Developer of
+

Importing Data into the Database

To import existing Contact data into the database, you need to download the
archive that contains the Excel Workbooks you will need to import contact and
time slip data into the database.

Download it from the download page in the manual
http://www.projectdatabasecompany.biz/downloadsproject.html

What you want to do is:

1. Export your existing data out of your current application (comma delimited
format is best).

2.0pen this data with Excel.

3.Copy complete columns of data from your export file (i.e. the entire first name
column) and paste them into our columns on our work book. Basically you are
aligning your data for the import into the database.

4.Save the new Adatabase workbook.

The difference between the Full and Simple Contact imports, is that the Simple
only allows you to import 2 addresses, not specify the tab labels (they will be
labeled by your Preferences) and no comments. The Full import allows you to
import all 6 address locations, a comments field, and specify the labeling of the
tabs regardless of what they are in Preferences.

A couple of key things to watch out for in this workbook:

*Label the Phone type fields with the types of phone numbers you will be loading.
These should correspond to the phone number types defined in the database,
which include: Phone, Fax, Mobile, Email, URL, Pager.

*Make sure you combine the first and last name into the ContactName field
(Chris Lamb).

*Make sure you define what Tab1, Tab2, etc. labels should be, for example Home,
Business, etc. This way, when the data is loaded, the Tabs will be labelled
according to how you specify.

*Keep in mind that when editing in Excel, you can use the FILL DOWN feature to

copy something like "Phone" into every row for the column, thereby speeding up
the data entry.
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*Excel will also allow you to find duplicates before loading into the database.

*Remember, if you have multiple addresses for a contact, such as Word and
Home, those will be loaded into a single record in the database. They may be
separate in your existing file; combine them for loading.

You are now ready to load your data into the database, so here is what | want you
to do.

1. Stop the FileMaker Server service (Control Panel: Administrative Tools: Service)

2. Backup (make a copy) of the entire "database" folder on your C:\ drive. This is in
case something goes wrong.

3. Restart the FileMaker Server service.

4. Log-in to the database, go to Preferences: Import, and perform a "Full Contact
Import"

5. Check the data that came in and make sure that it looks perfect.

If something went wrong, then we will stop the FileMaker Server, replace the
"database" files with the backup, restart the FileMaker Server, and work on the
workbook to try the load again.

Formula to link 2 fields is
Cell Ref&” "&Cell Ref
This is what you will use to put the name and surname into the one field

Here are the layouts showing the field positions for the data

800 PDC_Contacts )
Exhibit_Office [ 1 Y = @ i N < T 5
| -4 W= . o = . Y o -
W U U | “company A | £ contacts X ]| T TimeExp A | T Projects & | 71 siling A | 1 Calendar A Reports
- 110 wib b =D b b el el P
add view mylist new duplicate find re-find list delele
- - o
Work ] Billing Home Use Skype @ Yes ONo
Name 1 K| & Name 7 89 17 18 19 [T
£ X
Gompany[10 Kl # | company 10 220 21 22 [
Job Title 3 Address 1 11 423 24 25 (7
Type 4 Address 2 12 426 27 28 [z
Acct# 5 Terms 21 days City 13 w28 30 31 [Fm
Active O AddrBook O] Lock O State 14 Zip 15 432 33 M [l
Cust1 O Custz O Landsca O Country 16 435 36 37 [z]m
Directory 0 Biling [  Mailing ] Sync O 38 39 40 [z
w Documents Type: & Proj & Created By: EAT T=° 1=
new find list
Documents | Logs Events Projects. Miscellaneous OH&S
Title Description Type Date Project Created By
Created amb on Fri, 17 July, 2009 at 2:35 PM  Modified by: Chris Lamb on Fri, 17 July, 2009 at 2:35 PM
cl Product_Database Company - Chris Lamb Record: 20f2 - Total:58 4 4 F

Support@projectdatabasecompany.biz / +61 (02) 8007 5562


mailto:Support@projectdatabasecompany.biz
mailto:Support@projectdatabasecompany.biz

Project Database Co

Developer of
ExhibitOffice + ManagEvent

Pages 2 & 3 are used if there are multiple address’s to import
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