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Before data can be entered into the Group Census tab of a business record, it must be
organized in a file format that can be interpreted by CDS. One file type that CDS can
read is Comma Separated Value or .CSV. Microsoft Excel can be used to format data
and save it in .CSV file format.

Once the data has been organized and saved in .CSV format, you can create an import
definition to bring the data into the group census of a business record in CDS.

To import data directly into the Group Census tab of a business record —

e From the main screen of CDS, click on the Business button and perform a search
for the selected business.

e With the selected business record in focus, click on the Group Census tab.

e With the Group Census tab selected, click on the Tools menu and then select
Import Census Names.
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Figure 1: The Tools menu of the Group Census tab with the Import Census Names
tool selected.
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Note: It is important to use the Import Census Names tool to import contacts to the
Group Census tab of a business record for two reasons:

1. The Import Census Names tool creates a link between imported contacts and
the selected business.
2. There are unique group census columns that are only available for import when
using the Import Census Names tool.
After selecting Import Census Names from the Tools menu —

e C(Click the Add button in the Import/Export Definitions window.
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Figure 2: The Import/Export Definitions window.

e Select the Comma Separated Value option in the Import/Export Selection Type
window.
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Figure 3: The Import/Export Selections Type window.
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In the Import/Export Definition window, move columns out of the Columns Available
section into the Columns Selected section in accordance with the order of columns in the
.CSV file.

A E e = 2 7 0 |
1 JLast Mame First Name Gender  Marital CompensatitHire Date |Pre-ex DOBE Age
2 |Hoberts Randy hdale hdarried 45 000 10414997 Diabetic 8161965 38
3 |Humphries Kay Female Married B0500 4/23/1986 B/22M974 29
4 |Bingman Harald Male Single 75,000 371541993 27171960 43
5 |vasquez Faul hdale htarried 55,000 1/24/11995 1071978 25
B |OReily Kate Female | Single 40,000 372722003 652771980 22
7 |Chang Martha Female  Married 43,000 7122001 411651969 34
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Figure 4: .CSV file column organization and corresponding import map in the
Import/Export Definition — Contact window.

Moving columns into the Columns Selected section creates a map for CDS to follow
when importing data. The number preceding a column entry indicates which column in
the .CSV file CDS will pull data from for the selected column. For example, the first entry
in the Columns Selected section, 1 — Last Name, indicates that data in the first column
of the .CSV file will be entered in the Last Name column of the Group Census contact
record. Note that in this example, the entries in the Columns Selected section match
the organization of columns in the .CSV file.

When column mapping is completed, click OK.

e Give the import definition a name in the Name field and click OK.
Select the newly created import definition in the Import/Export Definitions window
and click the Import button.
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Import/Export Definitions (2)
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Figure 5: The Import button in the Import/Export Definitions window.

e Select import options in the Contact/Business Import Options window.
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Figure 6: The Contact/Business Import Options window.

e After selecting import options, click OK.
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Figure 7: The Import File Name window.

e Find the file with data to be imported in the Import File Name window and click
Open.
e (CDS will display a thumbnail preview of the import.
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wou muzt go back and redefine your import/export definition.

Last Hame Marital |impen=satic| Hire Date |‘re.Ex.Coni| Birth Da
Lastiame Marital Compensatio Hire Date Pre-ex
Roberts Marriecd 45 000 1011997 Diabetic 8M6M 96!
Bingman Single 3,000 3M5/M999 91 M 960
Wasguez Iarried 55,000 10241995 10671 97
C'Reily Single 40,000 32712003 BI27 M 950
Chang Marriecd 43,000 M 272001 4016/ 96¢
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Figure 8: Preview of the newly created group census import.
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e Verify that the import definition has been mapped correctly. If the mapping needs to
be redone, click the Cancel button and set up the import definition correctly. If the
mapping is correct, click OK to perform the import.

Contacts added to the Group Census tab of a business will appear in blue in the Group
Census summary spreadsheet.

Group census contacts (listed in blue) are different from full contact records (listed in
black). Group census contact records do not normally display in the contact record
summary screen, sets, or dynamic reports unless the option has been turned in on the
Contact Record tab of the User Preferences.

To promote a group census only contact record to a full contact record —

e Select the group census contact record by tagging the record.
¢ Click the Convert to Contact Button.

HBusiness - ABC Manufacturing [Group Census] (14) A =10 x|
i Summary TDetaiI T Key Relations T Group Census T Business Custom Fields
I e N O N XL E S O0H P
i Contact Class I Birth Date ICumpensatiunI Hire Date I Pre.Ex.Cond ﬂ
1 Christianzen, Carolina Class 2 - Managers 04rM10M943 95,000 02131993
1 Fredricks, Lawrence Class 3 - All Cthers 05011931 £4,000 11071996 Diaketic
1 Hamamoto, Tsuyako Clazs 2 - Managers 02M0Ma55 95,500 | 05626 993
1 Horley, Elan Clazs 3 - &l Others 1141013973 34,000 05441393
1 Antile, Eugene Clasz 3 - All Cthers 03071936 54,000 094181994 Mearsightedness
1 Johnzon, Fred Class 1 - Owners, Exe 04031967 00,000 050671991
1 Sheng, Do Clazs 3 - &l Others 05 EM 952 45,000 117241397
1 Fish, Richard Clazs 3 - &l Others 120081 963 12,000 120861 392
1 Garcia, Regina Clasz 1 - Owners, Exe 02021872 750,000 | 066 391
_1 Bingman, Harold 09901 1 960 75,000 03851999
L1 Masguez, Paul 10007 M 975 25,000 | 01241395
L1 O'Reily, Kate OBi27 1930 40,000 03527 /2003
1 Chang, Martha 04 EM 969 43,000 |07 A 252001
I Rokerts, Randy 08MEMIES 45,000 1001 1997 Driabetic

Figure 9: The Convert to Contact button on the Group Census tab toolbar.
To view or modify the detail screen of a group census contact record —

¢ Double click on the selected contact record on the Group Census tab.
¢ Make changes as needed in the Group Census contact detail screen.
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i Group Census Bl

— Personal Information

— Spouse Information
Cantact | Bingman, Harold Last/First | |
Last Marne | Bingman Birth Datefdge | A |
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Fhore T CobraBeg/End | / / | /¢
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Hire Date/Class | 03/15/1933 ~] -
Compensation/S54 | 75,000 il =
k. Cancel Help
Figure 10: The Group Census contact detail screen.
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