Fast-Class File
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Access to the Data Import Wizard

Before importing data into SmartOffice, you must have access to the Data Import
Wizard. If you have the right to access the Data Import Wizard, you will see the Data
Import Wizard option in the Data Maintenance menu.

Figure 1: The Data Import Wizard option in the Data Maintenance menu.

If the Data Import Wizard option is not available, contact your SmartOffice
administrator.

Formatting the Data File

Before performing a data import, the data to be imported must be formatted correctly.
Data to be imported into SmartOffice must be saved in Comma Separate Value (.csv)
format. Additionally, data in a .csv file must also be broken down such that the data in
each cell corresponds to a field type in SmartOffice. For example, contact name
information in SmartOffice is broken down into first, last, and middle name fields. When
contact data is imported into SmartOffice from a .csv file, contact information must be
broken down in the same fashion: one column for contact first name, another column for
contact last name and so on. If data is not properly formatted, then data will be imported
incorrectly in SmartOffice, thus creating data integrity issues.

A,

Full Mame

Ackerman, Joseph M.
Ackerman, Kathleen k.
Adams, Frank

5 |Adams, Margaret
Figure 2: Improperly formatted data (full contact name in one column).
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A | B | ¢ |
1 |Last Mame First Mame  |Middle
2 |Ackerman Joseph fl
3 |Ackerman Kathleen kd
4 [Adams Frank
o |Adams Margaret

Figure 3: Properly formatted data (contact name separated into columns that will map to

fields in SmartOffice).
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Depending on the type of data that will be imported, you may need to ensure that data in
specific fields is also formatted properly. The following types of data must be formatted
correctly before an import:

Dates

Any dates such as Dates of Birth, must be in the mm/dd/yyyy format.

Telephone numbers

Phone numbers must include one correctly placed hyphen (“-), e.g. (626) 585-3515.
The following are examples of correctly formatted phone numbers:

310 972-0086

(626)-790-3807

808-330-3486x321

Zip Codes

Either the five or nine digit zip code format is acceptable. However, the nine-digit format
must have the hyphen (“-*) separating the two sets of numbers, e.g. 90069-2005.

e e D | E e G | H

| 1 |Lasthlame FirstName DOBG Address] City State Zip Phaone
| 2 |Zamamato Tsuyako | 2A0/1955 2170 Abajo Drive Monterey Park  CA 91754-5678 (526 280-7634
| 3 |Zampanski Nadia 24371966 7221 W Bth Street Los Angeles CA  90045-9069 310 572-0036
| 4 |Zantansen Raobert 2/25/1933 2650 Lombardy Road San Marino CA 91108 (526)-7999021
| 5 |Zaschtouni ‘William 2/14/1955 1586 Alisal Avenue San Jose CA 95125 (408)-265 1537
| B |Zeresman  Michael 2141943 4723 Sanford Drive Culver City CA, 90230 (3109 555-1234 ext.000
| 7 |Ziverson  Francis 1/1/1934 | 3338 Teranimar Drive Anaheirm CA 92804 (714)-824-6790 ext. 959
| B |Zollister  Bertha 1/541950 309 Vista #3 Pasadena CA, 91107 (B526)-790-3807 %333
| 9 |Zolson James 2161983 770 Barnum Way Monterey Park  CA 31754 (B26) 589-0115 #1169
| 10 | Zolton Peter 1/2/1925 344 Monterey Road, #2058 South Pasadena CA 91030 (B26)-233-1238123
| 11 |Zasterman  Karen 2101952 220 Punene Street Hilo HI 96720 (B08)-330-3485#521

12 | Zung Harold 271928 4131 Bernice Avenue Loz Angeles CA 90031 (323)-551-3232x777

Figure 4: Sample of correctly formatted spreadsheet contact data in Microsoft® Excel®.

To Format a File for Data Import —

e Enter the data in a spreadsheet in an application that supports .csv file format
such as Microsoft® Excel®.

o Ensure that the data is separated into columns that correspond directly to fields
in SmartOffice, e.g. one column for last name data, one column for first name
data and so on.

e Insert a row at the top of the spreadsheet. This will be a row of column header
labels (see examples in figures 3 and 4).

¢ Inthe new row, enter header information describing the data in each column, e.g.
Last Name, First Name, DOB, and so on. This row will be used to map data in
the spreadsheet to fields in SmartOffice.

If you are using Microsoft® Excel®to format the data, use the Format Cells tool to format
Date, Telephone Number, and Zip Code data.
¢ Right-click once on the column letter of the column with the data to be formatted.
¢ |n the context menu, left-click on Format Cells
e Select the appropriate category (such as Date for DOB or Special for Phones
and Zip Codes)
e Select the correct format (such as mm/dd/yyyy or Zip Code + 4 or Phone
Number)
e Click Ok when finished.
¢ When finished, save the spreadsheet in .csv format.
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To save afile in .csv format using Microsoft® Excel®-
e Select File in the menu bar.
e Select Save As...
e Select a location to save the file in the Save in field of the Save As window.
¢ Inthe Save as type drop-down field of the Save As window, select CSV
(Comma delimited) (*.csv)

2| x|

i
Save in: ] Desktop |@ > [ » Tools -

o

My Documents:
',_El My Computer

[T My Mebwork Places
5] clients.csv

4 |clients2, ooy

«'

My Documents

4 |clienks-new, sy
.] emplovescensus, csy

File name: Iclients-new.csv j E Save I
Save as bype: ICS'-.-' (Comma delimited) (*.csv) j Zancel |

Figure 5: The CSV option selected in the Save as type drop-down field of the Save As
window.

e Enter a filename with the .csv extension at the end of the filename.
e Click Save.
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Creating the Import Setup

After formatting the data for import, the Import Setup Wizard will help you create a map
for the data in the .csv file to specific fields in SmartOffice.

To Map the Data in a .csv File to Fields in SmartOffice —

e Select Data Maintenance in the main menu then select Data Import Wizard.
e Inthe Import Setup List screen click the Add button.

importSetwnlist _____ JEANEEN PR

Setup Hame Module Hame
[ Aarons Individual Contact record

Records Shown: 1 Total Records: 1
2 2000-2005 E-Z Data, Inc. All rights reserved,

Figure 6: The Import Setup List screen (Add button highlighted)

e Select the type of contact records to be imported and click Next.

Select the type of records to he imported

f*  Individual Cortact record

i Business Cortact record
" Emploves Census recaord
e

Advizar recard

| Back | | Hext | | Cloze |

@ 2000-2005 E-Z Data, Inc, All rights rezerved.

Figure 7: The Select the Type of records to be imported screen.
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e Click the Browse button in the Files to be used for Mapping screen to locate
the .csv file with the data to be imported.

File to he used for Mapping

Zelect the file and data format. Depending on the file size and connection speed, this
process mav take several minutes to upload.

Select Fils | | Browse..

EEVERENELR EComime Separated Tex File

Column Headings Present |-

Aurtomatic Value Assignment
Type | EE
Soaurce | I:|E|

Fecord Matching I_

Should a Business Recard be crested far the Employer if one does not already existy |

Back | | Hext | | Cloze |

@ 2000-2005 E-Z Data, Inc. All rights reserved,

Figure 8: The Files to be used for Mapping screen.
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e Use the Choose file window to locate the .csv file with the data that will be
imported. Once you have located the file, select it with a left-click and click the
Open button.

Loak irn: Er Deszktop j

My Documents:
',_EJ, [y Camputer

& My Metwork, Places
%] clients. csv

8% ] clients2.csv

clients-new.csv

J emplovescensus, csy

« | [
File narne: Iclients-new.csvl j Open I
Files of tupe: I,-i'-.ll Files [*.%) j Cancel |

g

Figure 9: The Choose file window.

¢ The name of the file will be entered in the Select File field of the File to be used
for Mapping screen.
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e Select the Column Headings Present option in the File to be used for
Mapping screen. This will prevent the column headings added to the .csv file
from being imported into SmartOffice.

File to he used for Mapping

4 Once you have
selected which file to
be used for mapping,
check the Column
Select File | ” T Headings Present.

Zelect the file and data format. Depending on the file size and connection speed, thi
process mav take several minutes to upload.

CEENEIUER Comma Separatad Text File

Column Headings Present |_

Automatic Value Assignment
Type:| EE
Source | FlE|

Record Matching I-

Should a Buzsinezs Recard be created far the Employer if one does not already existy |

Back | | Hext | | Close |

@ 2000-2005 E-Z Data, Inc, All rights rezervad,

Figure 10: The Column Headings Present option.

The Automatic Value Assignment section gives you the option to identify the Type and
Source of each contact included in the import. Use the drop-down in each field to select
a Type or Source option. You may also create a custom choice for the drop-down if
needed by clicking on the C button in the appropriate field. Defining Type and Source
information is not required for an import; however, it can save time when importing a
group of contacts of the same type.

Note: The ability to create custom choices is based on security settings for your user ID.
If you need to create custom choices in either drop-down and do not have access to the
C button, speak to your SmartOffice administrator.
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File to he used for Acdvisar

Agency
Beneficiary
Belect the file andBacs,

take several mintcandidate

Carrier
Center Of Influence
Cliert "
Company F‘u:uIiu:*;.an:uIn:iE:lf.}5
Dead Filed
i Dead Filed Cualified Suspect
Deceazed
Dependent
nutum-atic Value flEk={l [V]
Type [Cliert [=I[C|
Source | F |E|

Record b atching D

Aurtomatic Value Assighment

Record Matching Callin

Type [Clint =[]
Source |Referral -

Should a Business R

Direct Mail

Marketing Campaign
Perzonal Chservation
Referral

Zeminar

Unazsigned Palicyholder
Web site

Figure 11: The Type and Source drop-down fields in the Automatic Value Assignment
section.

e Select Type and Source data as needed (not required).
e Select the Record Matching option if needed.

Automatic Yalue Assignment

The Record Matching option, when
checked, will check records that you are
importing to see if they match against

Type |Cliert _=IE|

e | FlE| existing records in SmartOffice. This vyill
Y ot help prevent duplicate records from being
Record Matching I- formed.

Figure 12: The Record Matching option.

e Select the Should a Business Record be created for the Employer, if one
does not already exist option if needed.

Automatic Yalue Assignment

Select this option if the

Type |Client EE .CSV file to be imported
has a column for
Source | e Employers. This will add

additional Business
Records and link them to
the Imported Contacts. If
there is no Employers
column in the .CSV file do
not select this option.

Record hMatching I_

Should & Buziness Record be created for the Employver if one does not already exist? r

Figure 12: The Create Business Record option.

e Click Next.
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e Inthe Column Mapping Definition screen, map the columns in the selected
.CSV file to the appropriate fields in SmartOffice.

Column Mapping Definition

Columni Column? Column3 Column4

j IFirs:t Marme j IDOEI j IRES. Strest 2
Jok Title 1| Firstriame DOB Address]
Last Employer .
Lazt Fact Find Tsuyako 2101935 2170 Abajo D
Last Mame Madia 2031 966 T2 W Bth =
Last seminar Attended Robert 20751933 2650 Lombart
Last Trip To —
tarital Willizm 2141955 1586 Alisal &
Micldle Mame Michael 2MM943 4723 Sanford
B Francis 11 1939 3338 Teranim
hationality — e P

4] |Metwiorth bl | »

Use the column description in the
first row to map data to the
appropriate field in SmartOffice
with the column drop-down field.

| Back | | Hext | | Close

@ 2000-2005 E-Z Data, Inc, All rights reserved,

Figure 13: Column Mapping Definition screen.

e The data in the first row will be the column headers added to the .CSV describing
the data in each column. Use this row as a reference as you create the map.
Beginning with the first column, click on the drop-down at the head of each
column and find the SmartOffice field that matches the column in the .CSV.
Repeat this process for each column in the .CSV.

¢ When mapping is complete, click Next.

e Select a phone and/or date format if necessary.

©2005 E-Z Data, Inc. is a registered trademark of E-Z Data, Inc.



Data Format Selection

Phone Format [{Rfe= sttt

Date Formeat Imm.fdd.l":,-'yyy vI
Century I

[i.e., enter 19 if you want the year to read 1904; enter 200if you want the year to read 2004)

Back | | Hext | | Close

@ 2000-2005 E-Z Data, Inc. All vights reservad.

Figure 14: The Data Format Selection screen.

The Data Format Selection screen allows you to select what country phone format you
want as well as the format of the date. Currently, the Phone Format field only allows for
US/Canadian phone formats. The Date Format drop-down does have multiple options,
but remember that the selected data format must match the date format used in the
.CSV file

e After selecting phone and date data format, click on Next.
e Give the import definition a name in the Enter Setup Name field.

Import Setup

Setup Information

Enter Setup Name:|Z Clients

Select the appropriate option:
(* Save Setup

| Back || Finish || Close
@ 2000-2005 E-Z Data, Inc. All rights reserved.

Figure 15: The Import Setup screen.

e Click Finish.
e The new setup will appear in the Import Setup List.

Important Note: At this point, no data has been imported. Only the setup defining the
data map has been created. This setup can now be used to import the data from the
.CSV file to SmartOffice. Also, as this definition has been saved, it can be used for future
imports provided the format of the .CSV file matches the format of the file used to create
the map.

[FDATA 0
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Importing Data

After the import definition has been saved, you will return to the Import Setup List screen
and begin the process of importing your data. The new definition will be on display in the

setup list.

e Click the checkbox next to the selected definition
e Click the Run button in the Import Setup List toolbar.

+ W[F]0 a8 E X

Setup Hame Module Hame
[T Aarons Individual Contact recaord
[ I Clients Inclivichial Contact record

Records Shown: 2 Total Records: 2

@ 2000-2005 E-Z Data, Inc. All rights rezerved.

Figure 16: The Import Setup List screen (new definition selected)
¢ Review the message regarding user assignments.

The statement in the User Assignments screen is basically stating that if your
SmartOffice security is turned on, all imported records will be assigned to the user
performing the import. Review the security settings by selecting Office Setup in the
main menu then select Office Settings. User assignment can be changed after the
import using the Mass Assignment utility, which is an additional right granted by the
SmartOffice administrator. However, if SmartOffice security is not turned on, this
statement to does not apply.

e Click Next to continue with the import.

Z4 DAIA
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e Click the Browse button in the File to be used for Import screen to select the
.CSV file with the data that will be imported into SmartOffice.

File to he used for Import

Zelect the file and data format. Depending on the file size and connection speed, this process mavy
take several minutes to upload.

Select File | | Browse... |

[rata Format I LI

| Back || Finish || Close

@ 2000-2005 E-Z2 Data, Inc, All rights reserved,

Figure 17: The File to be used for Import screen.

o After selecting the .CSV file, click Finish.
e The data in the .CSV file will be imported into SmartOffice.
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Last
Hame i First Hame [1[e]:] Type all Addresses All Phones

[T Zamamato Tsuyako 021101355 Cligrit Residence 2170 Abajo Drive Residence  (626) 280-7634
Monterey Park, CA 91754
5678

[T Zamparski Madia 02031 366 Clierit Residence 7221W. 6th Street Residence {310) 972-0086
Log Angelesg, CA 90048-9069

[ Zantonzen Robert 021251333 Cligrit Residence 2650 Lombardy Road Residence (626) 799-9021
San Marino, CA 91108

[T Zaszchtouni  William 021141335 Cligrit Residence 1586 Alisal Avenue Residence (08) 2651537
San Jose, CA 95125

[T Zeresman Mlichael 02011343 Clierit Residence 4723 Sanford Drive Residence  (310) 555-12342000
Culver City, CA 30230

[ ZFiverzon Francis [GRLREE) Clierit Residence 3338 Teranimar Drive Residence  (714) 824-67904999
Anaheim, CA 92804

[ Zolister Bertha 01/051330 Clierit Residence 309 Vista #3 Residence {626) TO0-38074888
Pasadena, CA 91107

[T Zolson James 02A161333 Cliert Residence 770 Barnum Way Residence  (626) 589-0115:1169
Monterey Park, CA 91754

[T Zoton Peter M02n92s  Client Residence 344 Monterey Road, #206 Residence  (626) 23312382123
South Pasadena, CA 91030

[T Zosterman Karen 02104832 Cliert Residence 220 Punene Street Residence  (808) 330-34894321
Hilo, HI 96720

[T Zung Harold 020728 Client Residence 31 Bernice Avenue Residence  (323) 551-323 24777
Los Angeles, CA 90031

Figure 18: The final product.

Doing a search for last names that begin with Z (per the example in the Fast Class)
shows that all the names imported correctly. The zip codes in the All Addresses column
are set up correctly as are the phone numbers in the All Phones column.

As noted earlier, it is vital to verify the integrity of spreadsheet data before importing data
into SmartOffice. While one or two mistakes may be of little consequence, consider the
potential data integrity problems of poorly formatted data if thousands of records are
imported. The time required to fix the data within SmartOffice after importing poorly

formatted data is considerable.

I DAA

©2005 E-Z Data, Inc. is a registered trademark of E-Z Data, Inc.

13




	Access to the Data Import Wizard 
	Formatting the Data File 
	 Creating the Import Setup 
	To Map the Data in a .csv File to Fields in SmartOffice –  
	Importing Data 


