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Data Import

The Import/Export Definition tool can be used for a number of different files as long as
the organization of the columns in the files matches the columns in the Import/Export

Definition window.

When importing contact data, E-Z Data recommends using a .csv (comma-separated
value) file. .CSV is a flexible file format which CDS is able to interpret and can be

opened in Microsoft Excel.

To import contact data into CDS:
With the .csv file properly formatted, select Database from the main menu.

Microsoft Excel - Import.csv
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Figure 1: Contact data in .csv format
e Select Utilities from the Database menu.
e Select Import/Export from the Utilities menu.
e From the Import/Export definition screen, click the Add Record button.
e Select the file to be imported and click Open.
o From the Selection Type window, select the file type for the import.
e Click OK.
e From the Table Names window, select Contact Information.
Note: Careful not to select Contract Information.
e Click OK.
¢ A warning message opens.
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Client Data System

Address1 and AddressZ, toward the end of the Columns Available list. Daka will nok be imported properl using anw

i ) When importingfexpaorting phone numbers or addresses from the Contact Infarmation table, use Phonel-4 or
other phone or address columns,

Figure 2: Warning message

Note: The message window warns that when you're importing or exporting telephone
and address information, you need to use specific fields in the import or export definition.
e Click OK.
o From the Import/Export Definition Contact window, select which columns you
need to import from the Columns Available section.
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Figure 3: The Import/Export Definition Contact window

e Click the right arrow button to move columns into the Columns Selected
section.

e When finished selecting your columns, click OK.

e From the Import/Export definition summary screen, tag the import.

e Click the Import button to open the Contact/Business Import Options
window.
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Contact/Business Import Options
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Figure 4: The Contact/Business Import Options window.

o From the Assign Contacts To section, assign contacts to one agent or more.
Note: If no agents are selected, the imported contacts will be assigned to all agents.
¢ From the Create Calendar Activity section, create activities for the new
contacts if necessary.
o From the Add Contacts to a Set section, assign your imported contacts to a
set.
Note: When importing data, E-Z Data recommends you add contacts to a set, especially
with large imports. This is so you can quickly reference your new contacts after the
import.
e Click the drop-down from the Add Contacts to a Set section and select Import.
¢ From the Automatic Value Assignment section, select the Record Type.
o Enter a Type and Source. (i.e., Type: Contact; Source: Import)
e From the Record Matching Options section, select whether or not you would
like CDS to check for duplicates.

Note: The third option, ‘Use Record Matching — Show matching list’, displays a list of

contacts CDS suspects to be duplicates during the import. CDS will give you the option
to add the possible duplicate as a contact record.

¢ When finished entering your import options, click OK.

e From the Import File Name window, browse for the file to import.
e Click Open.

¢ A Contact list shows the sample of the data to be imported.
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Note: If you spot bad data in the list, you must go back and redefine your import/export
definition.

e Click OK to begin the import.

e Once the import finishes, click OK.
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