with them.

17 What to Do with Errors

Let’s look at an example with an error in the Assigned field.



If the spreadsheet contains a user who does not exist in Cerebro, the cell 
will be highlighted in red. The system will suggest selecting an assignee 
from the list.



Simply pick the correct team member from the dropdown list 

and click Apply. Other import errors can be corrected in the same way.

18 How the “Subtasks by Name” Template Works

The Subtasks by Name template automatically groups spreadsheet rows 
by the parent task name.



Map the column with the parent task name, then configure the subtask 
properties — for example, name and assignees.



If several rows contain the same parent task name, Cerebro will create 
one parent task with subtasks.



To create several task levels, specify them in the parent task name using 
the “/” symbol. For example, sq01/sh002 will be imported as the task 
branch sq01 → sh002.


