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Overview

This article walks through the steps to import a basic contact list from spreadsheet.

There are a few best practices along the way, but if you have any questions/concerns, or this if this is your first time importing please feel free to
call our live tech support for assistance.

We also offer the additional services options where we can import a new list for you or append/refresh data such as an NCOA/CASS append.

« Tip: Open a new session of your database prior to running an import, if the import goes awry it will be easier to roll-it-back. Also, make sure you
set a Source Attribute during the import process which makes it easy to find the list you imported and verify the results, it’s also beneficial if you
bring in emails and need to send in a request for us to enable them for mass email campaigns.
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& TrailBlazer

Organize.Leverage. Succeed. Running an Import of Contact Data from Excel into your Database -
Basic Overview

Steps

First prep your spreadsheet and save it as a .csv file type. My example is below with basic information related to contacts i.e. Address, Contact Info,
Attributes, and User Fields. You may end up brining a lot more or a lot less information than what | did in this example but most of the more
common if is covered below with the appropriate column headers named in such a way that they will auto-map during the import.

Img 1 of 3 — Mapping a Contact Spreadsheet in Excel for Importing
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Img 1 - Column Mapping for a Contact Import

Home Insert Page Layout Formulas i i Developer Team
{ o |
| % % cut Calibri 11 v A A —%] B S Wrap Text General - ﬁ Bad Good Neutral EEI-
—— |53 Copy ~ ; iti yperli .
tg F Format Painter B 7 U~ - B Merge sCenter - $ - % 0 | %0 5% Fcoﬂrf:ndalgiﬂnf;ﬂlv a:?_;fglﬂetv Check Cell Explanatory ... Hyperlink Input Linked Cel = || insertiDe
Clipboard [F] Font (F] Alignment [F] Mumber ] Styles Cell
A2 - {_" £ | Dr
A B = D E F G H | J K L M N (o]
1 Title LastMName FirstName L __W MiddleName Suffix Nickname Street Street2 City State Zip Zipd Country HomePhone HomePhoneExt
2 |Dr !Azuz Geoffrey \/ Ir Geof 11026 Xylon Ave N Champlin MN 55765 4327 Us 993-555-1212
3 Brackett Ann ReI'I'IOViI'Ig spaces in Marie 1111 Elway St St Paul MN 55445 us
4 Chandler  Pamela Joy Pam 11740 Texas Ave N Apt209 Champlin MN 55444 us 993-555-1214
5 olson Christopher the column headers |, 531 White PineWay ~ Apt308 Eagan MN 55116 uUs
6 schifsky  Kathleen Will make the fields Jeanne 6037 Woodchuck Cir Lino Lakes MN 55110 us 114
7 Schriner  Andrew 'auto-map' during R Scooter 6301 84th Ct N Brooklyn Park MN 55110 us 993-555-1224 Don't call after 9
8 Mr Stiyer Darrel . L Sr 9920 Briar Rd Bloomington MN 55110 us
9 Welch Daniel your import. John 9959 Watsula Rd Apt322 Meadowlands  MN 55068 us 993-555-1226  Could be a bad number
10 General Motors, Inc. 101 Big CarRd Detroit Mi 35101 us
11 Organization to Make Life Better, LLC 905 Madison Blvd Washington DC 20201 us
12 ‘ Another Organization to Make Life Better 600 Washington 5t Washington DC 20201 us 993-555-1229
Contacts where only the First Name
age o .
- - - -
is imported will automatically be You do have the ability to bring in two addresses
- - - - -
. , .
categorlzed as a COmpany in your durlng a Slng|e |mp°rt i.e. Home & Work. In th's
database. example I only brought in one.

Img 2 of 3 — Mapping a Contact Spreadsheet in Excel for Importing
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Img 2 - Contact Import from Excel
% e
File Home Insert Page Layout Formulas Data Review View Developer Team
) — — [
& cut Calibri == %] B S wrap Text General - ﬁ Bad Good Meutral Calculation L Q( @ 3
“—| B3 copy - = .|| B =
Past =] = I S = <0 .00 Conditional Format heck Explanatory ... i <ed Ce Insert Delete Format
ste e T B 7 = = & [ Merge & Center $ - % v | %90 Foor:nalttlionr:' Es&;;rg‘ae B Cl Cell xplanatory Hyperlink Input Linked Ce pse letsiomna 4
Clipboard [F} Alignment ] Mumber [F} Styles Cells
Y36 - ( *
P Q R 5 T U v w X L z
1 BusPhone BusPhoneExt CellPhone  CellPhoneExt Email Altemail BirthDate Employer Occupation Jobtitle Note
2 996-555-1212 994-555-1212 primary-emaill@domain.com email2.email@email.com 3/4/1978 3M Technician long text and comments entered here
3 Call before 8pm. primary.email2016@domain.com 1/1/1954 GMC Accountant
4 |996-555-1214 %403 Don't call after 8pm. e-mail-2@email.com 4/20/1988 General Mills Account Exec  Senior VP of Sales VIP Donaor.
5 994-555-1222 primaryEmaill@domain.com
6 x412 12/11/1990
7 Daytime only. Trail Blazer Sales Rep Retired
& 996-555-1225 x414 994-555-1225
9 996-555-1226 x415 994-555-1226 biggie-bobby@icloud.com CCH High School Teaching School Teacher Met at the golf event.
10
11
12
13
14
15

Img 3 of 3 — Mapping a Contact Spreadsheet in Excel for Importing
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Img 3 - Column Mapping for Contact Import from Excel

<
Home Insert Page Layout Formulas Data Review View Developer Team

3 & cut Calibri 11 v A4 g%] P S Wrap Text General - ﬂ] ﬁ Bad Good Neutral Calc
_— Gacopy~ L =
P g romatpanter| B L U7 | O A EE S| FE Evegeacenters | § - % 5 W53 Condtiona Fomat EE= eplonatory .. Hyperlink Linky

Clipboard (] Font (] Alignment (] Mumber (] Styles

AP36 - 5

AL AB AC AD AE AF AG AH Al Al AK
1 Gender User001 User002 User003 UserDate01 UserDec01  Website Board Member Status
2 M Any text up to 255 cha 1/1/2011 80.19 www.yourdomain.com  Current
3 F 0 255 characters. www.yourdomain.com
4 F 1/3/2011 100.12 www.yourdomain.com  Prior
5 M 1/4/2011 www.yourdomain.com  Current
6 F Any text up to 255 characters. . www.yourdomain.com  Current
7 M User fields wwnw.yourdomain.com This will i rtint
g8 M 1/7/2011 102.12 www.yourdomain.com  Prior IS wi Impo into
9 M Any text up to 255 characters. Any text up to 255 characters. 1/8/2011 45.45 www.yourdomain.com an attribute folder ca"ed
10

L Ll

1 Board Member Status’. When
12 i Il t
1 mapping you'll map to

"Attribute Builder/Attribute Name'.

Take a look at the Related Resources section below for links to example spreadsheets to use as a starting point as well many other import related
articles and videos to get help on correctly mapping your column headers.

Once your spreadsheet is prepped you’ll need to save it as a .csv and close the file. In this example | called mine ‘2016-04-21-contact-list-for-trail-
blazer-from-sales-force.csv’ as shown in the images below.

Img 1 — Save the Spreadsheet
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E! H Cr TR o W)= - 2016-04-21-contact-list-for-trail-blazer-from-sales-forcexlsx - Microsoff
\ File Home Insert Page Layout Formulas Data Review View Developer Team
- _
2 - S = 3 T T LY. e Es
Information about 2016-04-21-contact-list-for-trail-blaze... - =
Save As . R
C:\Temp'2016-04-21- contact-list-for-trail-blazer-from-sales-force.xlsx [ == FLLE S - ]
"
Close
- Permissions
%‘ Anyone can cpen, copy, and change any part of this workbook,

Protect i —

Recent Workbook =
L —
Properties ~
Mew ,
i Size 12.8KB
) Prepare for Sharing Title Add a title
Print @ Before sharing this file, .be aw-arethat it contains: Tags Add a tag
Check for Documnent properties, printer path and auther's name Categories Add a category
Save & Send s
Sues ¥
Related Dates
Help Last Maodified Yesterday, 1:14 PM
H Created 1/27/2014 9:40 AM

] Options Versions iy

@ ) There are no previous versions of this file, Last Printed Never
Exit

Maf‘age Related People

Werzions *

Author mpanger
Add an authar

Last Madified By  jkristenson

Related Documents

[ open File Location

Show All Properties
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Img 2 — Select a Location on your Machine to Save the File, Give it a Name, and Save it as a .csv File Type
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Choose a location on your machine to save your file to, give it a name, and save it as a .csv file.

e v| . v Computer » Local Disk(C:) » Temp »

- | 4 | | Search Temp
- m—

Organize « Mew folder

@ Microsoft Excel

r Favorites
Bl Desktop
L Temp
4 Downloads
“Zl Recent Places

B Desktop
1 Libraries
A jkristenson
1M Camputer
G“- MNetwork
53 Control Panel

5] Recycle Bin

Mame

. ConvertedHTML
. Win5nap Images
. Latest Compile
0 5QL-Queries

Date

8/20/2012 10:47 AM
10/18/2012 10:34 AM
6/18/201512:34 PM
1/12/2016 10:26 AM

File fol
File fol
File fol
File fol

File name: 2016-04-21-contact-list-for-trail-blazer-from-zales-force.csv

Save as type: ’CSV (Comma delimited) (*.csv)

X

Authors: mpanger \

Tags: Add atag

% Hide Folders

2. Save it as a .csv
file type which is

N\

1. Give your spreadsheet
file a name.

Title: Add a title

Subject: Specify the subject

Tools - E Save ; [

supported by Tra
for mass importing.
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Img 3 — Click [Yes] if Prompted when Saving as a .csv File Type

’
1 Microsoft Excel

==

2016-04-21-contactist-for-trai-blazer-from-sales-force. csv may contain features that are not compatible with C5V (Comma delimited). Do you want to keep the workbook in this format?

+ To keep this format, which leaves out any incompatible features, dick Yes.
« To preserve the features, didk No. Then save a copy in the latest Excel format.
« To see what might be lost, dick Help.

If you get this warning, click [Yes] to continue.

Next you’ll need to close the .csv file to be able to import it into your Trail Blazer database. Click the red [x] in the upper-right.
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Close the .csv spreadsheet in order
to import to your database.

N — o ¥ Autas .
|Ca|cu|atmn EEI- §< E] utosum ﬂ [ﬁ
i (@] Fill -
. Linked Cell — | Insert Delete Format Sort & Find &

- - - 2 Clear~  Filter~ Select -
Cells Editing

o P o] R 5
HomePhoneExt BusPhone BusPhoneExt CellPhone  CellPhoneExt
996-555-1212 994-555-1212
Call before 8pt
996-555-1214 Don't call after
994-555-1222

Don't call after 9 Daytime only.
996-555-1225 994-555-1225
Could be a bad number  996-555-1226 994-555-1226

KNOWLEDGE BASE www.trailblz.com/kb 10



http://www.trailblz.com/kb

&Y Z;{E‘ié!gzer Running an Import of Contact Data from Excel into your Database -
Basic Overview

Excel will likely prompt you with a warning to save the file again, if you are certain you have saved it in the previous steps you can click [Don’t Save]
(which is what I did in this case), but if you aren’t certain, you can overwrite your other .csv file by saving again in order to finish closing the

program.

*If you are certain you have 'saved’ your spreadsheet in the last step you
can click [Don't Save] because Excel will prompt you with this message

after you saved it as a .csv prior.
rMiCI‘GSD%t Excel | | | u

.I'H'\l\.
4 I 3 Do you want to save the changes you made to
'2016-04-21contact-ist-for-trail-blazer -from-sales-force. csv'?

Save ! Don't Save J [ Cancel

Once saved and closed your file should look similar to my finished example below.
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4
@O ‘| . v Computer » Local Disk (C:) » Temp »
. — - — = = T . .
Organize » Include in library + Share with » Slide show Burn Mew folder
43 Favorites Mame Date . Type Size Tags
- Desktop . ConvertedHTML 8/30/2012 10:47 AM File folder
L Temp 1) WinSnap Images 10/18/2012 10:34 AM File folder
& Downloads 1 Latest Compile 6/18/201512:34 PM File folder
‘E:_"_l Recent Places 10 SQL-Queries 1/12/2016 10:26 AM File folder
& 2016-02-29-example-disclosure-html-for-a- custom-ward-wrapped-fec-donation-form-disclosure-text-box.html - 2/29/2016 8:32 AM Firefox HTML Document 3KB
- - Desktop @ 2016-04-21-contact-list-for-trail-blazer-from-sales-force xlsx 4/20/20161:14 PM Microsoft Bxcel Worksheet 13 KB
1> [l Libraries %] 2016-04-21-contact-list-for-trail-blazer-from-sales-force.csv 4/21/2016 12:47 PM Microsoft Excel Comma ... 3KB
A jkristenson
I| 1> /M Computer |
I ?! Metwork
> B3 Control Panel
o Reoyletn Your spreadsheet should be saved as a .csv file and closed prior
b | sales
. support-data-and-training tO impOl’ting il‘ltO YOI.II‘ database.

Log into your Trail Blazer database, and navigate to the Contacts (Voters/Donors) list.
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o-!  Settings Help

Application Menu

Extd

Tasks

- B Canvassing

- Ep Contact

-8 Cortacts

- Addresses

@ Households

-8 Contact Relationships
+-“#p Contributions/Pledges
- Product Sales
> Logs

75 Communications
D"a Financial

[y System Manager

(]

<«

<3 Search %, Reset 4= New 0 L) f @ | File <| Edit + 0 | §pInclude Other | Contacts
| By Communications  »
Favorites | General |Md'&ss | Housshold I.Ptl‘.ribt.rt& I Canvass | FI$ Reporting ' Ls
&g Utilities v B Egport.
Name | Phone | E-Mail | Email Links | Profie | Work |
@ |&. Import...
. o — E% Delete Selected Records...
P ividual ame -
..... e = Search all name erge.. Import new recurdsi
Corporation First/Org Name: ¥ [(anywhere in field) _ _ _
Foundation Middle Name: - —————— Find possible duplicates...
Mickname: Split Couples into Separate Contacts..,
Frior Last Mame: Sort in household walking list order...

S8 Edit | % Include % Bxclude B Sort Format - mﬁ Export &Print @ Surnmary I:D E [E] Pivot

¥ LACLS 1S e = | L CImens 0 LINe Dres = | L
- Last First Address ) Zip Home Bus
Incl ID Title Mame Hame ML Type Address City State Code Phone Phaone
= J

Make sure that the Import File Type is set to ‘From CSV (Comma Delimited Text)’ and that ‘Add/Update Contact Records’ is select from the Type

drop-down.
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Select 'From CSV (Comma Dilimited Text)
if itisn't already selected.

Trail Blazer Import (Step 1 of 3)

Import File Type: | From C5V (Comma Delimited Text) -

Type: | Add/Update Contact Records -|

Source Location: ChTempt2015-11-24-demao-

nonprofit-mark-contribution-list-
for-demo-nonprofit-joel-filler-

Select Add/Update Contact Records.

Database Name:

Source Attribute: «skip source setting> T] 4F Mew

[E==n

@ oK

Click [Browse], select the .csv file you saved in the previous steps, and click [Open]. /In my example it was located in my Temp folder.

KNOWLEDGE BASE www.trailblz.com/kb 14
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Locate your .csv file where you saved it, select it, and 'Open’ it for importing into Trail Blazer.

i e {)pen-

v . v Computer » Local Disk (C) » Temp »

Organize = MNew folder

- | 3 | | Search Temp

< Eavorites Mame Date Type

Bl Desktop . SQL-Queries 1/12/2016 10:26 AM File folder

L Temp . Latest Compile 6/18/201512:34 PM File folder
4 Downloads . WinSnap Images 10/18/201210:34 AM File folder
"l Recent Places . ConvertedHTML 8/30/2012 10:47 AM

File folder

Microsoft Excel Comma Separated Values File

k] 2016-04-21-contact-list-for-trail-blazer-from-sales-force.csv  4/21/201612:47 PI

[} Desktop
= Libraries
A jkristenson
1M Computer
?! MNetwork
@ Control Panel

5] Recycle Bin

. sales

. support-data-and-training

<

File name: 2016-04-21-contact-list-for-trail-blazer-from-sales-force.csv - ’CSV files (*.csv)

2 I Open |vl [ Cancel ] )
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Click the [+ New] button to create a Source Attribute.

Trail Blazer Import (Step 1 of 3)

Import File Type: [me C5Y [Comma Delimited Text)

q | Type: [Add.i'Update Contact Records

Source Location: ChTemp'2016-04-21 -contact-list-
for-trail-blazer-from-sales-force.csv

Database Name:

Source Attribute: <skip source setting=

Click the [+ New] button

to create a source attribute
so you can quickly search for
the imported list after the
import is complete.
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Create a distinguishable source attribute name and click [OK]. Some common ways to name this is to include the date, the data source, and your
initials. If the import requires multiple passes you may want to categorize each ‘pass’ accordingly.

Create New Attnbute

MNew Attribute
BH' The new attribute will be created in the "\Source of Record (System
Default)” folder.
MName: 47256 Contact Import from Sales Force [Lst pass] by JAK

1

1. Provide an easy to understand source
attribute name that distinguishes

where the list is coming from.

2
|@ Cancel |

Once all the steps are complete for the 1% part of importing click [OK] to move onto the 2" part which included Column Mapping and the Pre-
Import Check.
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Trail Blazer Import (Step 1 of 3)

Impart File Type: [Fram C5Y [Comma Delimited Text)

Type: [Addepdate Contact Records

Source Location: ChTemph2016-04-21 -contact-list-
for-trail-blazer-from-sales-force.csv

Database Name:

Source Miribute:  |4/25/16 Contact Import from Sales v] 95 New

(D) oK | [@cancel |

Click [OK] to move onto ‘column mapping'
once all of these 1st steps are complete.

This will open up screen 2 of 3, check the box in the upper-left to ‘Merge’ */F you want to merge any new contacts with pre-existing contacts in
your database (if it’s an exact match), then click the [Match Columns] button.

KNOWLEDGE BASE www.trailblz.com/kb 18
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Trail Blazer Import (Step 2 of 3)
P P

Gereral | Options | Source

Table/File: | C:\Temp\2016-04-21 -contact-list-for-trail-blazer-from-sales-force.csv

Dluring impaort, merge source data with existing contact records where appropriate.

Please use extreme caution when merging while importing. 5ince new records are
merged with existing data, you will not have the option of simply deleting the
imported records if you discover a problem with the source data or the way columns
were matched, On the other hand, if you import records without merging, you can

1. *IF you want
to merge records
your‘re importing iy Trai Blszer Column
with a matching
record that's alread
in your database
make sure you
check this box.

ZE Match Columns |  Pre-import Check | [@ 0K | (@ Cancel |,
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Note: For a merge to occur the record must match by Unique ID, Name + Email, or Name + Full Address. You can also search for possible

duplicates after the import and merge them together within your database.

You'll likely get a pop-up message warning you that if you are Wi-Fi that you verify you have a steady internet connection, if the internet gets
interrupted it will cause the import to fail. Click [OK] to proceed, and optionally check the box if you don’t want to get this pop-up message again.

KNOWLEDGE BASE www.trailblz.com/kb 20
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&) Trail Blazer Import (Step 2 of 3)

General | Options I Source

Table/File: CA\Temp2016-04-21 -contact-list-for-trail-blazer-from-sales-force. csv

Cluring import, merge source data with existing contact records where appropriate.

Please use extreme caution when merging while importing. 5ince new records are
merged with existing data, you will not have the option of simply deleting the

imported records if you discover a problem with the source data or the way columns
were matche

Warning

WIRELESS ALERT

If you are importing more than a few hundred records
using a wireless connection, your import will likely fail.

Do Mot Import i

Either use an internet connection via a wire or contact
Title Trail Blazer Customer Support for an alternate method

of connecting to your database for importing data.
LastName

First Mame
MiddleMame Do not show this message again.

|Addr1 Address2 - |

| Adart City

1. *If you don't want [Adart state
this pop-up message —

to display again in Match Columns Pre-lmpart Check ] q_.ﬂl QK 5
the future check
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If you are running an import with many columns you can drag the top and bottom of the screen up and down to make it easier to view. My
example is below.
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http://www.trailblz.com/kb

& TrailBlazer

Ovgantze.Levarage. Succeed. Running an Import of Contact Data from Excel into your Database -
Basic Overview

0 Trail Blazer Import (Step 2 of 3)

T
1
General | Options | Source * \

TableFile: C\Temp'2016-04-21 -contact-list-for-trail-bMger-from-sales-force.csv -

il Diuring import, merge source data with existing contact records wi Sppropriate.

H. Please use extreme caution when merging while importing. Since records are -
!'nerged with exist?ng dat;, you will not ha\re';he option of simply del®jng the D
] imported records if you discover a p_roblerr] with the source_data orthe_ columns
were matched. On the other hand, if you import records without merging?
h
R
Ny

Source Column Trail Blazer Column X
Title [Ti’(ie v] \
LastName [LastName v]
FirstName: [ FirstName - ]
Middle Name [ MiddleName - ]

| | sufix [sutfix -

I Mickname [NickName v]
Street [Addﬂ Address v]

|| see2 |Adart Address2 -] Drag the top and bottom
— {:::Z o :{ edges of the screen up and
2 (Adart ZipCose ) down to adjust the height in
Zipd [Addnt le.CodePinsAM chars only} - order to make mapplng
Courtry [Addrt Nation - .
HomePhone [HomePhone '] columns easler.
HomePhoneExt [ HomePhoneExt hd ]
BusPhone [ BusPhone - ]
BusPhoneExt [ BusPhoneExt - ]
CellPhone [ CellPhone - ]
CellPhoneExt [ CellPhoneExt - ]
Email [Ema.ii v]
Atemail [AnEmail -
BithDate [ BirthDate - ]
Employer [ Employer - ] /|
Occupation [ Occupation - ]
Jobtitle [sobTitle v/
Mote [ Log_Array / ]
Gender [Se)( / v] T X
User001 (Do Not mport 7 LEDGE BASE www.trailblz.com/kb 23
User002 [Do Mot Import / v]
Userd03 [Do Mot Import / v] il
< ' m I’ 1| 3
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Map your spreadsheet columns (the ones on the left) to the Trail Blazer columns (the ones on the right). If you previously mapped them without
spaces in your spreadsheet they should automatically map, otherwise you’ll need to select the appropriate field from the drop-down. This article
provides a guideline for most of the fields in the database and what the column title needs to be to auto-map.

Img 1 of 2 — Column Mapping for Contact Data for Importing
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TTE—— _I'—"-1
13) Trail Blazer Import (Step 2 of 3) EIL

General | Options: I Source
Table/File: | C\Temp\2016-04-21-contact-list-for-trail-blazer-from-sales-force. csv -
1 During import, merge source data with existing contact records where appropriate.
Please use extreme caution when merging while importing. Since new records are -
merged with existing data, you will not have the option of simply deleting the
imported records if you discover a problem with the source data or the way columns
were matched, On the other hand, if you import records without merging, you can -
Sourze Column Trail Blazer Calumn =
Img 1 of 2 - Column Tille [itte -

. f LastName [ LastMame - ]
mapp'"g o contaCt FirstName [FilstName V]
data into Trail Blazer. || videnam [ MiddleName -]

Suffix [ sufric ~|
Nickname [ MickMame - ]

Strest [Addrt Address -]

StreetZ [Adart Address2 ~|

City [Adart city -

State [Adart state -]

Zip [Adart zipcode ~|

Zp4 [Addrt ZipCodePlus4i4 chars only) -]
Courtry [Adart nation ~| L
HomePhaone [ HomePhone - ] [
HomePhone Ext [ HomePhoneExt A ]
BusPhone [ BusPhone - ]
BusPhoneExt [ BusPhoneExt - ]
CellPhone [ CellPhone - ]
CellPhoneExd [ CellPhoneExt - ]

Email [Email ~|

Aemai [AitEmail -
BithDate [BirtnDate ~|
Employer [ Employer - ]
Occupation [ Crecupation - ]

Jobtitle [s0bTitie ~|

Note [ Log_Array - ] L kb 25
Gender [Se)( - ]

UserD01 [Useﬂ)ﬂ] - ]
User02 [Userl)l)?. - ]
. | 1
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Img 2 of 2 — Column Mapping for Contact Data for Importing

KNOWLEDGE BASE www.trailblz.com/kb 26



http://www.trailblz.com/kb

& TrailBlazer

Organize, Leverage. Succeed.

Running an Import of Contact Data from Excel into your Database -
Basic Overview

a Trail Blazer Import (Step 2 of 3)

General | Options | Source
Table/File: C\Temp'\2016-04-21 -contact-list-for-trail-blazer-from-sales-force. csv -
Ll During import, merge scurce data with existing contact records where appropriate.
| Please use extreme caution when merging while importing. Since new records are .
merged with existing data, you will not have the option of simply deleting the
imported records if you discover a problem with the source data or the way columns
'were matched, Onthe other hand, if you import records without merging, you can -
Source Column Trail Blazer Column o
Img 2 of 2 - Column ||| s (st 7]

- Nickname [NickName v]
mapping of contact Street [Addrt Address -
data into Trail Blazer.|| s~ [Addrt Address2 -

City [Adart city -
State [Adart state -
Zip [Addrt zipcode -
Zipd [Addrt ZipCodePlus4i4 chars only) -
Courtry [Adart Nation -
HomePhane [HomePhone V]
HomePhone Ext [HomePhoneEn‘t V]
BusPhone [ BusPhone A ]
BusPhonsExt [ BusPhoneExt A ]
CellPhone [ CellPhone - ]
CellPhoneBx [ CellPhoneExt - ]
Email [Email -
Attemail [AttEmail -] [E
BirthDate [BirthDate -
Employer [Empiwel V]
Cccupation [ Crecupation - ]
Jobitle [sobritie -
Mote [ Log_Array - ]
Gender | Sex A |
*This import includes: U001 e ]
. User002 [UselDDZ V]
- (3) User FIEIdS UserD03 [Usemﬂ3 v] 27
_ ( 1) User Decimal Field UserDateD1 [user Date 1 stringMMDDYYYY -
. UserDecO [User Decimal 01 V]
- (1) User Date Field Webste website 7]
FL A WY I Bazrd Member St=t s [Aﬂlibu‘te Builder # Attribute Mame v] —
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Once you finish the column mapping click the [Pre-Import Check] button which will scan your .csv file to check for any issues that will cause the
import to fail (errors) and any other data you may want to cleanup prior to importing (warnings).
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one
Email

Altemail

Birth Date

Employer

Qeccupation

Jobtitle

Mote

Gender

Userl01

Ugerd02

Userl03

UserDate01
UserDec0

Website

Board Member Status

CellPhoneExt

| Email

| AltEmail

| BirthDate

[ Employer

[ Crccupation

| JobTitle

[ Log_Array

[SE]{

| Useroo1

| User002

| Usero03

[ User Date 1 StringMMDDYYYY

[ User Decimal 01

| Website

[Attribute Builder ; Attribute Name

*

LI

Match Columns [ Pre-Import Check

The pre-import check will scan your .csv file for

‘errors' that will cause the import to fail and 'warnings'
which should be cleaned up. The end goal is to get 0
errors and 0 warnings prior to RFRiAG jeurfiiarithport.
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Once your file is free of any errors, click [OK] to proceed.

Once you get your file cleaned to the point
where there aren't any errors, click [OK] to proceed.

Congratulations! This file has no errors and no warnings.

] |

Click [OK] again on the column mapping screen.

KNOWLEDGE BASE www.trailblz.com/kb 30



http://www.trailblz.com/kb

& TrailBlazer

Organize, Leverage. Succeed.

Running an Import of Contact Data from Excel into your Database -

Basic Overview

Altemnail
Birth Date
Employer
Oeooupation
Jobtitle
Mote
Gender
UzerD01
UserD02
UserD03
UserDate01
UserDec0
Website
Board Member Status

| AltEmail -

| BirthDate

[ Employer
[ Oeceupation

| JobTitle

[ Log_Array
[ Sex

| Useroo1

| Userooz

|Useroo3
[User Date 1 StringMBMODYYYY

[User Decimal 01

| website

[Attribute Builder ; Attribute Name

* |

L

Match Columns Pre-Import Check QK i I@ Cancel ]

*If you are importing an address(s) you’ll get another screen for the address mapping i.e. Mailing, Work, Home, etc. Check the corresponding
boxes for the type of address(s) you’re brining in and click [OK]. /In my example | brought in a single address that | mapped to Home/Default

Display/Mailing, you can always adjust these checkboxes once the data is in if necessary.
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Check the boxes for the type of address(s) you're brining in
i.e Work, Home, Mailing, Default Display, etc.

Address Impoert Flags (Step 3 of 3)

=jn8 e
Addrl Type

Home work Default Display
Main Main Mailing
Other Other Registration
Faormer
Address Type: [Residentiai "]
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The import will commence, you'll get a status screen that displays how many records have been created, updates, as well as any errors that are
taking place. If you are getting errors that weren’t caught during the pre-import check you’ll want to pause and cancel the import to fix the original
data set. My example is below.

As the import runs you'll get a status screen where

you can see which records have been updated/created

as well as if there are any errors occuring. If you are getting
errors you'll want to cancel the import and cleanup those errors.

‘ Prog ressl i @ |

Progress

_—

Contact records imported: 8
Contact records to import: 11
Created: 4
Updated: 4

Errars: 0

Running Time: 0.00:00.07
Records per second: 1.14

Pause H@Cano&l ]
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Once the import is complete you’ll get a screen that displays the results, click [OK] to finish. My example is below where 11 records were imported
with 7 new records created and 4 updates to existing records.

You'll get an import results screen after the
import has completed.

Result

Created:; 7
Updated: 4
Errors: 0

Running Tirme: 0.00:00:07
Records per second: 1.57

To view the list of data you imported open a new Contacts (Voters/Donors) list, navigate to the Attributes tab, the Source folder, check the box for
the new source attribute you created during the import and click [Search]. In my example it produced 11 contact records that were either created
or updated.
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be Reset | < Mew 0= | L) % @ | File  Edit » | ) | 8aInclude Other | Contacts

o5l Seftings  Help

Application Menu

El=2d 2
! P
sk | Favorites | General | Address | Household)| & Attibuts Fmvasisela‘jonlCom‘buelF‘ledgelEm | sales | Log | Admin | saL |
- Dashboard
- 8 Calendar/Tasks # Include | Exclude
[j--% Canvassing
=-&p Contact
{8 Contacts e ] Attribute Yes  DateFrom Date To Note ~|m
@ Addresses E-{= Source of Record (System Default) ¥ W
@ Households 3 §E 4/25f16 Contact Import from Sales Force (1st pass) by JAK o)
[8H Contact Relationships o =3 : = ‘\ 3+
4y Contributions/Pledges to Z Already Present, Did Mot Import ~
‘&; Product Sales of 1 selected EE Donation via Facebook S
- Logs g; Just Created il
-5 Communications
{8 Financial
(- %y System Manager
=8 Edit | % Include % Exclude | Sort ) Format ~ ma Export & Print @ Summary ED E ot |
Count of records [
Created/u pdated Ind E}ne 4 First Name Address ﬂﬂ‘i’;“ city State  Zip Code Home Phane Email
- - = : e Life Bette
during the import. [~ R — - .
General Motors, Inc 101 Big Car Rd Detroit MI 35101
Organization to Make Life Better, Lic 905 Madison Blvd Washington DC 20201
Azuz Geoffrey 11026 ¥ylon Ave M Champlin MM Lo76e5-4327 [993) 555-1212 primary-emaill @domain.com
Erackett Ann 1111 Elway St 5t Paul MM 55445 primary.email2016 @ domain.com
Chandler Pamela 11740 Texas Ave N Apt 209 Champlin MM 55444 (993} 555-1214
Olson Christopher 531 White Pine Way Apt 308 Eagan MM 55116 primaryEmaill @ domain.com
Schifsky Kathleen 6037 Woodchuck Cir Lino Lakes AN 55110
Schriner Andrew 6301 84th Ct N Brooklyn Park MM 55110 [993) 555-1224
Stiyer Darrel 9920 Briar Rd BEloomington M 55110
""" Welch Daniel 9959 Watsula Rd Apt 322 Meadowlands MM 55068 [993) 555-1226 biggie-bobby@icloud.com
Open Windows — —
[l =100 =Nl S— =l

If the import was a success you're finished. If it went awry you can roll-it-back with the rollback utility.
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It’s also a good idea to close down your database and relaunch it before starting on any other work. If you imported emails you’ll need to send in a
request to our support address (support@trailblz.com) requesting that those get enabled and provide the source of where the list came from.

Take a look at the related resources below for a plethora of other information on prepping and running imports.

0909

Trail Blazer

- YouTube Channel
- Knowledge Base Articles
- 3rd Party Resources
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Related Resources

Article: Import Templates

Article: Field/Column Mapping When Importing Voter/Donor Data

Article: Pre-Import Check

Article: Importing Contributions

Article: Start Import — Importing Data From Access — Add/Update Voter
Article: Rollback — Undo Function

Article: Import Information — Definitions and Column Data Type

Article: Log Notes vs User Fields vs Attributes

Article: Exporting from QuickBooks and Importing Contribution Records into Trail Blazer

Article: How to Configure your RDP (Remote Desktop) Settings on a PC to Allow Access to your Clipboard, and Disk Drives

Article: Importing Pledges — Best Practices

Article: Importing District Information — from Non Registered Voters

Article: Export Outlook Contacts

Video: Importing 102 Importing your first list
Video: Importing 101 What to avoid
Video: Importing 102 Merge or Do Not Merge during import

Video: Attributes — Import with Date and Value

Video: Attributes — Import with Date and Value

Video: Excel- Leading0s — Retaining When Opening CSV Files In Excel

Video: Importing Contributions
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Trail Blazer Live Support

© Phone: 1-866-909-8700
® Email: support@trailblz.com

E? Facebook: https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
B Twitter: https://twitter.com/trailblazersoft

* As a policy we require that you have taken our intro training class before calling or emailing our live support team.
Click here to view our calendar for upcoming classes and events. Feel free to sign up other members on your team for the same training.

* After registering you’ll receive a confirmation email with the instructions for how to log into the GoToMeeting session where we host our live
interactive trainings.

* This service is included in your contract.
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