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Importing Customer Lists from Text
Files

Simple customer lists may be imported into ADVANTAGE through use of the import
feature in the Marketing screen. More complicated lists may need to be sent to us for
handling.

To begin, on the Main Menu, click on Marketing, then Marketing.

Acctivity

Activity Software Get It All Together

Order Processing Production

Accounting Reports

¥i Marketi ng System

Human Resources

Technical Support
1-877-237-9478

www.activitysoftware.com

4+ Click on the Import/Export icon at the bottom of the Marketing screen:

may take quite a while] Recalc

¥ Include Active W Include Inactive [ Parent Record Only

IR E R

Imoort | Export
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ImporyExport

Import/Export Templates Template Mame: Template Figldz
Suppart E xpiing-K ~ | |
test "

testing Delimeter Type [Blank - Skip Field)

Upgrade list |ASCIL, Comma Separate“ Customer Name
UPS Template iggress 12
“winF ax Phonebook b Operation Add::zz 3
MNew Template | Save Mew Cit

— 2 — " Impart + Export Slt::te

Zip/Postal Code

Template Motes

Options
™

™ Convert Text to UC/LC
I” Format Phone Fields

Export Sort Qrder
e Mame " Postal Code

+ Click on the drop down menu under Template Fields. If you need to import any fields that do
not appear on this list, you must contact Activity Software Support so that they can

perform the import for you. If all of your fields appear on this list, you can perform the import on
your own.

If you have determined that all of your fields are present on the drop down menu, you can proceed with the remaining
instructions on how to import customer lists.
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Importing Customer Lists

Imported files must be saved in a particular format before they can be imported. The files must be
in text tab delimited format (.txt). This format is one of the selections when saving customer lists

in Excel:

Y VIdens
T;;J [C5)Mew Folder
" () Mew Folder (23
My Complter ) OneMaote Motebooks
— [Co)PcSetup
Iy Metwork,
Places
File name: Book1.xlsx v |
Save as type! |Fucel workbook (*,xlsx) |r\7
Excel Template (*.xlbx) A
Excel Macro-Enabled Template (¥, xdtm) 1
Exce 7.2003 Tenglte (“1 =
| Text (Tab delimited) Yy
Unicode Text {*.bxt)
#ML Spreadsheet 2003 (*,xml) e

In order to import the list, the .txt file must be saved in your ADVANTAGE data directory. You
can save the .txt file to this directory by selecting My Computer, Local Disk C: (or the drive
containing ADVANTAGE'S information), Program Files, POS6, and then Data:

Save in: |L'f)F'DSB v| Qo S A
5 [CIBACKUP
i :3 S)data <
MyFecent | |C)GRAPHICS
Documents Cpdf
— Iy sentinel
=
|_ E] license, kxt
Desktop
My Documents
by Computer
-% File name: |sample import, bt A | [ Save ]
Py Hetwork. Save as type: |Text Documents [*.tat] v| [ Cancel ]
Encoding: |ANS| - |

4+ After saving the .txt file in your ADVANTAGE data directory, open ADVANTAGE
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4+ Click on Marketing
4+ Click on Marketing again

Acctivity

Activity Software Get It All Together

Order Processing Production
Accounting Reports Jd Marketing
¥ Marketing System

Human Resources

or: 531
www.activitysoftware.com

% Click the Import/Export icon at the bottom of the screen:

¥ Include Active W Include Inactive | Parent Redlid Only

‘ — T T o may take quite & whils] Recalc

Impork | Export
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+ ADVANTAGE brings up the Import/Export screen:

=

-+

=

Import{Export

Import/Export Templates Template Narme:

Advantage Upgrade ~
AFS

|Samp\e Import

Current Suppoart Delmster Type

Email address
Export ta ACT
filing labels b,

|£SCIL, Tab Delimited

Operation

Mew Template | Save Mew

Template Notes

" Ewport

[~ |

Template Fields

1 | Customner Mame - J

2 |PS Contact First Mame -
3 |P5 Contact Last Mame -

Maove Up | Delete |

Click on New Template

Options

™ Check for Duplicates

[ Convert Text to UCALC
™ Format Phone Fields

[ Assign Custorner Origin b

[~ Assign to Salesperson:
Employee -
[ Assign to Industry:
Advertizing -
Export Sort Order

& Mame " Postal Code

Type in the new template’s name under Template Name

Delimeter Type — make sure ASCII, Tab Delimited is selected

Template Fields - use the drop down menus to select the fields that are in the file that you
are going to import. You will need to select these according to the exact order that
they appear in your import file. For example, if your import (.txt) file lists customer

name, address, phone number, you will want to use the drop down menus to select each

of these fields in that exact same order.

Options — select the options that you want ADVANTAGE to perform when creating your
import template. For example, you can tell ADVANTAGE to check for duplicate entries,
format your phone fields, and assign an entire imported list to a specific origin,

salesperson, and industry.
Click Save New

Find the template you just saved under the Import/Export Templates list and click on it

Click Begin Operation
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import:

Import File Name

Laak in: | ) data

— | I Z)DATA FILES SAYED
I_ﬁ IZ100d Databases
My Recent Ioldreports
Doc:i,lments [Z] sample impart. bt
Desktop

ty Documents

3

-

& ¥ BE-

7 \CTIVITY

ADVANTAGE will display your data directory and all of the files that you can choose to

PIX]

ﬂ Open |

4y Computer
‘:J File name: |m
My Metwark Files of type: |Text ["xt)
Places

ﬂ Cancel
Help

+ Choose the file that you wish to import.
+ ADVANTAGE will display the import for your verification:

Import/Export

Import/Export Templates Template Name:

Template Fields

mine A
Sample Impart
Sarnnle Imnnrt

‘Sample Import

Delimeter Type

Import Yerification

1 | Customer Name

=l -

2 PS5 Crantact First Mame -

First, Middle, Last Recards

Customer Mame PS Contact First Mame

PS Contact Last Mame

Sample Signs Sam

Sample

E xample Signs Example

M cE xampleson

Test Signs Samantha

Tester

Instructions

iews the first, middle, and last records
above to confirm that your impart template is
defined comectly.

Begin Operation |

LContinue ‘

Cancel ‘

Advertizing hd

Export Sort Order

&+ Mame

" Postal Code
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+« ADVANTAGE will then display how many records were imported successfully:

Import{Export

Import/Export Templates Template Marme: Template Fields

~ |Sample|mpnrt 1 WJ

IDilirgetes Uiz 2 |PS Contact First Name -
S ample Import |ASCH, Tab Delimited j

3 |PS Cortact Last Mame hd

b Operation

Mew Template | Save Mew
el | [[TTT1] g
Import Complete ﬂ

Template Hotes

y  remmres iaeied Check. for Duplicates
Conwvert Text to UCALC

Format Phone Fields

Azzign Customer Origin o

-

[ Assign to Salesperson:
Employes

[ Aszsign to Industry:

Advertizing -

Export Sort Order

- " Mame " Postal Code
Begin Operation |

+ Click OK

Your import is now complete. You can save multiple templates and reuse the ones that you have created for future imports.
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