ATS Ultimate Spreadsheet
Importer




Functionality

Allows you to import and update records in
iMIS from a Microsoft Excel spreadsheet

Creates individual and company records
Update custom demographics in iMIS
Create activity records in iMIS

Desktop application that requires the iMIS
Business Objects and the .NET 2.0
framework to be installed

Works with both iMIS 10.x and iMIS 15.x

we can solve it.
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Key Features

Extensive duplicate checking based on setup you
control in iMIS

}(alligates data in a spreadsheet against iMIS lookup
ields

User-controlled column matching

Review matched and unmatched records and export
them for review

Selectively decide which unmatched records to
import into iMIS - all or just a few

Provides notes that indicate possible reasons for a
match or non-match

Create activity records for standard or custom

ctivity types
we can solve it.
www.atsol.org




Installation

« Simple, wizard installer

i'é'd Ultimate Spreadsheet Importer M= E3 |

Welcome to the Ultimate Spreadsheet Importer ats
Setup Wizard -

W Can solve it

The installer will quide pou through the steps reguired toinztall Ulimate Spreadsheet Imparter on
YoLr conputer.

WA RMIMG: This computer program is protected by copyright law and international treaties.
Unauthorized duplication or distribution of thiz pragram, ar any partion af i, may result in sesene civil
ar criminal penaltiez, and will be prozecuted ta the maximum extent poszible under the law,

Carcel

we can solve it.
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Connection Setup

* License key provided by ATS

¥ Connection

ATS License Key
iMIS Yersion
S0L Server

S0L Databaze
S0L Username
S0L Password
iMIS15S URL
iMIS Username

iMIS Password

|b3292A539Dcc5115F2

f* 154 = 10.x

Iatssql".,squkS

|AT5_iM15_|::-em.:-_151

Isa

I*********

||-.ttp:,f,fm5151,-‘|m1515

Imanager

I*******

Test Connection Before Saving

W Check this box to Save this information in an Encrypted File For
the next time you run this application

we can solve it.

Cancel
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User Security

* Create ATSIMPORTER Access Keyword

» Customers>>Set up tables>>General
Lookup/Validation

General lookupivalidation

MeEw | CpeEn | Edit | Delete |

| ACCESS_KEVWORDS j

ATSIMFORTER [ ATSIMFOR L] Cnde|.ﬁ.TSIMPORTEF{

Expanﬂnn|
Description | ATSIMPORTER

we can solve it.
atS www.atsol.org




User Access

* Manage customers Individual Member - MANAGER

o Add the Title, other
ATSIMPORTER — e
keyword to each  fgxreseon®
user’s credentials  cutomes [smmsmy = spoci
that will use the T
Importer N Cr= s e Ry

Certification |g - System Setup j Fund Ia - Systern
Raising

Events |a - System Setup ~| Referral ID - Mo Acce
Service |EI - Mo Access ~| Exposition IB - oystem

Central

Access Keywords |ATSIMF'CIRTER B

we can solve it.
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Data Access

General lookuplivalidation

+ ATSIMPORTER General — ==o—=—=e=l
Lookup table sets - Coe [T
which activity types \ore Patarsee Tring: e —
and demographic tabs
the Importer can write

ORDER_ACTIVITY

Mew | CIpEn | Edik | Deletel

Current windows

to —
For activities add

o o Murmber of columns |1
activity type + R e o
_ACTIVITY -
For tabs use tab name
in Customizer

we can solve it.
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Address Validation

* Setup lookup
. . General lookupfvalidation
table to ]dent]fy Mew | Open| Edit | DeletE|

| DUPLICATE_ADDRESS_STRINGS |

address e R

EOULEWARD [BELWD)
CIR [CIRCLE]
CEAST) Expansion

abbreviations e {0 reon

N.E. [MNE]
: e
» Reciprocal setup P e
cae)

not needed e 20

SOUTHWEST £sw
STREET £5T)
SUITE CSTE)
w CWEST)

we can solve it.
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Company String Identification

* Setup lookup

table to identify

possible
abbreviations in
company hames

we can solve it.
ats www.atsol.org

General lookupfvalidation

Mew | CIpen | Edit | Deletel

DUPLICATE _COMPANY _STRIMNGS

GM (GEMERAL MOTORS) . Code | International
:Internationa [ ]

; Expansion

LIMITED

ipkion | Int'
LLC Descripkion




First Name Validation

) Setup lOOkup table General lookupfvalidation

Tl I Qpen I Edit I Delete I

to identify possible Fammws o
- . BILL CWILLTAM j‘ CD':'EE
first name options o T gy —

CHRIZ [CHRISTOPHER] - BENIAMIN
CINDY CCYNTHIAD Descripkion

DAN (OANIEL]
OAWE [DAVID)
DouG [Douglas]
ED [EDWARD]
JAMES CJIM]
1EFF (JEFEREY]

JOHN CIONATHAN]
MELISSA (MISST)
MIKE [MICHAELD
FETE [FETER]
PHIL CFHILLIF)
RICH CRICHARDY
SAM [SAMUEL]
STAN [STAMLEY]
THOMAS CTOM)

TIM CTIMOTHY)
ZACH [ZACHARTAH

we can solve it.
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Preparing Your Spreadsheet

 First row must contain column names

« Columns can contain individual, company
demographic and activity data

A B C D F G H | | K | M N 0 P a R
FIRST MIDDLE LAST  ADDRESSL ADDRESS2 ADDRICITY STATE 2P COLWORKPHONE EMAIL ~ MEMBERT STATUS -~ COMPANY COTYPE  COSTATUS SPOUSE
Brad L Pitt 1400 Hollywood Blvd. Suite 209 Hollywood CA 90201 2025554367 hpitt@ats M A Warner Brothers Studios CM A Angeling
Kyle Orton 5566 Dove Valley Pky Englewood CO 80111 3039871234 korton@a M A Denver Broncos M A Susan
Paul Stastny 1500 Chopper Ave. Denver (O 80201 3034881234 pstastnyiM A ColoradoAvalanche  CM A Jane

B c D E F G H 1 J K L W N

D FIRST MIDDLE  LAST COMPANY MEMBERT STATUS COTYPE COSTATUS ACTTYPE DATE BEGINDATI AMOUNT DESC
101 MEETING 11/1/2009 12/1/2009 50 December Meeting
156 MEETING 11/1/2009 12/1/2009 125 December Meeting
210 MEETING  11/1/2009 12/1,/2009 100 December Meeating
120 MEETING 11/1/2009 12/1/2009 50 December Meeting
164 MEETING 11/1/2009 12/1/2009 100 December Meeting
151 MEETING 11/1/2009 12/1/2009 125 December Meeting
177 MEETING 11/1/2009 12/1/2009 50 December Meeting
178 MEETING 11/1/2009 12/1/2009 125 December Meeting
118 MEETING 11/1/2009 12/1/2009 100 December Meeting

we can solve it.
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Required Fields

When adding records to iMIS required fields
are:

 Individual Records « Company Records
— First Name — Company Name
— Last Name — Member Type
— Member Type — Status
— Status

we can solve it.
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Using the Importer

 Login using your iMIS login and password

iMIS Login

we can solve it.
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File Selection

» Click the Select Import File button to
browse to your Excel file.

Data Importer - By ATS

we can solve it. Ultimate Spreadsheet Importer

Step1-Readlmport File

Lok jr | (2} Deskiop

Drﬂy Dacumen s
i aTs151
My Mebwork Places

iMIS1S_Mulki_Instance _Tool

?ﬂ Meetictivity, xlsx

we can solve it.
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Match Fields

» Click the Match Fields button to start the
matching process between iMIS and the
spreadsheet

Data Imporkter - By ATS

, we can solve it. Ultimate Spreadsheet Importer

Step 1 - Read Import File

SelectlmpultFlle C:ADocuments and Settingz\WAdminiztratoriDesktopitNewR ecord
Match Fields

we can solve it.
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Matching Templates

¥ FormGet Template

+ Create matching

templates to map m’ s oo
iMIS fields to the N T T
columns in your

spreadsheet

Can be saved for
regularly-
occurring imports

Create Mew Template

we can solve it.
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Field Matching

Company

* For each type of
update - Company, P——

Individual, Activity T
or Demographic - e
you can select which —

column matches vt A ]

Individual Address [Shest
Addresz]

from the Excel ErT—

spreadsheet. e

Individual Activibes

we can solve it. Save Matches
www.atsol.org




Field Matching

Individual Information
add |:u-'|'| le to ikIS pou need to provide a Member Type, Status,

Spreadsheet Columns IMIS Fields

Individual iMIS ID

MEMEBERTYPE Individual Merber Type®

Individual Category

STATUS Individual Status*

Prefix

* Using the
dropdown for e

First MHarme*

Infarmal

Middle Harme

delieheliedielielied

Last Mame*

each field

ADDRESSZ Cresignation
ADDRESSZ Title

make matches an

ZIP
COLMTRY Horne Phone

W ORKPHOME iark Phane

3

L

Tall Free Phone

Fax

Ernail

iebsite

Chapter
Gendar

Eirth Crate

Jain Crate

we can solve it.
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Available Demographics
» Only fields from

Spreadsheet Columns IMIS Fields

d em Og ra p h 'i C ta bS | NameFavarite Things Mame-Demo |
added to the I g e
ATSIMPORTER Gen

Table will be visible

Spreadsheet Columns IMIS Fields

in the Importer

A message will

display on tabs

where no setup has

occurred.

. member bppe restnctionz or 'Company Tepe' restictions.
t we can solve it.
a ‘ www.atsol.org




Available Activity Types

* Only activity
types added to

the ATSIMPORTER

Spreadsheet Columns IMIS Fields

Gen Table will be ey oues | onoen)
visible in the |
Importer i
A message will |
display on tabs

where no setup

has occurred.

we can solve it.
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Activity Matching

) AS you Se.le.ct Slgdigsjt;z!:rns IMIS Fields
each activity

T’IC DDDDD

;I MeetingFunc

type only the 2] et

;| CEU Type

fields activated o e

;I Campany 10

in iMIS for that

aCt]V] ty W] ll SEESHFE%{I];:t;()D!;THS IMIS Fields
display.

;I Type

LI Transaction Crate

|
|
I ;I Eegin Crate
|
|

LI Thru
LI Armount

we can solve it.
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Save Template

* |f you will use this import matching
again, you can save it for future use.

we can solve it.
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Read File

* Once your matching is setup and selected
click the Read File button

Data Importer - By ATS

, we can solve it. Ultimate Spreadsheet Importer

Step1-ReadlmportFle——MMM M
ocuments and Settings inistrator\D esktopiMewRecor
atch Fields ead File

we can solve it.
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Template Selection

® SeleCt an we can solve it. Ultimate Spreadsheet Importetr

Step 1 -ReadImport File

existing mapping B s ¢
template or

click Create New

Match Fields

| Mame

Template to e
setup new field
mapping

we can solve it.
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Field Mapping

Mapping is available for Company &
Individual Records

Each Address Purpose
Company & Individual Activities
Company & Individual Demographics

Can be saved for repeat imports of same
type of data

ats 4



Individual Information

Match Fields

Company

Company Address [Address]

Spreadsheet Columns

Company Address [Sheet
Address]

MEMEERTYPE

Company Address [Home
ddress]

STATUS

Company Activities

MIDOLE

LAST

Individual

Individual Address [Address]

Individual Address [Sheet
Addressz]

(i ORKPHOME

Individual Address [Home
Addressz]

Individual Demographics

Individual Activites

Save Matches

we can solve it.

www.atsol.org

O R R R N | | T

iIMIS Fields
Individual iMIS ID
Individual Marmber Type®
Individual Category
Individual Status*
Prefix

First Mame*
InFormal

Middle Mame

Last Mamne®

Suffix

Designation

Title

Compary

Home Phone

tark Phone

Toll Free Phone
Fax

Ernail

irebsite

Chapter

Gender

Birth Date

Join Crake

Mext |

Paid Thru
A

Field Mapping Examples

Company Address

M[=1E3

Company Address (Purpose:Address)

Spreadsheet Columns IMIS Fields

ADDRESST Address Line 1

Match Fields

Company

Company Address [Address]

Company Address [Street ADDRESSZ Address Line 2

Address]

ADDRESSE Address Line 3

Company Address [Home CITY City

ddress]

STATE State Province

ZIF ZipfPostal Code
Company D

COUNTRY| Country

Fhone

Company Activities
Fax

Individual Address [Address]

Individual Address [Street
Address]

Individual Address [Home
Address]

Individual Demographics

Individual Activites

Save Matches

Individual |




Validate Records

Data Impotter - By ATS

The Importer we can solve 1t.
validates the =™

mapping and
spreadsheet  fapsemams

Ultimate Spreadsheet Importer

|7 ala wall
1]

-Match Recor
Match Mames

we can solve it.
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Match Names

Data Importer - By ATS =] ES

1 ats lve it. Ultimate Spreadsheet Importer
* Creates a list gecan sole

Step1-Readlmport File

Of n a I I l eS Select Import File C:ADocumentz and Settingz\AdmimiztratoriDesktopiNewRecord

d / Match Fields Read File
a n O r Finished reading 3 detal records.

companies that Faiei™
are a possible —

m a tc h i n i M I S L Ly | HomesMatched 0 Hames nmatched 3

Creates a list |
of non-matches s

Step5-Review People
|7 Review People to Add Review People M atches

Matching Finished

we can solve it.
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Company Matches

@ Matched Company Records

Rev.l ew C O m p a n ] eS to Puta checkmarkin the Upload column bythe records that you would like to add into iMIS, then
Ad d pressthe UPLOAD button.

ReV] ew C om p an y S UPLOAD
Matches

Upload Selected
Companies

Export to CSV file

Upload Companies
before people to
create CO_ID link

we can solve it.
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People Matches

Puta checkmarkinthe Upload columnbythe records that you would like to add into iMIS, then

ReV] ew People to pressthe UPLOAD bution

Ad d FIRST_Man |LﬂST_NﬁME |T|TLE |EDMP&NY |E|TY |STATE |NDTE |UPLEIAD
Milan Heduk, Colorada Avalanche  Denver co

Brandon Marshall Derwer Broncos Englewood  CO
° Frark, Sintra ‘Waner Brothers Stud Holpwood — CA

Review People

Matches

Upload Selected
People

Export to CSV file

1 4

we can solve it.
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Records Added to iMIS

Manage customers Individual Member - Milan Heduk

(1] I Individual Member j I Ackive j

IPreﬁ j|MiIan ||M ”Heduk ||Suﬂ‘ij Profile | Danar Data I Status INDtes I Ficture I Finarn
|InF|:urmaI ||Designal:il:nn |Q||Meml:uer Title j

rCompan Wark Phone ||:3E|3]l 455-1234
o _L‘ Ql Colorado Avalanche (CM)
1500 Chopper Ave., Denver, 0 S0201

Home Phone |
Colorado Avalanche ;I Compary Sork - |
| [COLORADO AVALANCH ax

Address | Street Address I Horne Address | 1| le Toll Free |

E-mail
Address (1500 Chopper Ave, |mheduk@atsu:ul.u:urg
Address 2

Web Address
Address 3 |

Derver

Majar Key |

Counkry
Preferred * Mal & Bl & ship

Phaone | Fax |

E-mail

Results | Record History I Ackivities-All ICaIIs I Letkers I Rosker I AR Cash I Billing IEvents IOrders I Exhibition I_E

(1] Lask Mame First Marme Middle Mame Suffizx Title Comp
225

Calor;

222 Hedulk. Milan Calor;

L we can solve it.
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