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Data Transfer Issues

What can we transfer?

We can import data from most sources/programs, including:

· Access

· Excel (& most spreadsheets)

· Outlook

· Word (& most word processors)

· MS Works

· ACT!

· ASCII delimited

· CSV (comma separated values)

· HTML

· RTF (rich text format)
· and of course any program that itself can export to any of these formats
A few databases/programs do not allow you to export your data. However, most can. So, if you are in doubt, tell us what you've got and we'll tell you whether it’s possible.

How long can it take?

Potentially we can import thousands or 10’s of thousands of records quickly and efficiently, saving you hours or even days of laborious manual data entry.

If the data is exactly in the form we require:

· Each set of data can take as little as 10 minutes.

· Importing 10 records takes almost the same time as importing 1000

· Realistically there is usually quite a lot of tidying that is required (see the next section)

To get an approximate idea of how long it will take/how much it will cost we ask you to send us your data (or a sample) and we send you back a quote.

If the data is relational

Excel and Outlook are nearly always what we call ‘flat-file systems’. So taking Excel as an example, all the information about any one organisation is in many ‘cells’ or ‘fields’ but all are on just one row.

Access (or other) databases have what we call a ‘relational structure’. That is some information is one ‘table’ (looks like a spreadsheet). And there may be more ‘related’ information in other tables.

For example, there could be a table that stores organisations and a second related table that stores the workers for those organisations. Or another that stores all the publications each has bought from you.

Note that many Access databases actually have all their data in just one table and so can be treated as a flat-file system.

If you have a database with related data in, this will take us longer to transfer.

Tidying the data
You can tidy the data yourself or we can do it. On the one hand, the more you do, the less we’ll do, and the less we’ll charge. On the other hand we have many tools and tricks that allow us to manipulate and tidy large numbers of records very fast and efficiently.
If you decide to tidy the data yourselves (or at least do some of it) these are the things you need to look out for:

General tidying

Convert any words that are all in UPPERCASE into Title Case (where appropriate).

Correct data that’s in the wrong field. For example, we’ve found towns, phone numbers or even web sites in the postcode field.

Names of individuals

Title, First name and Last name: make sure that these are in separate fields.

Middle names or initials: contactLINK does not store these. If it’s important to keep these add them in the first name field.

Salutation: used for letters (i.e. “Dear xxx”)

AKA: also known as or nickname

Extra notes:

Any individuals not associated with an organisation, cannot have a job title or department. If you want to keep this information either add the organisation or put the information into a Notes field.

Avoid having two people listed in the one set of fields e.g. Jane McWellens, Tom Smith. Having them squeezed into one set of name fields means that contactLINK’s Find feature may not find them. If you have a small number consider noting them down separately to be added manually later. If you have quite a few then you could create a second set of fields (i.e. First name 1 and First Name 2, etc).
Other fields for individuals

We can also store:
Date of Birth and/or Age at a certain date: see notes on Dates below

Special needs and Dietary requirements: these can be stored in two ways in contactLINK. One way is as notes fields, when they are used when you are managing Events and can be printed out e.g. for the venue or the caterers. The other way would be to store them as ‘categories’ (see further below).
Organisations

Organisation name: if you’re storing large departments or teams as separate organisations (e.g. “Leeds City Council - Business Support Centre” separate from “Leeds City Council ~ Education Dept”) then include the department or team after the name, separated by a tilde ~

AKA: also known as or acronym (e.g. LVSC). May need to be separated from the main organisation name.

Remove any redundant spaces that will interfere with searches e.g. change B C O P to BCOP
Notes: contactLINK stores a Notes field for an organisation and a separate notes field for each worker. You may have to separate these out.

Workers

Usually these will appear on the same line/row as the organisation. You can have as many workers as you want, but they need to have separate fields (e.g. First Name1, First Name2 and Job Title1 and Job Title2 etc).
Job Title: this should be in its own field

Department: this should be in its own field (except as described above in ‘Organisation name’)

Notes: contactLINK stores a Notes field for an organisation and a separate notes field for each worker. You may have to separate these out.

Contact details

You can have as many addresses, phone numbers, email addresses and web sites as you want, but they need to have separate fields (e.g. Phone 1, Phone 2 etc).

Addresses: contactLINK uses Address1, Address2, Address3, Town, County, Postcode, Country fields (as well as an extra field that can be used for Region, Borough, etc).

Many systems use Address1, Address2, Address3, Postcode and Country. This does not allow searches and selections to be done by Town or County.

Town: London is usually treated as a Town.
Town and County: So there can be a lot of work to move the Town and County into the correct fields.

Also try to make sure that name versions and spelling are consistent (e.g. we’d convert “Co Durham”, “County Durham” and “Co. Durham” into just one version and “Lancashire”, “Lancs”, and “Lancs.” Into just one version).
Fill in any missing Counties where obvious (i.e. where two records have the same Town, but only one has County filled in). [Missing counties means that selecting records in contactLINK by county will be ineffective].
Country: we suggest that you leave this blank if it’s your own country (e.g. UK)

Phone numbers: Only have one number per field. Move any extra phone numbers into separate phone number fields (e.g. Phone1 and Phone2).

Convert any phone numbers starting with the letter o to the number 0 [allows searching on phone number]
If any phone numbers have a descriptive part to them (e.g. Fax, Main, John etc) move this into a separate field.

For organisations with workers, we can link phone numbers to the worker as their personal direct work line. But, of course, we either do it for all phone numbers in a field or none. If appropriate you can create two phone number fields (e.g. Org Phone and Worker Phone).

Email addresses: Again have only one email address per field. Move extra ones into separate fields (e.g. Email1 and Email2).

Make sure that only email addresses are in the email field [if not you’ll get unexpected results when trying to send mailings].
For organisations with workers, we generally link emails to the worker as their personal work email address.

Extra information

Date fields: these must contain only dates

Categories: Your data may be what we call categorised in some way. For example, in an Excel spreadsheet you may have a column for type of organisation (e.g. Voluntary or Statutory) or a number of columns where you enter a Yes or No.

Make sure that the entries are standard and consistent. You can use Excel’s AutoFilter feature to quickly identify what’s in a column and to tidy up inconsistencies or misspellings.

Sometimes we come across a field that has a number of separate keywords or categories in. e.g. ‘areas of work’, where one record may have “Kids, Support”, another “Drug Misuse, Support” and another “Kids, Education”. We cannot import this directly. We’d either separate them into separate fields/columns (e.g. Kids, Drug Misuse, Support and Education) or more often run some processes/scripts to extract the relevant items automatically. Talk to us about this.
OTHER FIELDS: Any extra fields we will discuss with you as to how we might store them in contactLINK and whether any special tidying needs doing.

Duplicates

You will inevitably have duplicates that will need to be merged together. contactLINK has two  merging features that will help you with this process – one is a manual, one-at-a-time feature while the other more powerful add-on allows you to do whole batches at a time (we charge extra for this add-on).

Duplicates are inevitable when collecting data generally, but will also occur if your data is coming from more than one source or if any of your data sources are in the form of ‘flat files’ (e.g. each organisation can only have one explicit named contact. So, two contacts for the same organisation are stored in two separate records). Excel and Outlook are examples of ‘flat files’.

Once you have a live system, consider assigning sets of contacts (or sets of the most important contacts) to different staff members for them to validate/update/tidy – this will share the load, help staff get used to the system with a repetitive operation and help them feel more ownership of the data. However, beware staff feeling dumped on. They need to agree this as a strategy first.
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