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This guide explains the general steps to import data from a source file to an aACE
module. It is intended for advanced users.

After you understand how FileMaker approaches data imports

(https://aace5.knowledgeowl.com/help/overview-of-importing-data) aNd you have QreQared your data

https://aace5.knowledgeowl.com/help/preparing-a-data-file-for-importing), YOU are ready to import the records. When

you start an import make sure your schedule is organized so you will have enough time to
complete it. You may need to plan in additional time when importing a large spreadsheet.

The import process is standard across all modules. This guide demonstrates the process
using the Companies module.

1. From the module's list view, click Actions > Import [records].

‘o0 @ Companies

& lick the search button to find records. e Actions

Send Notice Re: List

Companies

Activate Companies in List
Deactivate Companies in List
= Type Company Name Abbr City State / Prov Postal Code

Delete Companies in List

Update Company Type for List
Update Group for List
Update Subgroup for List

Update Sales Rep for List
Update Account Manager for List

Update Parent Company for List
Update Referral Company for List

Update Rate Card for List
Update Tax Profile for List
Update Sales Territory for List

Add Activity to Companies in List
Create Leads for Companies in List

Add Companies in Found Set to List
Remove Companies in Found Set from List

Import Important Dates

Import Companies
Export Companies

Show All Find my Companies Find Companies with x Sales Volume Find Companies with x Disbursement Volume Related Records w ﬁ

2. Atthe confirmation dialog, click the appropriate step:

Powered by aACE | 1



aACE Software

[ Message

Importing companies requires the following steps:
1) Download the template worksheet

2) Populate your worksheet with data to import
3) Import the saved worksheet

o Step 1 — Useif you do not already have a prepared spreadsheet. This will generate
a spreadsheet that includes the currently displayed records with the relevant
column headings. Save this export in Excel or FileMaker format. Populate the
spreadsheet with the needed data. Then begin the import process again, but this
time click Step 3.

o Step 3 — Useif you already have an Excel or FileMaker spreadsheet with the
needed data.

3. At your workstation's Open File dialog, locate and open your spreadsheet sourcefile.

v = [P Data for Import = Q, Search

Favorites Name Date Modified ~ | Sz

& Desktop | CompanyData_lmport Today at 2:06 PM
@ Documents

& Recents

;A: Applications

o Downloads

iCloud
¢ iCloud Drive

Locations

Remote Disc

@ MNetwork
Show: [ Excel Workbooks (.xlsx) Hosts...
Options Cancel m

4. Atthe Import Field Mapping dialog, verify the following settings (highlighted on the
following screenshot):

A. Row Counter — Set to row 1 and Use as Field Names.
This sets the spreadsheet header row as the source fields, making it easy to match
the names of the target fields.

B. Source-to-Target — Set to Add.
Attention: "Adding" new records is required. The incoming data is brought in as new
records to a cache table. After that stage is complete, the data is transferred to your
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existing business records.

C. Target Fields — Set to Matching Names.
This automatically matches the source field names to the database target field
names.
Note: If you are manually mapping the import fields, set these options, then
continue with the process in the guide for Mapping Import Fields By Hand

(http://aace5.knowledgeowl.com/help/mapping-import-fields-by-hand).

RSN ) Specify Import Order
Specify the import order for
the target fields. SOURCE TARGET

Add

—_— ' CurrentTabIe{”ComEaniesCach.,.

CompanylmportData.xlsx

< >|1ot2

Use as Field Names B Source Fields Mapping Target Fields atching Names B

Company Name Company Name Company Name

Company Abbr Company Abbr m Company Abbr

Company Type Company Type Company Type

Group Group m Group

Subgroup Subgroup Subgroup

Notes Notes (0 LEE0 ) Notes

Office Addr Line 1 Office Addr Line 1 Office Addr Line 1

Office Addr Line 2 Office Addr Line 2 Office Addr Line 2

Office Addr City Office Addr City Office Addr City

Office Addr State Office Addr State Office Addr State

Office Addr Postal Code Office Addr Postal Code Office Addr Postal Code

Office Addr Country Office Addr Country Office Addr Country

Office Addr Postal Format Name Office Addr Postal Format Name m Office Addr Postal Format Name

Office Addr Mailing Label Office Addr Mailing Label Office Addr Mailing Label

Is Residential Is Residential m Is Residential

Phane Phane Phone

Alternate Phone Alternate Phone m Alternate Phone

Phone Number Format Phone Mumber Format Phone Number Format

Email Email Email

Email Format Email Format Email Format

Web Address ‘Web Address Web Address

Parent Company Abbr Parent Company Abbr Parent Company Abbr

Referral Company Abbr Referral Company Abbr m Referral Company Abbr

Referral Contact Initials Referral Contact Initials Referral Contact Initials

Referral Team Member Initials Referral Team Member Initials m Referral Team Member Initials

Referral Other Refaerral Other Referral Other
L___import ]

Restricted Access Restricted Access Restricted Access

¥ Import Options

Character set for source file:  Macinio & || Perform the auto-enter options for fields during import
Examples: serial number, creation timestamp, modification
timestamp, lookups.

(o]

Field delimiter for source file:

#)| Tab

<

Preserve external container storage

) Other: Repeating Fields: eep values in the origin

<>

5. Scan the list of field names to verify that Source Fields are matched correctly to Target
Fields, then click Import.

6. Atthe Import Summary dialog, review the number of records updated to the cache table,
then click OK.
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[ NON Import Summary

Import records summary
Werify that all data was imported as expected. Access

privileges, validation requirements, and locked records can
cause data in records or fields to be skipped.

Table created: <none>
Records added or updated: 73
Records skipped because of errors:

Fields skipped because of errors:

’ —

aACE completes a validation check on the data in the cache table:
o If no violations are found, aACE imports the records.
o If violations are found, aACE displays another message summarizing the import
validation errors (http/aace5 knowledgeowl.com/help/import-validation-errors).
7. At the confirmation message, review the number of imported records and click OK.
8. At the activation message, click Activate.

[ ] Message

Activate all pending and inactive companies in this list? Any
companies being reactivated will require their contacts to be
reactivated manually.

Note: You can also leave imported records in Pending status by clicking Cancel. For any
records that are not activated automatically, you can manually activate them later using
the Actions ( &) menu.

Validation Errors on Your Import

aACE checks every import to validate it against key data fields. This helps ensure ongoing
data integrity in your system.

If errors are found, aACE can generate a copy of your import spreadsheet with notes about
the trouble areas so you can resolve the import validation issues

(https://aace5.knowledgeowl.com/help/handling-import-validation-errors).
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