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Importing data

Before you start

· Take a copy of contactLINK DATA.mdb – in case it goes wrong – so you can return to the data as it was before the import

· If you want to assign a category to the records, you MUST add it BEFORE you do the import.

· Make sure that each data source (spreadsheet, access table etc) is just organisations (with perhaps worker names) OR just individuals. One or the other.

If this is not the case then divide it into two separate files each containing just one or the other.

If you are importing from a spreadsheet:

· If your spreadsheet has more than one sheet, note the name of the sheet you want to import.

· Check whether the first row in your spreadsheet contains field names

· Add an extra column named DataSourceID (e.g. TR1 to TR200 if its 200 training records)

Importing data

· Admin menu

· Select Behind the scenes
· Click OK
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· If Unhide … is available then choose it

· Select contactLINK : Database
· Click OK

· Otherwise

· Choose contactLINK : Database
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· Choose Forms (far left list of objects)

· Select frmImportWizard
· Click Open

You will now be shown a sequence of screens:

Select file type to Import from:

· Choose Excel and click Next
File to import:

· Click on Browse and choose the file to import

· Click on Open
· Click Next
Does the first row contain field names?

· Choose whether first row has field names

· If your spreadsheet has more than one sheet enter the sheet name

· Click Next
What does this file contain?

· Choose Individuals only or Organisations only
Map the fields to import:

	These are the fields from your data source
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	These are the fields that contactLINK has guessed that they should be mapped to. They may not all be correct.

Correct any wrong ones.

Choose a mapping for any data source fields (to be imported) that are not yet mapped to a field in contactLINK.


Note: ImportID – you can ignore this field

You can click the view DATA button to show you each record.
This may help remind you what is actually in each record.

· When ready click Next
Is there any one category you want to assign to ALL these records?

If there is …

· Choose the main and then the minor category

· Click Next
If there isn’t simply …

· Click Next
· Finally click Finish
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