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Preface 

 

Importing information from a list is something that is more of an art form than a science.  It’s the square peg round hole issue.  

How to make your data ‘fit’ into Trail Blazer?  It’s very easy when you are just importing name, address, phone numbers, and 

email. 

It gets a bit trickier when the address is split among house number, street pre-direction, street name, and street post-direction 

columns.  Trail Blazer will handle that nicely, but you have to map the fields very carefully. 
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DO NOT’s 

 

Before we get into the actual importing of data, let’s discuss the do not’s of the format of the file you wish to import. 

We’ll work with an Excel file as that’s the most common of the imports.  The process is the same regardless of the 

import file type, only the pictures would change. 
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Names 

 

Incorrect:  the name is not stored consistently within the Name column 

 

Correct:  each part of the name is in a separate column 
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Addresses 

 

Incorrect:  the entire address is in a single cell in Excel 

 

This one is incorrect because it uses 2 rows for the address within a single cell in Excel. 

 

Correct:  address parts are in their own columns. 
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Phones 

 

Incorrect:  combining more than one phone in a single column will not import.  Adding additional comments to the phone number also 

will not work. 

 

 

Correct: each type of phone has its own column.  Comments can be imported (up to 50 characters) into the phone extension fields. 

 

 

Note: Trail Blazer will strip out any characters that are not digits (0-9) when importing a phone number.   
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Other Do Not’s: 

 

Zip Codes  - ensure they don’t exceed 10 characters (generally a typo). 

Email addresses – require an @ symbol and a . (period)  for the address to be valid.  We see some file where a web site address is stored 

in the email column. 
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Importing an Excel Spreadsheet 

 

For this example we will import the following data: 

 

 

Trail Blazer requires the Excel file first be saved as a CSV file. 
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I named the file ExcelFileToBeImported.csv. 

BE SURE TO CLOSE THE FILE BEFORE ATTEMPTING TO IMPORT TO TRAIL BLAZER! 

 

Login into Trail Blazer if you not already done so. 

  



    Importing Voters/Donors Into Trail Blazer  

 

10 

 

Open a Voter/Donor search panel.  Your screen should look similar to this: 
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From the File drop down menu, select Import. 
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The following screen may have different values from what you see, but in general  it will look like this: 
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Once completed it will look something like this: 
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Click Ok to move to step 2 

 

Click the Match Columns 

button to bring in the column 

headings from the CSV file. 
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In our case MOST of the columns mapped automatically.  

 

MI did not map automatically 

to the Middle Name column.  

You can do that manually by 

clicking the drop down arrow 

and selecting Middle Name 
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You may import 2 sets 

of addresses in a single 

import (home and 

mailing are typical).  

The 1
st

 block of 

addresses are mapped 

to Addr 1…  and the 2
nd

 

block of addresses are  

mapped to Addr 2… 
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If you already have data in your database, you MAY want to have the import tool merge the new data with existing data where it can.  

Trail Blazer will attempt to match records on Name and Address.  For that to occur, the name and address must be PRECISELY the same. 

If you choose to merge with existing data you must set the check box: 

 

 

If the box is NOT checked, all records being imported will be ADDED to your database. 
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If you are importing columns that will be mapped to our group attributes or log notes, then you may want to check these boxes:  

 

 

Click OK to move to step 3. 
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Here you are identifying the type of address you are importing.  Is it a home address?  A work address?  Should the address be 

considered the Default Display address? The Mailing address?  Most of the time the application has already made the correct selection 

here and you can just click OK. 
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During the import you will see the following progress meter: 

 

 

Once the import is complete you will see the following results dialog: 
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It’s important to note whether your results were as expected.  In other words, if you were merging with existing data, there should be 

records that were updated. 


