



Individuals / Organizations Imports

Importing records with the vocus PR Enterprise Edition
The Vocus Solution allows imports into 3 different file areas.   These are Individuals, and Organizations.  This document will discuss the accepted file structure, the fields available for each import, and the procedures to follow to launch each import.

Accepted File Structures:

The import uses a flexible mapping technology that will map any incoming field to a field in the Vocus package.  The incoming fields may be in any order, as long as they match the field layout (file structure) detailed below.  The import is used on an on-going basis to add, edit, and delete information while leaving all of your previous notes intact.

Incoming (source) File Formats True ASCII OR MS Excel CSV
True ASCII (comma separated value-CSV, fenced by double-quotes)

CORRECT:

“A000231",”Arick”,”Williams”,”123 E. Clement”,”Baltimore”,”MD”

“A004565",”Tom”,”Jones”,”1212 West Hollywood”,”Hollywood”,”CA”

MS Excel CSV (MS DOS)

Id,Company Name,Address line 1,City,

1234,SMITH ENGINEERING,124 VISTA AVE,STE 113,CALDWELL,

1235,ST ALPHONSUS REG MED CTR,1055 N CURTIS RD,

Note:  Any data field that contains a comma in the field will need to be enclosed in quotations.  If you save the CSV file through Excel, Excel will do this for you.

Fields Available for Mapping:

Organizations- Required fields are marked with a *

	Field Name
	Field Size
	Comments

	Unique ID *
	50
	Can be text or numerical. This field must be unique and determines whether a record gets added or updated.

	Organization Name *
	50
	

	Address Line 1
	50
	

	Address Line 2
	50
	

	City
	25
	

	State
	2
	

	Zip
	9
	

	Country
	20
	

	Phone
	20
	

	Fax
	20
	

	Email
	80
	

	Website
	80
	

	Preferred Delivery Type
	1
	Accepted Values are:
L   (for Letter)

E   (for Email)

F   (for Fax)

	Unique Parent ID
	50
	The parent Organization must already exist in the system.

	List
	50
	

	UDF (TEXT, TEXT VALIDATED, OR PICK LIST)
	50
	See description of UDF’s below

	UDF (YES/NO)
	1
	Can be:  YES                    NO       
                  Yes                    No
                   1                        0    
                  Y                        N

	UDF (NUMBER)
	50
	Must be Numerical Value

	UDF (DATE)
	8
	Must be in MM/DD/YYYY format

	UDF (MEMO)
	2110
	Can be used for free form text searches- Like a notes field.


***UDF’s are User Defined Fields that can be set up in Vocus to accommodate data from your organization has that Vocus does not have a standard field for.***   

Individuals- Required fields are marked with a *

	Field Name
	Field Size
	Comments

	Unique ID *
	50
	Can be text or numerical. This field must be unique and determines whether a record gets added or updated.

	Prefix
	20
	

	First Name *
	30
	This field must be mapped for all imports

	Middle Name 
	30
	

	Last Name *
	30
	This field must be mapped for all imports

	Suffix
	20
	

	Nick Name
	20
	

	Home Address Line 1
	50
	

	Home Address Line 2
	50
	

	Home City
	25
	

	Home State 
	25
	

	Home Zip
	25
	

	Country  *
	20
	This field must be mapped for all imports

	Home Phone
	20
	 

	Home Fax
	20
	

	Home Email
	80
	 

	Preferred Delivery Type
	1
	Accepted Values are:
L   (for Letter)

E   (for Email)

F   (for Fax)

	Title
	40
	 

	Work Address Line 1
	50
	 

	Work Address Line 2
	50
	 

	Work City
	25
	 

	Work State
	25
	 

	Work Zip
	25
	 

	Work Phone
	20
	 

	Work Fax
	20
	 

	Preferred Address
	1
	Values are ‘H’ (Home) and ‘W’ (Work)

	Occupation
	50
	 

	Preferred Email
	1
	 Values are ‘H’ (Home) and ‘W’ (Work)

	Preferred FAX
	1
	 Values are ‘H’ (Home) and ‘W’ (Work)

	Work Email
	80
	 

	Individual Type
	50
	 Values must be valid values under the Administration-Support Files- Individual Types

	Organization Unique ID
	50
	 If you use this field, The Organization Name must be mapped also.

	Organization Name
	50
	 

	Employer Name
	50
	 

	Organization and Employer Name
	50
	 Mapping this field instead of the separate Organization/Employer fields will force the individual’s work address fields to populate based on the organization’s address.   Work address fields cannot be mapped separately when using this field.

	List
	50
	 

	UDF (TEXT, TEXT VALIDATED, OR PICK LIST)
	50
	 See description of UDF’s below

	UDF (YES/NO)
	1
	 Can be:  YES                   NO       
                  Yes                    No
                   1                        0    
                   Y                        N

	UDF (NUMBER)
	50
	 Must be Numerical Value

	UDF (DATE)
	8
	 Must be in MM/DD/YYYY format

	UDF (MEMO)
	2110
	 Can be used for free form text searches- Like a notes field.


***UDF’s are User Defined Fields that can be set up in Vocus to accommodate data from your organization has that Vocus does not have a standard field for.***   

Cleaning Your Data File

Purpose: The purpose of cleaning your CSV data file is to remove any hard carriage returns and other weird characters, which are not seen in the file.

Performing the Clean Function: (NOTE: One thing we need to look out for in these CSV files are “,  single double quote followed by a comma  (in this order) within any text type fields IE: Notes etc. If these values are found than we need to replace with just a double quote (“). This is due to the way CSV’s formats itself, meaning this is how the CSV file tells weather or not this should be in a new column or row. 

Within your CSV file

1. Insert two new worksheets by right clicking and choosing “Insert” on the lower left hand tab.
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2.  In the first new worksheet place your cursor in the first field in the first column, next select “Insert” on the tool bar then function. In the Function category select “Text” then in the Function name select “CLEAN.
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3. When the CLEAN function box appears in the CSV file, select the box to the right of the text field.
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4. Once step # 3 is performed you should see this in the first worksheet.
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5. Now go back to the worksheet to clean (where the data is) and in the first field (Header or No Header) highlight all the way across to the last colum by holding shift right arrow.

*Note the number of columns you highlight across

6. Then highlight all the data down (Shift down arrow) Basically we are highlighting all the data across then all the way down. This tells the CLEAN function to clean everything.

*Note the number of rows you highlight down

7. After step # 6 and 7 are completed, press the box to the right of the field on the function circled in black.
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Then press OK
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This will then take you back to the first worksheet.

8. Now you simply hold the shift right arrow and highlight over as many rows you need and press CRTL R, this will add the Header data from your data sheet across. 

9. Next hold shift and the down arrow, highlight down as far as you need to and press CRTL D. This will add your data from your data sheet. Your data has now been CLEANED…

10. The last step in the clean function is to highlight all your data in the cleaned worksheet, copy all the data in the clean worksheet, then in the 2nd worksheet right click and choose paste special then select “Values”. This will paste just the values of your data and not the formulas. Next just simply save this worksheet as a CSV file via file save as.

How to Import using Vocus

Individual’s Import:

The steps that follow take you through every aspect of the import process.

1. Click on Admin, located on the navigation Bar of the application, pictured below, is the starting point for accessing administrative tasks, including Jobs, which is where you will go in the software to run your imports.
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2. Click on the Jobs link on the left-hand side of the window.  The area on the right-hand side of the window, known as Job Manager, will display links for viewing all Active, Completed, Failed and Scheduled jobs.  When your import has been submitted, you will return to this window to view its status.  

3. Click on the “add” link in the dark blue task bar at the top of the window to add a job, which will in this case be your import.  

4. The next window that appears will display a list of the software’s jobs on the right-hand side of the screen.  The list will vary from client to client, depending on which modules of the Vocus software you have purchased.  Click on the Import Individuals link from the list displayed in the screenshot below.  The Individuals Import Wizard will open in a new window.
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5. The Individuals Import Wizard will take you through the eight steps to import your file into the application.  Following every step might not be a requirement, depending on the options you choose for your import.  Each of the eight steps is listed on the left side of the window.  The Introduction Screen, the first step in the Wizard, is shown below.
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6. To proceed to the next step, you may either click the Next button at the bottom of the screen or you may click the Select File link from the list.  Either method will take you to the second step of the Wizard, the Select File screen, pictured below.  Notice the note in red that “The time required to upload a file varies upon the size of the file.”  
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7. Click the drop down box in the File Type field to select whether the file you are importing is ASCII Delimited or ASCII Delimited (with Header).  These will be the only two options available in the drop down box.  Click on the Browse button in the Import File field, locate and select your import file.  The file’s path will now appear in the Import File field as shown in the example below.
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8. If the file you are importing is identical in structure to a previous import, you can choose to load the map of the previous import by clicking on the drop down box and selecting the appropriate map.  You will be shown how to save a map later in the Wizard.  In the example shown below, the map “Inds Import Setup”, as this example was named previously, is available from the drop down box.  Click next and the Wizard will go to the Map Fields step.
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9. At the Map Fields step of the Wizard, you will map those fields from the file you are importing to the fields in the application.  “Mapping” is a term for matching fields from the import file to the corresponding fields in the application to ensure that the data is imported into the correct locations.  You will have to map each field that you wish to add, edit or delete, or that field will not be updated.  If you choose not to map a field or if a field in the application does not appear in the import file, you may skip that field and leave its default value as (None).

Select the drop down box for the field you wish to map and the list of fields in the import file will appear in the order they are listed in the import file, as shown in the image below in the Last Name field.  When you have mapped all of the desired fields, you may click Next to proceed to the Options step of the Wizard.
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10. At the Options step, you may choose from the General information area and if applicable, the Receipt Transactions area.  From the General area, you should note the Individual Import Reference Number in the Job Description field.  You will use this Reference Number later to view the status of your job in Job Manager.  Select Add/Edit, Edits Only or Delete List from the drop down box of the Method field.  If you are importing individuals for the first time, you will select Add/Edit.  Select Edits Only if you are making changes to data for individuals already in the system and select Delete List if you want to permanently delete those individuals from your system.  Change the Create UDF Pick Lists field to “Yes” from the default No if you are importing a file with UDFs and you would like the values added automatically to the UDFs.  The UDFs will have had to have already been created in the system.  You may add the UDF values manually at a later date if you prefer.  You also have the option of changing the Legislator Links field to “Yes” if you would like your individuals, based on their home and work addresses, linked to their corresponding legislators.  Click on Next to go to the Schedule step of the Wizard.  See the screenshot below.

11. You can Schedule the import to run immediately (Now), at a Specific Time, as shown in the screenshot below, Daily or Weekly.  If you select to import at a specific time, you must complete the Date and Time fields.  To run an import daily, you must specify the Time and Server (file) Path.  To run an import weekly, you must specify the day of the week, in addition to the Time and Server (file) Path.  Click on the Next button to go to the Save Current Map step. (To Schedule Imports, please see the section at the end titled “Scheduling Imports”
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12. If you wish to save the map that you set up from step 3 of the Import Wizard, select “Yes” and name the map appropriately.  In the example below, the map will be named Individuals Import Setup.  If you save multiple maps, you should give each map a name that will easily distinguish it from other mappings, i.e. “Individuals Import,” etc.  Click Next to proceed to the final step, Submit Job, or you may click Finish to submit your import.


[image: image15.png]A Yocus Government Relat

rosoft Internet Explorer

EEIE
Individuals Import Wizard

Save Map

The Individuals Import Wizard allows you to save your field mappings for use with other
Imports. Please select whether you would like to save the Field Mappings

Save Map: @ ves C No
Save Current Map Map Name:

[Individuals Import Setup

Cancell | | <<k | [Next>> | | Fiidh

[ (@ mtemet.

&loome





13. If you have not already submitted the import, the Submit Job screen tells you that you may now select Finish.   You will then get a message telling you to please wait while the job is being submitted.  After a brief moment, the Wizard screen will disappear.   You should now click on the Job Manager link at the top of the Jobs screen.  From the Job Manager window, you may view the progress of your import by selecting the Active Jobs link.  You can view the status by checking the reference number of your import that you should have recorded at the Options step of the Wizard.  If the status for your reference number does not appear under Active Jobs, check the Completed Jobs or Failed Jobs links to view the import’s status.  If you scheduled your job for another time, you may check the Scheduled Jobs link to view the import’s schedule.   The screenshot below displays an example of an import’s status in the Active Jobs area of Job Manager.
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Import Organizations

The steps that follow take you through every aspect of the import process.

1. Click on Admin, located on the navigation bar pictured below, this is the starting point for accessing administrative tasks, including Jobs, which is where you will go in the software to run your imports.

[image: image17.png]A Yocus Government Relations / Release 3.00.045 / GR Jurisdiction US / Test PAC - Microsoft Internet Explorer .

Fle Edt View Favortes Took Help

=181

ok - o - D [ 4| Qewch (iravortss Gvedn B | - b

=k

Address [] jvocusor[ASPProxy asprProgID=vesXRNEHLIZ1 CASPFramesettProcame—YRFrameset_ExerutebsessionlD={59432456-CODA-4664-5794-FAZGAFBAISZ9)akntty=admn v| (@G0 | Links

Veus®

Government Relations

Jobs

Active Jobs

add | refresh

Admi

Job Manager

Completed Jobs Failed Jobs Scheduled Jobs

Joh #

Description

Status

Start Date

Progress

Action

&
Astart| | G T @ W S

Local ntranet

|| @27, porel 3...| Bymy Docume...| [ valume Con...| E)GR Training...|[&vocus Gov... fBwcousie. | [ESE IR WA ssem





2. Click on the Jobs link on the left-hand side of the window that opens after you click on Admin.  The area on the right-hand side of the window, known as Job Manager, will display links for viewing all Active, Completed, Failed and Scheduled jobs.  When your import has been submitted, you will return to this window to view its status.  

3. Click on the “add” link in the light blue task bar at the top of the window to add a job, which will in this case be your import.  

4. The next window that appears will display a list of the software’s jobs on the right-hand side of the screen.  The list will vary from client to client, depending on which modules of the Vocus software you have purchased.  Click on the Import Organizations link from the list displayed in the screenshot below.  The Organizations Import Wizard will appear.
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5. The Organizations Import Wizard will take you through the eight steps to import your file into the application.  Following every step might not be a requirement, depending on the options you choose for your import.  Each of the eight steps is listed on the left side of the window.  The Introduction Screen is shown below.
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6. To proceed to the next step, you may either click the Next button at the bottom of the screen or you may click the Select File link from the list.  Either method will take you to the second step of the Wizard, pictured below.  Notice the note in red that “The time required to upload a file varies upon the size of the file.”  
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7. Click the drop down box in the File Type field to select whether the file you are importing is ASCII Delimited or ASCII Delimited (with Header).  These will be the only two options available in the drop down box.  Click on the Browse button in the Import File field, locate and select your import file.  The file’s path will now appear in the Import File field as shown in the example below. 
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8. If the file you are importing is identical in structure to a previous import, you can choose to load the map of the previous import by clicking on the drop down box and selecting the appropriate map.  You will be shown how to save a map later in the Wizard.  In the example shown below, the map “Orgs Import Setup” is available from the drop down box.  Click next and the Wizard will go to the Map Fields step.
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9. At the Map Fields step of the Wizard, you will map those fields from the file you are importing to the fields in the application.  Mapping is a term for matching fields from the import file to the corresponding fields in the application to ensure that the data is imported into the correct locations.  You will have to map each field that you wish to add, edit or delete, or that field will not be updated.  Consult the Team Vocus Book for a list of required fields.  If you choose not to map a field or if a field in the application does not appear in the import file, you may skip that field and leave its default value as (None).

Select the drop down box for the field you wish to map and the list of fields in the import file will appear in the order they are listed in the import file, as shown in the image below in the Last Name field.  When you have mapped all of the desired fields, you may click Next to proceed to the Options step of the Wizard.
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10. At the Options step, you should note the Organization Import Reference Number in the Job Description field.  You will use this Reference Number later to view the status of your job in Job Manager.  Select Add/Edit, Edits Only or Delete List from the drop down box of the Method field.  If you are importing organizations for the first time, you will select Add/Edit.  Select Edits Only if you are only making changes to data for organizations already in the system and select Delete List if you want to permanently delete those organizations from your system.  Change the Create UDF Pick Lists field to “Yes” from the default No if you are importing a file with UDFs and you would like the values added automatically to the UDFs.  The UDFs will have had to have already been created in the system.  You may add the UDF values manually at a later date if you prefer.  You also have the option of changing the Legislator Links field to “Yes” if you would like your organizations, based on their addresses, linked to their corresponding legislators.  Click on Next to go to the Schedule step of the Wizard.  See the screenshot below.
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11. You can Schedule the import to run immediately (Now), at a Specific Time, as shown in the screenshot below, Daily or Weekly.  If you select to import at a specific time, you must complete the Date and Time fields.  To run an import daily, you must specify the Time and Server (file) Path.  To run an import weekly, you must specify the day of the week, in addition to the Time and Server (file) Path.  Click on the Next button to go to the Save Current Map step.
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12. If you wish to save the map that you set up from step 3 of the Import Wizard, select “Yes” and name the map appropriately.  In the example below, the map will be named “Organizations Import Setup.”  If you save multiple maps, you should give each map a name that will easily distinguish it from other mappings, i.e. “Organizations Import,” etc.  Click Next to proceed to the final step, Submit Job, or you may click Finish to submit your import.
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13.  If you have not already submitted the import, the Submit Job screen tells you that you may now select Finish.   You will then get a message telling you to please wait while the job is being submitted.  After a brief moment, the Wizard screen will disappear.   You should now click on the Job Manager link at the top of the Jobs screen.  From the Job Manager window, you may view the progress of your import by selecting the Active Jobs link.  You can view the status by checking the reference number of your import that you should have recorded at the Options step of the Wizard.  If the status for your reference number does not appear under Active Jobs, check the Completed Jobs or Failed Jobs links to view the import’s status.  If you scheduled your job for another time, you may check the Scheduled Jobs link to view the import’s schedule.  The screenshot below displays an example of an import’s status in the Active Jobs area of Job Manager.
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