Import Person Records

Import functionality is a feature that allows users to upload and import multiple sets of data
into a system. This allows Admin to import a .csv file to directly add people.
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Download Template:

The download template is an important aspect of the import functionality. It allows users to
download a pre-defined template file that outlines the required structure and format of the
data to be imported. The template serves as a guideline for users to organize their data in a
standardized manner before initiating the import process. By providing a downloadable
template, the system ensures that users understand the expected data format and facilitates
the efficient preparation of the import data.

Import History:

Import history is a record-keeping mechanism that maintains a log of all the previous imports
performed in the system. It tracks the details of each import, such as the date and time of
import, the source of the data, and any associated notes or comments. The import history
provides a valuable reference for users to track the progress of imports, review past import
activities, and ensure data integrity.

The import process typically follows these steps:

1. Download Template: Users download the import template, which serves as a structured
format for organizing their data.

2. Data Preparation: Users populate the template with their data, following the defined
structure and format. They can use spreadsheet software like Microsoft Excel or Google
Sheets to enter the data.

3. Data Validation: Before initiating the import, the system may perform data validation
checks to ensure the data is in the correct format and meets any defined criteria or
constraints. This validation helps prevent errors and maintain data integrity.

4. Import Initiation: Users initiate the import process by uploading the prepared data file
into the system. The system parses the data from the file and maps it to the
corresponding fields or entities within the system.



On Import notification is displayed as below:

UPLOAD CSV X

© The file you submitted has been successfully uploaded. We will now proceed with importing the data and will notify you once the
process is complete.

Figure 88 Upload Success Message

Import History Update: Once the import is complete, the system updates the import
history, recording relevant details such as the date and time of the import, user who
initiated import, summary, status, and any associated errors.

PERSON CSV IMPORT

DATE * USER*
o] ‘ ‘ Type user name.
DATE USER SUMMARY STATUS ERROR
07/25/202403:19 PM Fowler, Devin 0 Added, 2 Updated and 2 Falled Completed View
04/26/2024 03:05 PM Fowler, Devin 1 Added, 3 Updated and 0 Failed Completed View
04/26/2024 03:03 PM Fowler, Devin Please select valid file to Import Failed View
04/26/2024 02:59 PM Fowler, Devin 0 Added, 3 Updated and 0 Failed Completed View
04/26/2024 02:53 PM Fowler, Devin 0 Added, 3 Updated and 0 Failed Completed View
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View link allows user to view import result. It displays errors as shown below:

TN
PERSON CSV IMPORT ERROR (x)
BILLING ID LAST NAME FIRST NAME EMAIL ERROR
4433RFTN MICHAELS KEVIN pd423@hotmail.com Driving license state code not valid.
4433RLTN MICHAELS KENNY p9003423@hotmail.com Driving license state code not valid.
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