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Minimum System Requirements

e Pentium™ |l Based PC

e 128 MB RAM

e Microsoft™Windows 98/NT/2000/XP Professional
e 250 MB Free Disk Space

e Read/Write Access to the Tapit Database

e Read/Write Access to the to-be-imported CSV File
e Tapit NOVA has to be installed on the same PC
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Before Importing Data

e Tapit Import Wizard accepts files in a CSV (comma delimited) format. Use export
facilities provided by the application you are importing from to create a CSV file.

e Importing Clients, Users and Departments from CSV files into TAPIT NOVA is a
two-step process:

STEP 1 - CSV file has to be converted into “Import Ready Data” using the TAPIT
Import application.

STEP 2 - “Import Ready Data” has to be transferred into TAPIT NOVA using
Upgrade Tapit task available within TAPIT NOVA application.

e IMPORTANT: If you have Remote Manager, and you want to import data for
more than one location, you need to repeat import process for each
location.

Import process has two steps. First step is getting data from CSV files
Import Ready using Tapit Import. Second step is running Upgrade Tapit
task in TAPIT NOVA. Both steps have to be completed for one location at
time.

e Before import, validate your data using guidelines below.

Overview of Import Process

1. Validate data in CSV files using guidelines from Validating Data sections specific
for each Import type (Client, User, and Department).

Install Tapit Import application.

Proceed with importing all desired data for the same location.

Run Upgrade TAPIT Task within TAPIT NOVA application.

LA

Repeat points 3 and 4 for each TAPIT location you are importing data.
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Installation

Installing Tapit Import

Tapit Import has to be installed on the same PC Tapit NOVA is installed.
1. To start Tapit Import installation, double click on Setup.exe
2. Tapit Import Setup screen appears.

X Tapit Import Setup >

g YWelcome to the Tapit Import installation program.
g

Setup cannat inskall system files or update shared files if they are in use,
Before proceeding, we recommend that you clase any applications yau may
be running.

Exit Sefup

3. Click on OK.
4. Click on the installation icon/button to install Tapit Import.

¢~ Tapit Import Setup =

Beain the installation by clicking the button belaw,

Click this butkon toinstall Tapik Import software ko the specified destination
directory,

Direcbory:
’7C:'|,F'rngram Files' Tapit Impork), Change Directory

Exit Setup
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5. The Choose Program Group screen is displayed. Click on Continue to accept
default option. Tapit Import will install in Tapit program group.
Tapit Imporkt - Choose Program Group El

Setup will add items to the group shown in the Program Group bos,
¥ou can enter a new group name or select one From the Existing
Groups lisk,

Progran Group:

Existing Groups:

Accessories 'y
A5F o ASP.MET Migration Assistant

Dell Accessaries

EARN

HTML Help Workshop

Lavasaft Ad-aware &

Microsaft Web Publishing

Power Scan b

Startui
-

Zontinue I Cancel |

6. Wait until setup program is done with file installation.

7, Tapit Import Setup x|

Destination File:

CWIRDOWSSYSTEM 32 msflxgrd, ook

7. Click on OK to the confirmation message.

Tapit Import Setup x|

Tapit Import Setup was completed successfully,

CIE |

8. Proceed with the section below.
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Step 1 - Convert CSV Files to Import Ready Data

IMPORTANT: If you have Remote Manager, and want to import data for
more than one location, repeat the import process for each location. There
are two steps. The first step is getting data from CSV files Import Ready
using Tapit Import. The second step is running Upgrade Tapit task in Tapit
NOVA. Both steps have to be completed for one location at time.

CLIENT

Glossary of Terms
TEXT field - the field in CSV file that needs to be imported to TAPIT.
TAPIT field - the field in TAPIT Database, into which TEXT field is imported.
TEXT record - a record (a line) in CSV file. This record is imported to TAPIT
Database to either Client or User table.
TAPIT record - a record in TAPIT Database. A record from CSV file (TEXT
record) is imported to either Client or User table in TAPIT Database. Once in
TAPIT Database, it becomes TAPIT record.

Validating Data
Tapit Import matches TEXT records with TAPIT records - one to one
One TEXT record (one line in the CSV file) corresponds to one TAPIT record.
Each Client/User has only one record in the CSV file. That record may contain,
in Client case, multiple phone numbers.
Same Client record from CSV file:
“Hanover Florist”,"215 Ridgedale Ave”,"Florham Park”,"NJ","(973) 360-
2300","973-360-2222","99358"
Each comma-delimited value is a TEXT field i.e. Hanover Florist is one of the

TEXT fields.
You would match the above fields to be imported the following way:
TEXT field Tapit field
Smith Client Last Name
John Client First Name
Hanover Florist Client Company Name
215 Ridgedale Ave Client Business Address 1
Florham Park Client City
NJ Client State
(973) 360-2300 Client Phone Number
973-360-2222 Client Phone Number
99355 Client Account Code
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TAPIT Client fields available for Import:

TAPIT Client Id field is not available for import from the CSV file. Instead
TAPIT assigns a new Client Id to each imported record.

Each Client TAPIT field can be associated with only one TEXT field except
Client Phone Number.

Client records can have more than one phone numbers, thus Client Phone
Number can be matched with multiple TEXT fields, provided the phone
numbers are within Client TEXT records (are listed on the same line in CSV
text file).

Client Last Name - is a required field.

Client First Name

Client Company Name

Client Business Address 1

Client Business Address 2

Client City

Client State

Client Zip Code

Client Phone Number

Client can have multiple phone numbers - multiple TEXT fields can be associated
with the TAPIT Client Phone Number filed. All phone numbers have to be listed
within the same TEXT record as shown below.

For Example:

Sample Client record from CSV file:

“Hanover Florist”,”215 Ridgedale Ave”,"Florham Park”,"NJ","(973) 360-2300","973-
360-2222","99358"

Each comma-delimited value is a TEXT field i.e. Hanover Florist is one of the

TEXT fields.
You would match the above fields to be imported the following way:
TEXT field Tapit field
Smith Client Last Name
John Client First Name
Hanover Florist Client Company Name
215 Ridgedale Ave Client Business Address 1
Florham Park Client City
NJ Client State
(973) 360-2300 Client Phone Number
973-360-2222 Client Phone Number
99355 Client Account Code

Document #: TNIUM-190218 Page | 7 Updated on 02/18/2019



TapitNOVA Import Utility Manual

Phone Number can contain digits, parenthesis (), dashes - and spaces. No other
characters are accepted. If other characters are found the entire Client record
associated with this Phone Number is rejected.

973-360-2300 - valid format

(973) 360-2300 - valid format

973.360.2300 - invalid format

1-800-Pick UPS - invalid format

973.360.2300 ext 103 - invalid format

Phone Number cannot be less than 10 digits and more than 24 digits.

Phone Number cannot be duplicated in the TAPIT Database. If Phone Number
already exists in the TAPIT Database, the entire Client record associated with this
Phone Number is rejected.

For example:

There is a client in TAPIT with the Phone Number “(973 360-2300".

The attempt to import record: “Hanover Florist”,”215 Ridgedale Ave”,"Florham
Park”,"NJ”,"(973) 360-2300","973-360-2222","99358" is unsuccessful because it
would duplicate the phone number - “(973 360-2300".

If a phone number is duplicated within the CSV file, the record with the first
instance of this phone number is saved in TAPIT Database. All subsequent
records containing the same phone number are rejected.

For example:
First record:
“Hanover Florist”,"440 Ridgedale Ave”,"Florham Park”,"NJ","(973) 360-
2300","973-360-2133","02358" - this record is saved.
Second record:
“Trisys, Inc.”,”215 Ridgedale Ave”,"Florham Park”,”"NJ","(973) 360-2300","973-
360-2222","99358" this record is rejected because it would duplicate the
phone number - “(973) 360-2300".
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Client Account Code
Client can have only one Account Code.

Account Code field accepts digits and letters. No other characters are accepted.
If characters, other than digits and letters, are found the entire Client record
associated with this Account Code is rejected.

99358 - valid format

UPSCOM - valid format

99**#8 - invalid format

Account Code cannot be more than 16 digits/letters.

Account Code cannot be duplicated in TAPIT. If an Account Code exists in TAPIT
Database already the entire record associated with this Account Code is
rejected.

For example:

There is a client in TAPIT with the Account Code “99358".

In this case the attempt to import record: “Hanover Florist”,”215 Ridgedale
Ave”,"Florham Park”,”NJ","(973) 360-2300","973-360-2222","99358" will be
unsuccessful because it would duplicate the Account Code - “99358".

If an Account Code is duplicated within the CSV file the first record read is
saved in TAPIT Database. All subsequent records, containing the same
Account Code, are rejected.

For example:
Two records have the same Account Code - 99358.
The record for Hanover Florist is read first.

“Hanover Florist”,"440 Ridgedale Ave”,"Florham Park”,"NJ","(973) 360-
2111","973-360-2133"," 99358"

The Hanover Florist record is saved.
The record for Trisys, Inc. is read second.

“Trisys, Inc.”,”215 Ridgedale Ave”,"Florham Park”,”NJ","(973) 360-2300","973-
360-2222","99358"

At this time TAPIT Database already contains Account Code 99358 associated
with the Hanover Florist Client. Thus, Trisys, Inc. record is rejected because it
would duplicate the Account Code -“99358".
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Using Import Wizard - Client

Tapit Import Wizard will load data from the CSV files to access database in
format ready for the Upgrade TAPIT task.

1. Start Import Wizard by clicking on START/TAPIT NOVA/TAPIT Import.
TAPIT User/Client Import screen appears.

1o
TAPIT User/Client Import |

Welcome to the TAPIT User{Client Import Wizard

Thig utility program guides pou through clientfuser data import.
IMPD RT Data can be imported from a comma delimited [C5V] file.

d TAPIT Client/User Id fields are not available for import from the C5Y file.
USERS Instead TAPIT assigns a new User |d to each imported record.

CLENTS | UserInstructions |

Examples of CSV Files

Click on "Mext >>" to Continue.

cancel | <= Back | | Next == il Finish

2. Click on Next.
Select Destination Table screen displays.

Select IMPORT destination TAPIT table:
o CLIENTS

" UUSERS

Click on Client option to check it.
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3. Click on Next.
Locate Files screen opens.
Enter the Path to the CSV file, or click on the Browse button to find it.

~Ilmport CLIENTS from CSY File:

Enter the path ta the czv file or click on 'Browse' to find it.

C:ACWSHlessClient C5Y Browse

Enter the Path to the TAPIT Database, or click on the Browse button to find it.

Import TO TAPIT Database (tapitdb.mdb) File:

Enter the path to the TAPIT databasze [tapitdb. mdb) file or click on 'Browse' o find it.

C:AT apita 32T apitdb.mdb Browze

4. Click on Next.
Column Headers screen comes up.

. TAPIT Import Wizard 1.1.0 O] x|

Column Headers

| CLIENTS IMPORT |
—Examples of C5Y files

¥iew sample Cs¥ file for Client import |

[~ Does the first row contain header?

Sample Text File Data (max 100 records shown)

First Mame Lazt Mame Company Account Code Street City
Samuel Jones Plastic & Wood, Ihe. 13456 1386 Sycamare Lane bario
Simon (3 abriel General Telecom, Inc 12345 230 Helna Rd Bayor
F.athy Clark Comaid h8925

Henry Goldstain Tristate Co. 29651 1464 Harpton Dr. | Jerse,
Mancy Dravey 1 Mation Technology a0983 235 Shelton St Thorr
Tereza Litak Trizps Telecom, Inc 135 Sill Dnive | Hally
Anha Chua Tristate Co. 1464 Harpton Dr.| Jersg,
Agnes Litak Trizps Telecom 215 Ridgedale Awve | Florh:

Cancel << Back | | Next == 1 Finish
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Does the first row contain headers?
Check this option if the first line of your CSV files contains TEXT field names.

[+ Does the first row contain header?

5. The Sample Text File Date is displayed on your screen. Only the first 100 lines
of your CSV file are displayed. Please check if the CSV data is separated into

columns properly.
Sample Text File Data {(max 100 records shown)

Firzt Mame Lazt Mame Company Arncount Code Street City
Samuel Jones Plaztic & wWood, Inc. 13456 1386 Sycamoare Lane Mario
Simaon Gabriel General Telecam, I 12345 235 Hellna Rd BEayol
Kathy Clark. Comaid h8925

Henny Goldstain Trigtate Co. 33651 1464 Hampton Dr. | Jerse
M ahcy Davey 1 Mation Technology R0983 235 Sheltan Str Tharr
Teresa Litak Trisys Telecom, Inc 135 Sill Drive | Hally
Anna Chua Trigtate Co. 1464 Hampton Dr. | Jerse
Agnes Litak Trizys Telecam 215 Ridgedale Ave Florhi

6. Click on Next.
The Match Fields screen appears.
This screen lets you match TAPIT fields with the corresponding TEXT fields.

. TAPIT Import Wizard 1.1.0 o ] 4
Match Fields |
| CLIENTS IMPORT |
Records to IMPORT: Sample Text File Data (max 100 records shown)
q Field 0 | Field 1 | Field 2 | Field 3 [Field «

First Name Last Mame Company Aocount Code Stiee |
Samuel Jones Plastic: & Wood, Inc. 13456

STEP1 Simon Gabriel General Telecam, nc 12345

Select an item from K athu Clark Cnmaid RR9PR i

‘Text File Columns’ 1 | | 4

list and a

comesponding f_ield B

name from ‘Tapit Tapit Database Fields Match Fields Text File Columns

D atabase Fields' list. I J _ I

STEP 2
Click on the "Add Add matched fields to the Import list

matched ..." button
to save this
selection for Import.
Repeat steps 1, 2
until all fields are
matched.

Each Tapit Field,
except Phone
Number can be
matched with ONLY
one Text File
Column.

Phone Humber Field
can be matched with
multiple Text File
Columns.

[

Remove item from the Import list

Cancel | << Back | | Next == | Finish |
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7. Sample Text File Data on the top of the screen displays up to 100 records of
the CSV TEXT file data.
The top row consists of the names of the TEXT file columns. These names are
listed in the Text File Columns list box. Sample Data is provided as a reference
in field matching. You can check what data each column contains.

8. Select a TAPIT field from TAPIT Database Fields list box and then a
corresponding item from Test File Columns.

Tapit Database Fields Match Fields Text File Columns
IEIient Account Code j = I.-'l'«cccuunt Code j

9. C(lick on Add matched fields to the Import List.
The matched fields appear on the Import List.
Repeat steps 9 and 10 until you're done with matching fields.

| Cligrt First Marne = Firgt Hame

| Cligrt Last Mamne = Last Mame

| Clignt Campary Marne = | Company

| Client Business Address 1 = | Street

| Clignt City = | City

| Client State = State

| Blient Zip Code = |Zip

| Client Phone Mumber = | Phone

| Client Phone Mumber = | Phone 2
Client Account Code = | Account Code

WHEN MATCHING CLIENT FIELDS

Client Last Name has to be imported.

TAPIT Client Phone Number is the only field that can be matched with multiple
TEXT fields (columns). Client can have multiple phone numbers.

All other TAPIT fields can be matched each with only one TEXT field (column).
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matched, click on Next.

The Import Screen appears.
This screen displays the final field selection for import.

&, TAPIT Import for NO¥A Wizard 1.2.0

Import |

S[=] E3

CLIENTS IMPORT

IHPORT Tapit Database Fields LalB0 RUE ST Text File Columns
:j“;?: rllh‘::::;dit' r:';purls Client First Marme = First MName
matched in the Import Client Last Marne: = Last Mame
List. Client Compary Mame = | Company
Data from the Text Elient Blusiness Address 1 = S.tleet
File Columns is Client City = Ciy
imported to the Client State = State
coresponding T apit Client Zip Code = Zip
Fields. Client Phone Mumber = | Phone1

. Client Phone Number = | Phone 2
If you need to edit :
the IMPORT LIST Client Account Code = | Account Code

click on the "<<Back"
button to go back to
the 'Match Fields'

screen. Addfremove
the Import List items.

TO IMPORT NOW

click on the "Finish®
button.

Eit | [ e Back | Next > | Finish

11. Import Wizard imports data the way it is matched in the Import List.

IMPORT LIST

Tapit Database Fields Text File Columns

Client Firgt M ame = Firzt Mame
Client Lazt Mame = | Last Mame
Client Cormpany Mame = | Company
Client Business Addrezs 1 = | Street

Client City = | City

Client State =  State

Client £ip Code = ZJp

Client Phaone Mumnber = | Phone 1

Client Phaone Mumnber = | Phone 2
Client Account Code =  Account Code

If you need to edit the Import List, click on the Back button to go back to the
Match Fields screen.

Add or Remove rows from the Import List.

Otherwise, click on Finish to import.
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12. When import is completed, a confirmation message appears.
a

Import Completed, Please see Import,Log For mare information.

Click on OK.

13. The Import screen changes.
Import I

| CLIENTS IMPORT |

= =]

Total text [csv) records: 8 Total records imported to ‘Client’ table: 7 Total records rejected: 1

Import Log File ~View Log Information - File: 030205200609 _Log.log

Click on the Yiew Import Log File'
button to view this file in the
Motepad. exe application.

Log file containg general information
about the Import Wizard. Thiz file has
a record of errors and description of
rejected records.

View Import LOG File

030205200609 _Log log file is located in:
C:\Program Files4T apit ImporthLogFiles! folder.

—¥iew Aejected Records - File: 030205200609 _Rejected.csv

Rejected Records File

Click on the Yiew Rejected Records
CSY File’ button to view thiz file in

View Rejected Records CSV File

030205200609 _Rejected. cav file iz located in:
C:%Pragram FileshT apit ImportiLogFiles', folder.

the Notepad_exe

All records rejected by the lmport
Wizard are saved into this file in a
C5¥Y format.

The Import Log file contains
descriptions of errors associated with
each rejected record.

You can import rejected records again
after you revize the Rejected Hecords
C5V file.

Please click on 'How to revise
Rejected Records file’ button for
instructions.

How to REVISE Rejected Records CSV file

— Import RE¥ISED Rejected Records File: 030205200609 _Log.csvy

Import REVISED Rejected Records CSV File

<= Back |

Mext == | Finish

Cancel

Top of the Import screen displays Import statistics.

Following example below - the CSV file contained 8 total TEXT records, 7 TEXT
records were successfully saved (imported) into the TAPIT Database. 1 TEXT
record was rejected (was not imported).

Total text [csv] records: 8 Total records imported to "Chent' table: 7 Total records rejected: 1
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14. To find out more about rejected records click the View Import Log File button.

—¥iew Log Information - File: 030205200609 _1 og_log

View Import LOG File

030205200609_Log.log file iz located in:
C:%Program FilezhT apit ImporthLogFiles’, folder.

The log file contains information about import.

Import FROM CSV file C:\CVSfiles\Client.CSV
Import TO the C:\TAPITW32\TAPITdb.mdb database, Client table

kkkkkhhkkkkkkhhhhhrrkkkxrd % %0)3/02/05 20:3 1 ** ***kkkhhkkkrkkkrhhhhrrrrrs
R R o o i i L i i b o S i b o S b b o L b i b i R L S S R o Lk i o

FIELDS ARE MATCHED THE FOLLOWING WAY:

Client Name = First & Last Name (Field0 & " & Field 1 ClientFirstName)
Client Company Name = Company (Field2 ClientLastName)

Client Business Address 1 = Street (Field4 ClientBAddress1)

Client City = City (Field5 ClientBCity)

Client State = State (Field6 ClientBState)

Client Zip Code = Sip (Field7 ClientBZip)

Client Phone Number = Phone 1 (Field8 CPNPhoneNumber)
Client Phone Number = Phone 2 (Field9 CPNPhoneNumber)

Client Account Code = Account Code  (Field3 ClientAccountCode)
B o b b o D b b b b b b b b b e b b b b b b B b B b b b b b b P b

(why records were rejected
rec # matches the record number in a rejected file csv)

***Rejected rec # 1***Phone Number: "9735654565" already exists in database

and has not been saved in TAPIT
****************************03/02/05;ux32***************************

(Import statistics)
Import to the Client table from file C:\CVSfiles\Client.CSV is completed
8 total CSV file records.

7 imported records.

1 rejected records.
R R R R R R b e e R R R S R R R S R R R R R R R R R R S R R e R R R R R S S

15. To view rejected records click on the View Rejected Records CSV File button.
—¥iew Rejected Records - File: 030205200609_Rejected. cav

View Rejected Records CSV File

020205200609_Rejected. czv file iz located in:
C:5Program FileshT apit ImportsLogFiles’ folder.
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16. The following screen opens up. Click on View File.

17.

iw, Tapit Import 1.0.23 - Rejected Records CSY File il

To Revise the Rejected Records file:

STEF 1

Click on the 'Instructions’ button.

The ‘Instructions.td’ file contains guidelines on how to correct the Rejected
Records file.

STEF 2
Click on the "View File' button to open the rejected records file. Follow the
guidelines from ‘Instructions.bd” file and revise this file.

Cancel | Yiew Instructions | Yiew File

The Rejected Records csv file opens in Notepad. The below is the Rejected
Records file produced by our example import (how it is displayed in Notepad).
The entries marked bold in this manual are the entries to be corrected - the log
file above has a list of these entries and information on what needs to be
corrected.

The first row of our rejected file is the headers. The Rejected Records file
headers reflect headers used originally in our CSV import file. The headers must
be left unchanged.

"Rec Number", "Company", "First Name AND Last Name", "Street", "City", "State",
"Zip", "Account Code", "Phone 1", "Phone 2" (end of headers)

"1", "Tristate Co.", "Anna Chua", "1464 Hampton Dr.", "Jersey City", "NJ", "7978",
"", "(201) 458-7245", "(973) 565-4565" (end of line 1)

The same Rejected Records file after corrections:

"Rec Number", "Company", "First Name AND Last Name", "Street", "City", "State",
"Zip", "Account Code", "Phone 1", "Phone 2"(end of headers - did not change
anything here)

"1", "Tristate Co.", "Anna Chua", "1464 Hampton Dr.", "Jersey City", "NJ", "7978",
", "(201) 458-7245", "(973) 230-4489" (end of line 1 - revised)

The Rejected Records file needs to be saved in Notepad under the same
name.

Now you can import rejected records again by clicking on Import Revised
Rejected Records CSV File.

Import REVISED Rejected Records CSV File
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If you have corrected the Rejected Records file and saved it under the same
name (overwritten) then click on OK to continue.

Tapit Impork il

This action will IMPCRT :\Program Filesh Tapit ImportiLogFilesi030205200609_Rejected. csy file to TAPIT,

If wou have revised 030205200609_Rejected file and saved changes under the same name and path (C:\Program Filesh Tapit
ImportiLogFilesi 030205200609 _Rejected. csyv)

then click on Ok,

Ctherwise click on CAMCEL and open the file for correction using the "iew Rejected CSY File' butkon,

Cancel |

TAPIT Import Wizard will import records from the Rejected Records file.
When import is finished it will display the following message:

Tapit Import EI

Import Completed, Please see Impott,Lag For more information.

Click on OK.

The Import screen changes to reflect the new import results (import from
Rejected Records csv file).

In our example:

"Total text (csv) records: 1" - total number of text records in the Rejected
Records csv file.

"Total records imported to ‘Client’ table:1” - the number of text records from the
Rejected Records csv file imported to TAPIT.

"Total records rejected: 0" - the number of rejected records. This number should
be 0 if all of the problems have been corrected in the Rejected Records csv file.
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ol x|
Import I

| CLIENTS IMPORT |

Total text [csv) records: 1 Total records imported to "Client’ table: 1 Total records rejected: 0

Import Log File ~View Log Information - File: 030205200609 Loglog—
Click on the "View Import Log File'

button to view this file in the View Import LOG File
Motepad.exe application.

Log file contains general information 030205200609_Log.log file is located in;

about the Import Wizard. This file has C:4Proaram FileshT apit ImportiLaaFilest falder.

a record of errors and description of
rejected records.

— There are no rejected records - the csv file haz not been created

Rejected Records File VYiew Rejected Records CSY File

Chck on the "View Rejected Becords
CSY File' button to view this file in
the Hotepad._exe

All records rejected by the Import
Wizard are saved into this file in a
CSY format.

The Import Log file contains
descnptions of errors associated with
each rejected record.

You can import rejected records again
after you revize the Rejected Records
CSY file.

Please click on "How to revise
Rejected Records file® button for
instructions.

Cancel | == Back | Mext = | Finish

Client data is ready to be imported to TAPIT NOVA.
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USER

Glossary of Terms
TEXT field - the field in CSV file that needs to be imported to TAPIT.
TAPIT field - the field in TAPIT Database, into which TEXT field is imported.
TEXT record - a record in CSV file. This record is imported to TAPIT Database
to either Client or User table.
TAPIT record - a record in TAPIT Database. A record from CSV file (TEXT
record) is imported to either Client or User table in TAPIT Database. Once in
TAPIT Database, it becomes TAPIT record.

TAPIT User Fields Available for Import

TAPIT User ID field is not available for import from the CSV file.
Instead TAPIT assigns a new User Id to each imported record.

TAPIT Import does not import any information concerning Departments.
Departments have to be manually created and assigned to Users via TAPIT
application, when import is completed.

Each User TAPIT field can be associated with only one TEXT field except
User Extension. User records can have more than one extension, thus User
Extension can be matched with multiple TEXT fields.

User First Name

User Last Name
User Last Name is a required filed in TAPIT. If it is empty the entire User TEXT
record is not saved into the TAPIT Database

User Authorization Code
There can be only one Authorization Code per User
TAPIT Authorization Code field accepts digits and letters. If characters, other
than digits and letters, are found the entire User record associated with this
Authorization Code is rejected.
99358- valid format.
UPSCOM - valid format.
99**#8 - invalid format.
Authorization Code cannot be more than 16 digits/letters.
Authorization Code cannot be duplicated in TAPIT Database. If an
Authorization Code already exists in TAPIT Database the entire record
associated with this Authorization Code is rejected.
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For example:
There is a USER in TAPIT with the Authorization Code “8858". In this case
the attempt to import record:
“Mark”,"Brown","8858",".05",".10",","125","118"123" will be unsuccessful
because it would duplicate the Account Code -" 8858".
If an Authorization Code is duplicated within the CSV file the record with
the first instance of this Authorization Code is saved in TAPIT Database. All
subsequent records, containing the same Authorization Code, are rejected.
For example:
“Mark”,"Brown”,"8858",".04",”.05",","102","101"103" - this record is saved
“John”,"Smith","8858",".05",".10",","125","118"123" - this record is rejected
because it would duplicate the Authorization Code “8858".

User Surcharge Per Minute
Surcharge Per Minute has to be a numeric value - the only other character
allowed is $ and a decimal point.
User Surcharge Per Call
Surcharge Per Call has to be a numeric value - the only other character
allowed is $ and a decimal point.
User Multiplier (percent)
Surcharge Per Call has to be a numeric value - the only other character
allowed is % and a decimal point.
User Extension
User can have multiple extensions - multiple TEXT fields can be matched
with the TAPIT Extension filed.
User Extension field allows ONLY for digits. No other characters are
accepted. If other characters are found the entire User record associated
with this Extension is rejected.
115- valid format.
ext. 115 - invalid format.
Extensions cannot have more than 9 digits
Extension cannot be duplicated in TAPIT. If an Extension already exists in
TAPIT Database the entire record associated with this Extension is rejected.
For example:
There is a USER in TAPIT with the Extension “125".
In this case the attempt to import record:
“Mark”,"Brown",”8858",".05",".10",","125","118"123" will be unsuccessful
because it would duplicate the Extension -* 125"
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If an Extension is duplicated within the CSV file the record with the first

TRISYS INC.

instance of this Extension is saved in TAPIT Database. All subsequent records

containing the same Extension are rejected.

For example:
“Mark”,"Brown","8858",.04",".05",","102","125"103" - this record is saved.
“John”,"Smith","4589",”.05",".10","","125","118"123" - this record is rejected
because it would duplicate the extension “125".
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Importing Users Without Departments

Example of User CSV file (displayed in MS Excel)

§ File Edit Wiew Insert Formak Tools  Data Window
hedam SV & RN W
oAt AT | F W & | weReply with Changes. .

J25 v I
A | B | ¢ | b | E |

1 |first last auth extl extZ
_ 2 |David Brady 2830 26831
_ 3 |Hellen Smith 2829 2832
4 |Joe WcDonald 2628 2833
_ & |Larry 2827 2834
_E |Dianne  |Jones 2830 2835
7 |Daniel Constant 2836
_ 8 |Ashley | Dermack 2837
9 [Thomas  Timathy 2838
10 |Abigail Pulkita 2665
11 |Erick Evans 8774
2 [ Tyler Darling 401885 48013
13 |Connor | Dill A0™#E9 48014
14 |Ben Davis 404852 48015
15 |Daniel Chuang 401268 48017
16 |Ann Kroeger 401565 48018
17 |Matthew  Molle 401887 45019
18 [Andrew Sullivan 401556 48020

1

. Imported . . -
Line No. to TAPIT? Why is the User record rejected?
This is the header line. TAPIT Import Wizard
Line 1 NO prompts to indicate if the CSV file contains

headers. If the indicator is set properly this line
will not be imported to TAPIT.

Line 2 -4 YES
Line 5 NO The required USER filed Last Name is left blank.
The Extension field does not accept any
duplicates. Extension 2830 already exists in TAPIT
Line 6 NO because this extension has already been used for
user on line 2 and line 2 has already been
imported.

Lines7-12 | YES

The Authorization Code TAPIT field accepts only
Line 13 NO digits and letters. The 40*#89 is not a correct
format because it contains other characters (*#).

Lines 14-19 | YES
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Using Import Wizard - Users Without Departments

1. Start Import Wizard by clicking on START/TAPIT/TAPIT IMPORT.

TAPIT User/Client Import screen appears.

_ioix
TAPIT User/Client Import |

Welcome to the TAPIT User/Client Impont Wizard

This utility program guides you through chentfuser data import.
IMPD RT Data can be imported from a comma delimited [C5Y] file.

d TAPIT Client/User Id hields are not available for import from the CSY file.
USERS Instead TAPIT assigns a new User Id to each imported record.

CLIENTS

Examples of CSV Files

Click on "Mext >>' to Continue.

Cancel | == Back | | Next => | Finish

2. Click on Next.
Select Destination Table screen displays.

Select IMPORT destination TAPIT table:
" CLIENTS

Click on User option to check it.

3. Click on Next.
Import Departments screen appears.
In this example the CSV file does not contain any departments.
Click on No to the Do you want to import Departments?

Document #: TNIUM-190218 Page | 24 Updated on 02/18/2019



TapitNOVA Import Utility Manual

—Do you want to import Departments?

" “ES Click on YES if you want to import Departments corresponding to Users.
Departments have to be imported prior to Uszers.
Click on Mext to import Departments.
When Departments Import iz completed this Wizard will continue with
Uzer Import.

Click on MO if you do not want to import Departments.

4. Click on Next.
Locate Files screen opens.
Enter the Path to the CSV file, or click on the Browse button to find it.

~Ilmport USERS from CSY File:

Enter the path to the cav file or click on 'Browse' to find i,

C:ACWSfileshU zer ooy Browsze

Enter the Path to the TAPIT Database, or click on the Browse button to find it.

—lmport TO TAPIT Database (tapitdb.mdb) File:

Enter the path to the TAPIT databasze [tapitdb.mdb] file or click on ‘Browse' to find it.

C:AT apitw 324 T apitdb.mdhb

Browse

5. Click on Next.
Column Headers screen comes up.
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. TAPIT Import Wizard 1.1.0
Column Headers I

| USERS IMPORT |

o [m [

—Examples of CSY files
¥iew sample CSY file for User import |
|v Does the first row contain header?:
Sample Text File Data {(max 100 records shown)

first last auth extl ext2

David Brady 2830 2831
Hellen Smith 2829 2832
Joe McDonald 2824 2833
Larry 2827 2834
Diarire Jaomes 2830 2835
D aniel Congtant 2836
Azhley Dermack 2837
Thomaz Timothy 2833
Abigail Fulkita 2868
Erick Ewanz 877
Tuler Drarling 401885 48013
Cannar Dill 40°#89 48014
Ben Davis 404852 4805
Daniel Chuang 401268 4807
Ann Kroeager 401565 48018
M atthew Nalle 401587 43039
Andrew Sullivan 4536 48020

Cancel

<< Back

Negt ==

Finish

Does the first row contain headers?
Check this option if the first line of your CSV file contains TEXT field names.

[+ Does the first row contain header?;

The Sample Text File Date is displayed on your screen. Only the first 100 lines
of your CSV file are displayed. Please check if the CSV data is separated into
columns properly.

Sample Text File Data {(max 100 records shown)
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David Brady 2830 2831
Hellen Smith 2829 2832
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7. Click on Next.
The Match Fields screen appears.
This screen lets you match TEXT fields with the corresponding TAPIT fields.

i
Match Fields |
| USERS IMPORT |
Records to IMPORT: Sample Text File Data (max 100 records shown)
17 first [1ast | auth | ext1 |extz «
David Brady 2830
Hellen Stk 2829
STEF 1 Joe rcDonald 2828
Select an item from | A IRIT x
'Text File Columns’ A I | _’I_I
list and a
comesponding f_ield )
name from "Tapit Tapit Database Fields Match Fields Text File Columns
Database Fields® list. I J _ J
STEP 2

Click on the 'Add Add matched fields to the Import list
matched _.." button

to save this
selection for Import.
Repeat steps 1, 2
until all fields are
matched.

Each Tapit Field,
except Extension
can be matched with
OMLY one Text File
Column.

Extension Field

can be matched with »
multiple Text File

Columns. Remove item from the Import list

Cancel | << Back | | Mext = | Finish |

8. Sample Text File Data on the top of the screen, displays up to 100 records of
the CSV TEXT file data.
The top row is the names of the TEXT file columns. These names are listed in the
Text File Columns list box. Sample Data is provided as a reference in field
matching. so you can check what data each column contains.

9. Select a TAPIT field from TAPIT Database Fields list box and then a
corresponding item from Text File Columns.

Tapit Database Fields Match Fields Text File Columns

ILlser E wtenzion j = Ie:-:t2 j

10. Click on Add matched fields to the Import List.
The matched fields appear on the Import List.

I1zer First Mame
dzer Last Mame
Idzer Autharization Code = | auth
I1zer Extension = | entl

I1zer Extenzion
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Repeat steps 9 and 10 until you're done with matching fields.

WHEN MATCHING USER FIELDS

User Last Name has to be included in the Import List. This TEXT flied (column)
cannot be empty.

TAPIT User Extension is the only field that can be matched with multiple TEXT
fields (columns).
User can have multiple extensions.

All other TAPIT fields can be matched with only one TEXT field (column).

11. When all fields are matched, click on Next.
The Import Screen appears.

Tapit Database Fields LR LT Text File Columns
Idzer Firzt Mame = | firgt
dzer Last Name = | last
Idzer Authorization Code = | auth
|1zer Ertenszion = | entl

et

|1zer Extenzion

This screen displays the final field selection for import.

Import Wizard imports data the way it is matched in the Import List.

If you need to edit the Import List, click on the Back button to go back to the
Match Fields screen. Add or Remove rows from the Import List.

Otherwise, click on Finish to import.

12. When import is completed, a confirmation message appears.
x|

Import Completed. Please see Import.Log For mare information.

Click on OK.
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13. The Import screen changes.

_i8ix]
Import I

| USERS IMPORT |

Total text [csv) records: 17 Total records imported to "User” table: 14 Total records rejected: 3

Import Log File ~View Log Information - File: 020205212456 _Log.log

Click on the "iew Import Log File'

button to view this file in the View Import LOG File
Motepad.exe application.

Log file contains general information 030205212456_Log log file is located in:

about the Import Wizard. This file has C:\Program FileshT apit ImporthLogFilest folder.

a record of errors and description of
rejected records.

—¥iew Hejected Records - File: 030205212456_Rejected_csv

Rejected Records File View Rejected Records CSV File
Click on the "iew Rejected Records 030205212456 Rejected. cav file iz located in:
C5¥ File' button to view this file in C:\Program FileshT apit Imports LogFiless, folder.

the Notepad. exe

All records rejected by the Import
Wizard are saved into this file in a
CS¥Y format.

The Impoit Log hile contains
descriptions of emmorg aszociated with
each rejected record.

You can import rejected records again
after you revise the Rejected Records
CS¥ file

(Pl @l s om T D oese ~Import REVISED Rejected Records File: 030205212456_Log.csv
Rejected Records file® button for
instructions.

How to REVISE Rejected Records CSV file

Import REVISED Rejected Records CSV File

Cancel | == Back | Next = | Finish

Top of the Import screen displays Import statistics.

Following example below - the CSV file contained 17 total TEXT
records, 14 TEXT records were successfully saved (imported) into the
TAPIT Database. 3 TEXT records were rejected (were not imported).

Total text [csv] records: 17 Total records imported to "User” table: 14 Total records rejected: 3

14. To find out more about rejected records click on the View Import Log File
button.
—¥iew Log Information - File: 030205212456 _Log log

View Import LOG File

Q23020521 2456 Log.log file iz located in;
C:%Program FilezhT apit ImpaorthLagFiless falder.

The Log file opens in Notepad.
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Import FROM CSV file C:\CVSfiles\User.csv
Import TO the C:\TAPITW32\TAPITdb.mdb database, User table

****************************03/02/05;”-42***************************
R e e R R ek R e R R e R e R R R R R R R R e R e

FIELDS ARE MATCHED THE FOLLOWING WAY:

User First Name = first (FieldO UserFirstName)
User Last Name = last (Field1 UserLastName)
User Authorization Code = auth (Field2 UserAuthCode)
User Extension = ext1 (Field3 Extension)
User Extension = ext2 (Field4 Extension)

R o b e e R e R e R R R R e R e

***Rejected rec # 1***|ast is empty. This is a required field in User table and
cannot be left empty.

***Rejected rec # 2***Extension: "2830" already exists in a database and has
not been saved in TAPIT

***Rejected rec # 3***auth: "40*#89" contains illegal characters. It can only

contain digits and letters.
****************************03/02/05:Zt42***************************

Import to the User table from file C:\CVSfiles\User.csv is completed
17 total CSV file records.
14 imported records.

3 rejected records.
kkkkkkkkkhhhrhhhrhkrkkkkhkkhhrhrhhrhrrkrkkhkhkhkhhrhhrhrrhrkkkkkkhhhrhhrhrrkikkkkkhdidd®

15. To view rejected records click on the View Rejected Records CSV File button.
—Yiew Rejected Recordsz - File: 030205212456_Rejected.csv

View Rejected Records CSV File

03020521 2456_Rejected. cav file iz located in:
C:4Program FileshT apit ImportLogFiles folder.
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16. The following screen opens up. Click on View File.

17.

i, Tapit Import 1.0.23 - Rejected Records C5Y¥ File ﬂ

To Revise the Rejected Records file:

STEF 1
Click on the 'Instructions' button.

The 'Instructions . bd’ file contains quidelines on how to correct the Rejected
Records file.

STEP 2

Click on the "View File' button to open the rejected records file. Follow the
guidelines from 'Instructions . bd' file and revise this file.

Cancel | Yiew Instructions | Yiew File

The Rejected Records csv file opens in Notepad. The below is the Rejected
Records file produced by our example import (how it is displayed in Notepad).
The entries in bold are the entries to be corrected - the log file above has a list of
these entries and information on what needs to be corrected.

The first row of our rejected file is the headers. The Rejected Records file
headers reflect headers used originally in our CSV import file.

"Rec Number","last","first","auth","ext1","ext2"
" Larry", ", "2827","2834"
"2","Jones","Dianne","","2830","2835"
"3","Dill","Connor","40*#89","","48014"

The revised Rejected Records file:

"Rec Number","last","first","auth","ext1","ext2"
"1" "Brown","Larry","","2827","2834"
"2""Jones","Dianne","","2855","2835"
"3""Dill","Connor","402589","","48014"

The Rejected Records file needs to be saved in Notepad under the same
name.

Now you can import rejected records again by clicking on Import Revised
Rejected Records CSV File.

Import REVISED Rejected Records CSV File
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If you have corrected the Rejected Records file and saved under the same name
(overwritten) then click on OK to continue.

Tapit Import x|

This action will IMPORT C:\Program Files! Tapit ImportiLogFilesi 030205200609 _Rejected, csv File bo TAPIT,

If vwou have revised 030205200609 Rejected file and saved changes under the same name and path (C:\Program Files! Tapit
ImportiLogFilesi030205200609_Rejected.csx)

then click on Ok,

Otherwise click on CANCEL and open the file For carrection using the 'Wiew Rejected CSY File' butkon.

Cancel |

TAPIT Import Wizard will import records from the Rejected Records file.
When import is finished it will display the following message:

Tapit Import x|

Impart Completed, Please see Impott,Lag Far more information,

Click on OK.

The Import screen changes to reflect the new import results (import from
Rejected Records csv file).

In our example:

"Total text (csv) records: 3" - total number of text records in the Rejected
Records csv file.

"Total records imported to ‘User’ table: 3" - the number of text records from the
Rejected Records csv file imported to TAPIT.

"Total records rejected: 0" - the number of rejected records. This number should
be 0 if all of the problems have been corrected in the Rejected Records CSV file.
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1o x|
Import I

| USERS IMPORT |

Total text [csv) records: 3 Total records imported to "User” table: 3 Total records rejected: 0

Import Log File ~¥iew Log Information - File: 030205212456 _Log.log

Chck on the "iew Import Log File'

button to view this file in the View Import LOG File
Nolegad_exe épplication_ i i

Log file contains general information 030205212456_Log.log file iz located in:

about the Import Wizard. This file has C:4Program Files\T apit | mportsLogFiles', folder.

a record of errors and description of
rejected records.

— There are no rejected records - the csv file has not been created

Rejected Records File View Rejected Records CSV File

Chick on the iew Rejected Records
CSY File® button to view this file in
the Hotepad_ exe

All records rejected by the Import
Wizard are gaved into thiz file in a
C5Y format.

The Import Log file contains
descriptions of errors associated with
each rejected record.

You can import rejected records again
after pou revise the Rejected Records

C5V file.
Pleasze click on 'How to revise
Rejected R ds file" L for

instructions.

Cancel | ==  Back | Mext == Finish

User data is ready to be imported to TAPIT NOVA.
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Importing Users With Departments
Using the same CSV file to import Users and Departments

Users and Departments can be imported from the same CSV file.
The CSV file has to contain User information as well as list Department Names
for the corresponding Users (see the example CSV file below).

Example of a User/Department CSV file displayed in MS Excel:

Ed Microsoft Excel - UserDeptName.csy

J File Edit “iew Insert Format Tools Data Window Help

DsEL Ry BR|-- &= 8|lE 2w~
K15 | =
A | B [ ¢ | D | E | F |

1 [first last auth extl ext2 dept

2 |David Brady 2830 2831 ACCOUNTIMNG

3 |Hellen =mith 2829 2832 ACCOUNTING

4 |Joe bcDonald 2828 2833 1T

5 |Larry Jones 2827 2834 T

6 |Dianne Chiera 2830 2835 (T

7 |Daniel Constant 2836 Human Resources
8 |Ashley  Dermack 2837 Human Resources
9 |Thamas  Timothy 2835 Customer Service
10 [Abigail Fulkita 2868 Custormer Service
11 |Erick Evans 8774 Custamer Service
12 | Tyler Darling 4018585 43013

13 [Connor Dl 403459 48014 =ales

14 [Ben Davis 404852 48015 Zales

15 [Daniel Chuang 401268 48017 =ales

16 [Ann Kroeger 401565 480158 Zales

17 [Matthew Malle 401587 48019 =Zales

18 [Andrew  Sullivan 401586 48020 Zales

A -

In our example:

Line 1 is the header.

Each line, except line 12, lists a Department Name (dept) corresponding to a
User. Department Names associate Users with the Departments.
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Format of a User/Department CSV file

Example of a User/Department CSV file displayed in MS Excel:

J File Edit Yiew Insert Format Tools Data SWindow Help
IDeHe GRY 2R v- &= A3 @3 7w -0 - B I
Kan o+ =

A | B | ¢ | b | E | F | & | H | [ |
1 [first last auth extl extd surcharge surcharge multiplier  dept
| 2 |David tcDonald 2830 2831 ACCOUNTING
| 3 |Hellen Smith 2830 2832 0.2 ACCOUNTING
| 4 |Jae 2828 2833 T
| 5 |Larry Jones 2827 2634 T
| 6 |Dianne  Chiera 2826 2835 IT
| 7 |Daniel Constant 2143 2836 Human Resaurces
| G |Ashley  Dermack 2837 Human Resources
| 9 |Thomas  Timothy 28358 Customer Service
10 | Abigail  Pulkita 2868 Custamer Service
|11 | Erick Evans a774 Custamer Services
| 12 | Tyler Darling 401585 48013 $0.04 0.8 5.00%
| 13 |Connaor Dill 4015885 45014 Sales
| 14 |Ben Davis LPSCOM 45015 Sales
| 15 |Daniel Chuang 39745 48017 Sales
| 16 |Ann Kroeger 401565 45018 Sales
17 |Matthew  Malle 401587 45019 Sales
|18 |Andrew | Sullivan 401556 48020 Sales
10

Is it going to

Line No. be imported Why is the User record rejected?

to TAPIT?

This is the header line. TAPIT Import Wizard prompts to
Line 1 NO indicate if the CSV file contains headers. If the indicator is
set properly this line will not be imported to TAPIT.

Line 2 YES

The Extension field does not accept any duplicates.
Extension 2830 already exists in TAPIT because this
extension has already been used for user on line 2 and
line 2 has already been imported.

Line 3 NO

Line 4 NO The required USER field Last Name is left blank.

Line 5-6 YES

The Extension TAPIT field accepts only digits. The A143 is

Line 7 NO . .
not a correct format because it contains a letter.

Lines 8-13 | YES

The Authorization Code TAPIT field does not accept any
duplicates. Authorization Code 401885 already exists in
TAPIT because this code has already been used for user
on line 13 and line 13 has already been imported.

Line 14 NO

The Authorization Code TAPIT field accepts only digits
Line 15 NO and letters. The 99**#8 is not a correct format because it
contains other characters (*#).

Line 16-18 | YES
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NOTE:

* Line 11 - Department Name has a typo. It is listed as Customer Services instead
of Customer Service.
As a result Customer Services will be created as an additional Department and
the user from line 11 (Erick Evans) will be associated with Customer Services
instead of Customer Service.

« If auser has multiple extensions they need to be listed on the same line with
this user (as shown above lines 2 through 5).

Using Import Wizard - Users WITH Departments (one CSV file)

1. Start TAPIT Import Wizard by clicking on START/TAPIT/TAPIT Import. TAPIT
User/Client Import screen appears.

1o/
TAPIT User/Client Import I

Welcome to the TAPIT User/Client Import Wizard

Thisg utility program guides you through clientfuser data import.
IMPD RT Data can be imported from a comma delimited [C5Y¥] file_

! TAPIT Chent/User Id fields are not available for import from the CSV file.
USERS Instead TAPIT assigns a new User Id to each imported record.

CLENTS | Userinstructions |

Examples of CSV Files

Click on 'Mext >>' to Continue.

Cancel =< Back | | Next > 1 Finish
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2. Click on Next. Select Destination Table screen appears.
Select IMPORT destination TAPIT table: in this example we are importing

Users.
e
Select Destination Table I
Select IMPORT destination TAPIT table:
" CLIENTS
& USERS
Cancel | | << Back | Next == Finish
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3. The Import Departments screen is displayed. In our case we want to import
Departments and associate them with Users. Click on the YES option.
=k

Import Departments? |

~ Do you want to import Departments?

Click on YE5 if you want to import Departments commesponding to Users.
Departments have to be imported prior to Users.

Click on Next to import Departments.

When Departments Import iz completed thiz Wizard will continue with
User Import.

O NO Click on NO if you do not want to import Departments.

Cancel << Back MNext »=» Finish
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4. Click on Next.
Locate Files screen opens.
This is the first screen of Departments Import. Departments have to be imported
prior to Users. When Departments Import is completed this wizard proceeds
with Users import.
Enter the Path to the User\Department CSV file, or click on the Browse button to
find it.
Enter the Path to the TAPIT Database, or click on the Browse button to find it.

JRT=TE
Locate Files |

DEPARTMENTS IMPORT

Import DEPARTMENTS from CSY File:

Enter the path ta the cav file or clizk an Browse' ta find it.

ChesvFilesh U serDieptM ame. cav Erowze |

Import TO TAPIT Database (tapitdb.mdb) File:

Enter the path to the TAPIT database [tapitdb.mdb) file or click on Browse' bo find it.

II::\T apit 32NDAT A MAIMapitdb.mdb Browse

4

Cancel | << Back Mext = Finish
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5. Click on Next
Column Headers screen comes up.

L=
Column Headers I
| DEPARTMENTS IMPORT |
—Ezxamples of C5¥ files
Using the same C5Y file to import Using two different C5Y files to import
Departments and Users Departments and Users
¥ Does the first row contain header?;
Sample Text File Data (max 100 records shown)
first last atth extl axt? surch
D avid McDonald 2830 283
Hellen Srrith 2830 2832
Jos 2828 2833
Lary Jones 2827 2834
Ciarine Chiera 2826 2835
D aniel Caonstant 4143 2836
Aszhley Demack 2837
Thomas Timothy 2038
Abigail Pulkita 2862
Erick Evans 8774
Tyler D arling 401885 48013 $0.05
Caonror il 401885 43014
Ben D avis UPSCOM 48015
Dianiel Chuang 99=#8 4aM7
Ann Krosger 401565 43018
Hatthew Molle 401587 43019
Andrew Sullivan 401586 43020
Cancel | <« Back | Next = | Finish |

You can view first 100 lines of your User\Department CSV file for your reference
under Sample Text File Data.

Please check if the displayed data reflects the User\Department CSV file (if data
is separated into columns properly).

Please note:

Each comma is a beginning of a new column in a Comma Separated text file
(CSV). Columns have to be divided by commas (not any other characters).

If commas are a part of a field value they should be enclosed by double quotes
i.e. "General Telecom, Inc".

Example:

Our Example.csv file contains following entry:

Simon,Gabriel,"General Telecom, Inc"

This file is displayed in MS Excel in the following format - in three columns.

E4 Microsoft Excel - example.csy

J File Edit Miew Inserk Format Tools Daka  Windo
DeEH2 Sy belo-a
H20 ~| =

A | B | C |
1 | Siman Sabriel General Telecom, Inc
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It should also display three columns in TAPIT Import.

Sample Text File Data (max 100 records shown)

Simon Gabriel General Telecom, Inc

6. Does the first row contain headers?
Check this option if the first line of your CSV file contains TEXT field names.

[+ iDoes the first row contain header?

The User\Department CSV, used in our example, contains headers (see Format
of a User\Department CSV file section above, the example of CSV file, line 1). If
your CSV file does not have headers it is recommended to create them. Having
column names makes it easier to match TAPIT fields with the Text file columns.

7. Click on Next. The Match Fields screen appears.
This screen lets you match TAPIT fields with the corresponding TEXT file

columns.
1o
Match Fields I
| DEPARTMENTS IMPORT |
Total CSV File Sample Text File Data {max 100 records shown)
Records: -
17 first [1ast | auth | ext1 | ext2
D avid tcDonald 2830
Hellen Srnith 2830
STEFP 1 Joe 2828
Select an item from | Apru Jnnes PRIT _Iv
Text File Columns’ h i I L4
ligt and a
corresponding [_ield B
name from T apit Tapit Database Fields Match Fields Text File Columns

Database Fields" list.
IDepaltment Mame j = Idept j
STEF 2

Click on the ‘Add Add matched fields to the Import list

matched __.* button
to save this
selection for Import.
Repeat steps 1.2
until all fields are
matched.

Department Mame = | dept

Each Tapit Field,

can be matched with
OMLY one Tesxt File
Column.

Department Hame
iz a required field

»
Remove item from the Import list

Cancel | << Back | Next == | Finish |

8. Select a TAPIT field from TAPIT Database Fields and then a corresponding item
from Text File Columns list box.
Tapit Database Fields Match Fields Text File Columns

IDepartmentName j = Iu:lept j
In our case we only need to match Department Name with a corresponding Text
File Column.
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9. Click on Add matched fields to the Import List.

Add matched fields to the Import list

The matched fields appear in the Import List.

Tapit Database Fields Match Fields Text File Columns
IDepaltment Marme j = Idept j

I Add matched fields to the Import list

Department Mame = | dept

10. When all fields are matched, click on Next.
The Import Screen is displayed.

-lojx|
[ Import |
| DEPARTMENTS IMPORT |
THEOE Tapit Database Fields M EORIS) Text File Columns
Import Wizard i
data the :::; Tie Department Name = | dept

matched in the Import
List.

Data from the Text
File Columns is
imported to the
correzponding T apit
Fields.

If you need to edit
the IMPORT LIST

click on the "<<Back’
button to go back to
the ‘Match Fields'
screen. Addfremove
the Import List items.

TO IMPORT MOW
click on the *Finigh*
button.

Ccancel | | << Back 1 Next == | Finish

This screen displays the final field selection for import.

11. Import Wizard imports data the way it is matched in the Import List.
If you need to edit the Import List, click on the Back button to go back to the
Match Fields screen. Add or Remove rows from the Import List using the Add
matched fields to Import list or Remove item form Import list buttons.
Otherwise, click on Finish to import.

12. When Department Import is completed, a confirmation message appears.
x|

Impott Completed, Please see Import, Log For more information.

Click on OK.
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13. Your Department Import is completed.
Import screen display changes.
The top of the screen displays statistics.
Following our example below:
"Total unique (csv) Departments: 6” - there has been 6 unique Department
Names found
"Total records imported to ‘Department’ table:"4 - 4 Departments were imported
"Total records rejected: 2" - 2 Departments were not imported, because they
already exist in TAPIT

Il
Import
| DEPARTMENTS IMPORT |
Total unique [csv¥]) Departments: 6 Total records imported to ‘Department’ table: Total records rejected: 2

Import Log File View Log Information - File: 022505104409 _Log.log

Chck on the "View Import Log File'

button to view this file in the View Import LOG File
Motepad. exe application.

Log file contains general information 022505104409 _Loq.loq fil is located in:

about the Import Wizard. This file has C:\ProjectsE xport mport T apithLogFilesh folder.

a record of errors and descrniption of
rejected records.

Rejected Hecords File

Rejected records [if any] are not
imported to the TAPIT database
h

the D tment N
already e:h'.iles ine'll?APlT. ames Departments import has been completed

2 records have been rejected because the Department Hames already exist in
TAPIT.

Please click on "Continue with User Import' button to import Users

Cancel | | Continue with User Import | Finish |

If some records are rejected that means they already exist in TAPIT. You don't
need to import them again.

Log file is a text file that contains information on this import. It resides in a
subfolder of the folder where TAPIT Import is installed. If default options were
accepted when installing TAPIT Import, this file is located in C:\Program
Files\TAPIT Import\LogFiles folder. To view log file click on View Import LOG file.
The LOG file opens in Notepad.
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The log file produced by our example import:

Import FROM CSV file C:\csvFiles\UserDeptName.csv
Import TO the C:\TAPITW32\DATA\MAIN\TAPITDB.MDB database, Department

table
***************************02/25/0511-44;****************************

K o o R R

FIELDS ARE MATCHED THE FOLLOWING WAY:

Department name = dept (Field8 DeptName)
B R R R R e e R e b e e R R R R S R R R R S R R R R R R R R e R R R R e R R R R R S S
***Rejected rec # 1***dept: "ACCOUNTING " already exists in a database and
has not been saved in TAPIT
***Rejected rec # 2***dept: "Customer Service" already exists in a database and
has not been saved in TAPIT
****************************02/25/0511:44***************************
Import to the Department table from file C:\csvFiles\UserDeptName.csv is
completed
(Import statistics)
17 total CSV file records.
6 unique Department Names to import.
4 imported records.

2 rejected records.
B R o o i R i e b R e R b o i R b o L b i R o S R I S R R R S Lk R
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14. You can proceed with User Import
Click on the Continue with User Import button.
Locate Files screen appears. This screen lets you select a different file to import
Users. However, in our import example we are importing Departments and
Users from the same file.
Click on I want to import USERS from the same file... box to check it. The path
to the User\Department CSV file appears.
The path to the TAPIT Database is saved from the Department Import and

should not be changed.
. TAPIT Import Wizard 1.0.23 oy ] 5|

Locate Files |

USERS IMFORT (following the Departments Imporf)

Import USERS from CSV File:

[v | want to import USERS from the same file used to import DEPARTMENTS
[C:AcsvyFilesiUserD eptN ame. csy)

OR. enter the path to the csv fils or click on Browse' to find it

C:heavFiles\UserDeptM ame. cay Browse |

Import TO TAPIT Database (tapitdb.mdb) File:

Enter the path to the TAPIT database [tapitdb.mdb] file or click on ‘Browse' to find it.

IE:'\TapitWSZ\DATA\MAIN\tapitdh. mdb Erowse |

4

Cancel | =< Back Next = Finish
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15. Click on Next.
Column Headers screen comes up.
This screen is different from what you have seen when importing Departments.
Associate Users with Departments part has been added. Since we've imported
only Department Names, Department Name is the only filed that can be used to
assign Users to Departments. That is why there is only one option displayed,
Department Name, and this option is grayed to prevent a user from changing
it.

il
Column Headers |

| USERS IMPORT (following the Departments Import) |
—Examples of CSY files

Using the same C5Y file to import
Departments and Users

—Associate Users with Departments
Department Name is the only field imported from Departments.
This field has to be used to associate Users with Departments

{* Department Name To associate Uzers with Departments:
the C5% file has to list L sers with the coresponding to them DEPARTMENT MAMES.

[v Does the first row contain header?

Sample Text File Data (max 100 records shown)

first last alth extl extd 3L A

Dawid McDaonald 2830 2831

Hellen Smith 2830 2832

Joe 2828 26833

Larry Jones 2827 2834

Diahne Chiera 2826 2835

D aniel Constant 4143 2836

Azhley Demack 2837

Thomas Tirnathy 2838

Ahigail Fulkita 2863

Erick Evang 8774

Tyler L arling 4013885 48013 30

e =3
Cancel | << Back | | Next == | Einish |

16. Since we are using the same CSV file and the Wizard already knows that it
contains headers the Does the first roc contain header? box is checked.
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17. Click on Next.
The Match Fields screen appears.
This screen lets you match TAPIT fields with the corresponding TEXT fields.

_loix]
Match Fields |
| USERS IMPORT (following the Departments Import) |
Records to IMPORT: Sample Text File Data (max 100 records shown)
17 first | last | auth | extl | et ~

David MeDanald 2830 L
Hellen Smith 2830

STEP 1 Joe 2828

Select an item from | aru Annes: PR _I'

'Text File Columns' 1 i | 4

list and a

corresponding l_ield N

name from ‘Tapit Tapit Database Fields Match Fields Text File Columns

Database Fields® list.

IUser Extension j = Ith2 j

Click on the "Add TAPIT 'DEPARTMEMNT MAME" field has to he matched with the corresponding field in a
matched .* button text file to associate Users with Departments

to zave this 5 .
selection for Import. Add matched fields to the Import list

Repeat steps 1, 2

STEP 2

undil all fields are __|Department Hame dept

matched. | User First Name first
o _[UserLast Mame last

Each Tapit Field, User Authorization Code auth

except Extension

can be matched with Uger Surcharge Per Minute

surcharge per Minute

OMLY one Text File : Uszer Surcharge Per Call surcharge per Call
Column. | User Multiplier [percent] multiplier
[ User Extension extl

Uzer Extension ext2

Extension Field
is a required field

Remove item from the Import list

Cancel | << Back | Mext == | Finish |

18. Select a TAPIT field from TAPIT Database Fields and then a corresponding item
from Text File Columns list box.

Tapit Database Fields Match Fields Text File Columns

ILlser E =tenzion j = Ie:-:t2 j

19. Click on Add matched fields to the Import List.

Add matched fields to the Import list

The matched fields appear on the Import List.
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Tapit Database Fields Match Fields Text File Columns

I |1zer Extension j = Ie:-:tE j

TAPIT 'DEPARTMEMNT MAME' field has to be matched with the corresponding field in a
text file to associate Users with Departments

Add matched fields to the Import list

| Department M ame = | dept

| Us=erFirst Mame = first

|| Us=er Last Name = | last

| U=er Authorization Code = auth

| Us=er Surcharge Per Minute = | zurcharge per Minute

| Us=er Surcharge Per Call = | zurcharge per Call
Idzer Multiplier [percent] = | multiplier

|| User Extenzion = extl
Ilzer Extenzsion = |ent2

WHEN MATCHING USER FIELDS
The field associating Users with Departments has to be matched. In our
case it is the Department Name field.

User Last Name has to be included in the Import List. This TEXT field (column)
cannot be empty.

TAPIT User Extension is the only field that can be matched with multiple TEXT
fields (columns). User can have multiple extensions.

All other TAPIT fields can be matched with only one TEXT field (column).
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20. When all fields are matched, click on Next.
The Import Screen appears.
—Io/x|

Import |

USERS IMPORT ({following the Departments Import) |

IMPORT

Import Wizard imports
data the way it is
matched in the Import
List.

D ata from the Text
File Columns is
imported to the
commesponding T apit
Fields.

If you need to edit
the IMPORT LIST
click on the "¢<Back’
button to go back to
the 'Match Fields®
screen. Add/remove
the Import List items.

TO IMPODRT NOW

click on the "Finish®
button.

IMPORT LIST

Tapit Database Fields Text File Columns
Department Hame dept
User First Namne first
Usger Last Hame lazt
User Autharization Code auth

Uger Surcharge Per Minute
Uzer Surcharge Per Call
Uzer Multiplier [percent]
User Extension
Uger Extension

surcharge per Minute
zurcharge per Call
multiplier

extl
extd

4 »

Cancel

| | << Back | Mext == | Finish |

This screen displays the final field selection for import.

TAPIT Import Wizard imports data the way it is matched in the Import List.

If you need to edit the Import List, click on the Back button to go back to the
Match Fields screen.

Add or Remove rows from the Import List using the Add matched fields to
Import list or Remove item form Import list buttons.

Otherwise, click on Finish to import.

21. When import is completed, a confirmation message appears.

ImportTapit ﬂ

Import Completed, Please see Import,Lag For more information,

Click on OK.
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22. The Import screen changes.

1ol
Import |

| USERS IMPORT (following the Departments Imporf) |

Total text [csv) records: 17 Total records imported to "User table: 12 Total records rejected: 5

Import Log File ~View Log Information - File: 022505114410_Log.log

Click on the iew Import Log File'
button to view this file in the View Import LOG File
Motepad._exe application.
Log file contains general information 022505114410 _Log.log file is located in:
about the Import Wizard. This file has C:\ProjectshE xport mport T apitsLogFilesh, folder.
a record of errors and description of
rejected records.

—Yiew Rejected Records - File: 022505114410_Rejected.csv

Rejected Records File View Rejected Records CSV File
Click on the Yiew Rejected Records 022505114410 _Rejected cov file is lozated in:
C5Y¥ File' button to view thiz file in C:\Projectz\ExportimpertT apitiLogFilesh falder.

the Hotepad. exe

All records rejected by the Import
Wizard are saved into this file in a
CSY format.

The Import Log file contains
descriptions of ermors agsociated with
each rejected record.

You can import rejected records again
after you revize the Rejected Records
C5Y¥ file.

(Flee G G T [ (e ~Import REVISED Reijected Records File: 022505114410_Log.csv
Rejected Records file' button for
instructions.

How to REVISE Rejected Records CSV file

Import REVISED Rejected Records CSV File

== Back | Mext == | Finizh

Top of the Import screen displays Import statistics.

Following example below - the CSV file contained 17 total TEXT records, 12 TEXT
records were successfully saved (imported) into the TAPIT Database. 5 TEXT
records were rejected (were not imported).

Taotal text [csv] records: 17 Total records imported to "User' table: 12 Total records rejected: 5

23. To find out more about rejected records click on the View Import Log File
button.

—¥iew Log Information - File: 082304103015 _Log. log

View Import LOG File

082304103015 _Log.log file iz located in:
C:AProjectz\Export mport T apithLogFiles' folder.

The log file contains two parts: the Department part and the Users part.
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Scroll down to see the Users Import part.

Import FROM CSV file C:\csvFiles\UserDeptName.csv

Import TO the C\TAPITW32\DATA\MAIN\TAPITDB.MDB database, User table
***************************02/25/0511:49-k***************************

B i b i b i S b b i S b b i o R S b i o i b i S b S b o R b o b o R I R o R e R R

FIELDS ARE MATCHED THE FOLLOWING WAY:

Department name = dept (Field8 DeptName)

User First Name = first (FieldO UserFirstName)

User Last Name = last (Field1 UserLastName)

User Authorization Code = auth (Field2 UserAuthCode)

User Surcharge Per Minute = surcharge per  (Field5 UserSurchargePerMinute)
Minute

User Surcharge Per Call = surcharge per Call  (Filed6 UserCallSurcharge)

User Multiplier (percent) = multiplier (Field7 UserMultiplier)

User Extension = ext1 (Field3 Extension)

User Extension = ext2 (Field4 Extension)

R e o e o e e R e R R e R R R e R

(why records were rejected rec # matches the record number in a rejected file
csv)

***Rejected rec # 1***Extension: "2830" already exists in a database and has
not been saved in TAPIT

***Rejected rec # 2***|ast is empty. This a required field in User table and
cannot be left empty.

***Rejected rec # 3***Extension: "A143" contains illegal characters. Only digits
are allowed. and has not been saved in TAPIT

***Rejected rec # 4***auth: "401885" already exists in TAPIT database, User
table

***Rejected rec # 5***auth: "99**#8 " contains illegal characters. It can only
contain digits and letters.
****************************02/25/0511:49***************************
(Import statistics)

Import to the User table from file C:\csvFiles\UserDeptName.csv is completed
17 total CSV file records.

12 imported records.

5 rejected records.
kkkkkkkkkhhhrhhhrhkkkkkkhkhkhhhrhhrhrrhkkkkkkhhhbhhrhrhrhrkkkkkkhhhhhrhrrkikkkkkhdidd*®

24. To view rejected records click on the View Rejected Records CSV File button.
Yiew Hejected Records - File: 082304103015_HRejected. csv

View Rejected Records CSV File

082304103015_Rejected.cav file is located in:
C:AProjectshE =portimpart T apitsLogFiles', folder.
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25. The following screen opens up. Click on View File.

26.

i, Tapit Import 1.0.23 - Rejected Records C5¥ File ﬂ

To Revise the Rejected Records file:

STEP1

Click on the ‘Instructions’ button.

The 'Instructions.txt' file contains guidelines on how to correct the Rejected
Records file.

STEF 2
Click on the "View File' button to open the rejected records file. Follow the
guidelines from 'Instructions b’ file and revise this file.

Cancel | Yiew Instructions | Yiew File

The Rejected Records csv file opens in Notepad. The below is the Rejected
Records file produced by our example import (how it is displayed in Notepad).
The entries in bold are the entries to be corrected - the log file above has a list of
these entries and information on what needs to be corrected.

The first row of our rejected file is the headers. The Rejected Records file

headers reflect headers used originally in our CSV import file.

"Rec Number","last","dept","first","surcharge per Minute","surcharge per
Call","multiplier","auth","ext1","ext2"

"1","Smith","ACCOUNTING ","Hellen","0.2","","","","2830","2832"
2T, o, 12828, "2833"

"3""Constant","Human Resources","Daniel","","","","","A143","2836"

"4" "Dill","Sales","Connor","","","","401885","","48014"
"5""Chuang","Sales","Daniel","","","","99**#8 " "" "48017"

The same Rejected Records file after corrections:

"Rec Number","last","dept","first","surcharge per Minute","surcharge per
Call","multiplier","auth","ext1","ext2"

"1","Smith","ACCOUNTING ","Hellen","0.2","","","","2855","2832"
"2","Brown","IT","Joe","","""","" "2828","2833"

"3""Constant”,"Human Resources","Daniel","","","","","4143","2836"
"4""Dill","Sales","Connor","","","","401995","","48014"
"5""Chuang","Sales","Daniel","","","","41998","","48017"

The Rejected Records file needs to be saved in Notepad under the same
name.

Now you can import rejected records again by clicking on Import Revised
Rejected Records CSV File.

Import REVISED Rejected Records CSV File
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27. If you have corrected the Rejected Records file and saved under the same name
(overwritten) then click on OK to continue.

Tapit Impork 5'

This ackion will IMPORT Z:Projects\ExportImport TapitiLogFilesi0z 25051144 10_Rejecked, csv File ko TAPIT.
If wou have revised 022505114410 Rejected file and saved changes under the same name and path
(C1\ProjectshExportImpart TapitiLogFilesi 0225051 14410_Rejected.csv)

then click on QK.

Okherwise click on CAMCEL and open the file For correction using the "“iew Rejected CSY File' button,

Zancel |

28. TAPIT Import Wizard will import records from the Rejected Records file.
When import is finished it will display the following message:

Tapit Import EI

Import Completed, Please see Impott,Lag For more information.

Click on OK.
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29. The Import screen changes to reflect the new import results (import from
Rejected Records csv file).
"Total text (csv) records: 5" - total number of text records in the Rejected
Records csv file.
"Total records imported to ‘User’ table:"5 - the number of text records from the
Rejected Records csv file imported to TAPIT.
"Total records rejected: 0" - the number of rejected records. This number should
be 0 if all of the problems have been corrected in the Rejected Records csv file.

1=k
Import |

| USERS IMPORT (following the Departments Import) |

Total text [csv) records: 5 Total records imported to "User’ table: 5 Total records rejected: 0

Import Log File ~View Log Information - File: 022505114410_Loglog——————
Click on the View Import Log File'

button to view thisz file in the View Import LOG File
Motepad.exe application.

Log file contains general information 022505114410_Log log file is located in:

about the Import Wizard. This file has C:4ProjectshE xportrmport T apit\LogFilesh folder.

a record of enmors and description of
rejected records.

— There are no rejected records - the csv file has not been created

Rejected Records File View Rejected Records CSY File

Click on the View Rejected Records
C5V File" button to view this file in
the Motepad_exe

All records rejected by the Import
Wizard are saved into this file in a
C5Y format.

The Import Log file contains
descriptions of errors azzociated with
each rejected record.

You can import rejected records again
after you revize the Rejected Records
L5V file.

Pleasze click on 'How to revise
Rejected Records file® button for
instructions.

Cancel | == Back Mext == Finish

Your import is completed.
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Using different CSV files to import Users ad Departments

You have two csv files: User csv file and Department csv file.

CASE 1 - Users are associated with Departments via Department Names
User csv file contains User information as well as lists Department Names
(and optionally Department Ids) for the corresponding Users.

E4 Microsoft Excel - UserDeptIddame.csy

J File Edit “iew Insert Format Tools Data Window Help

DsEalgRY mRlo- &= 4 @k 2w
B2F - =
A | B | ¢ | Db | E | F G
1 |first last auth extl ext2 dept dept no.
2 |David Brady 2830 2831 ACCOUNTING 1
3 |Hellen Srmith 25829 2832 ACCOUNTIMNG 1
4 |Joe WcDaonald 2025 28331 2
5 |Larry Janes 2827 283417 2
B |Dianne  Chiera 2830 203517 2
7 |Daniel Constant 2836 Human Resources 3
8 |Ashley Dermack 2837 Human Resources 3
3 |Thomas Timathy 2035 | Customer Service 4
10 | Ahigail Fulkita 2868 Custamer Service 4
11 |Erick Evans 0774 | Customer Service 4
12 [ Tyler Darling 401885 48013
13 |Connor | Dill 403453 48014 Sales 5
14 |Ben Davis 404852 48015 Sales 5
15 |Daniel Chuang 4012268 48017 =ales 5
16 [Ann Kroeger 401565 48018 Zales L
17 |Matthew [Molle 401587 48019 Sales 5
18 [Andrewe | Sullivan 401586 48020 Sales 5
A K

Department csv file contains a list of all the departments - Department Names
(and optionally Department Ids).

Ed Microsoft Excel - DeptIdName.csy

J File Edit Wiew Insert Formakt Tool:

DEEa Y bR
E11 | =

A | B |

dept dept no.

ACCOUNTIMG

T

Human Resources

Customer Service

Sales

M LD kD —

A | e L D —

iy
If User csv file contains all Department Names that you want to import (as

displayed in our example screens above) you can use the same file to import
both Users and Departments (see section Using the same csv file to import
Users and Departments above).
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However, if your Department csv file contains more departments than listed
throughout the User csv file (see the example screen below) then you need to
follow directions in this section.

Fa Microsoft Excel - DeptIdName.csy

J File Edit Wiew Insert Format Tool
DEeEa SRy b
114 4 =
A | B |
dept dept no.

ACCOUNMTING

T

Human Resources
Customer Service
oales

Marketing

= (o e LD R —
oM Lk —=

L]

This Department csv file lists Marketing as a Department Name. Marketing
department is not found in the User csv file. If you want to import Marketing
then you have to use both files to import Users and Departments.

CASE 2 - Users are associated with Departments via Department Ids
User csv file contains User information as well as lists Department Ids (the Ids
are not accompanied by Department Names) for the corresponding Users.

Ed Microsoft Excel - UserDeptId.csy

J File Edit Wew Insert Format Tools Data Window Help

DS EgRY 2R - &= &8 mk
H7 - =

A | B | ¢ | b | E | F |
1 |first last auth ext1 extd dept no.
2 | David Brady 2830 283 1
3 |Hellen Srnith 2829 2832 1
4 |Joe McDaonald 2828 2833 2
5 |Larry Jones 2827 2834 2
E |Dianne | Chiera 28430 2835 2
7 |Daniel Constant 2836 3
8 |Ashley  Dermack 2837 3
8 |Thomas  Timothy 2838 4
10 [Abigail  |Fulkita 2863 4
11 |Erick Evans g8774 4
12 |Tyler Darling 401385 48013
13 [Connor | Dill 403439 48014 5
14 |Ben Davis 404352 48015 5
15 [Daniel Chuang 401268 48017 5
16 |Ann Kroeger 401565 48018 5
17 [Matthew  Maolle 401587 48013 5
18 |Andrew  Sullivan 401556 43020 5#_

Department csv file contains a list of all the departments - Department Names
and Department Ids (both are required in this case).
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Ed Microsoft Excel - DeptIdiame.csy
J File Edit Wew Insert Format Toal:

DEEa Ry bR
E11 | =

A | B |

dept dept no.

ACCOUNTIMG

T

Human Resources

Customer Service

Sales
T T

If this description matches your csv files, the please follow import directions
from this section.

O (| e | Dd D | —
M b= L3 kD —

Format of a User CSV file

Example of a User CSV file displayed in MS Excel:

Ed Microsoft Excel - UserDeptId.csy

J File Edit Wiew Insert Format Tools Daka window Help

DEEa SRY 2@ - &= &4 MBE 2w - 10
k4 - =

A | B | ¢ | b | E | F | & | H | 1]
1 |first last auth extl exts surcharge surcharge multiplier  dept no.
2 |David hcDonald 2530 283 1
3 |Hellen =mith 2830 2832 0.2 1
4 |Joe 2328 2833 2
5 |Larry Jones 2827 2634 2
B |Dianne | Chiera 2526 2835 2
7 |Daniel Constant A143 2836 3
g |Ashley  Dermack 26837 3
9 |Thomas  Timothy 2838 4
10 |Abigail  Pulkita 2868 4
11 |Erick Evans g774 4
12 | Tyler Darling 401335 43013 $0.05 0.8 0.50%
13 |Connor— Dill 4015545 45014 ]
14 |Ben Davis LUPSCOM 45015 5
15 |Daniel Chuang  99™48 48017 5
16 |Ann Kroeger 401565 43013 5
17 |Matthew  Maolle 401537 43019 5
18 |Andrewr | Sullivan 401586 48020 5
10

Is it going to

Line No. be imported Why is the User record rejected?

to TAPIT?

This is the header line. TAPIT Import Wizard prompts to
Line 1 NO indicate if the CSV file contains headers. If the indicator is
set properly this line will not be imported to TAPIT.

Line 2 YES
Line 3 NO The Extension field does not accept any duplicates.
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Extension 2830 already exists in TAPIT because this
extension has already been used for user on line 2 and
line 2 has already been imported.

Line 4 NO The required USER field Last Name is left blank.

Line 5-6 YES

The Extension TAPIT field accepts only digits. The A143 is

Line 7 NO . .
not a correct format because it contains a letter.

Lines 8-13 | YES

The Authorization Code TAPIT field does not accept any
duplicates. Authorization Code 401885 already exists in
TAPIT because this code has already been used for user
on line 13 and line 13 has already been imported.

Line 14 NO

The Authorization Code TAPIT field accepts only digits
Line 15 NO and letters. The 99**#8 is not a correct format because it
contains other characters (*#).

Line 16-18 | YES

NOTE:
e If a user has multiple extensions, they need to be listed on the same line
with this user (as shown above lines 2 through 5).
e Line 12 - User Tyler Darling is not assigned to any department.

Format of a Department CSV File

Example of a Department CSV file displayed in MS Excel:

Fd Microsoft Excel - DeptIddame.csy

J File Edit YWiew Insert Format Tool:

DEeEHS 8RY B@
E11 | =

A | B |

dept dept no.

ACCOUMTING

T

Human Resources

Custormer Service
Sales

Mo LAk —

SO e L R —

iy

Line 1 - text columns headers -it is not going to be imported to TAPIT.
Line 2 - 6 are all going to be imported, provided none of the Department Names
exists in TAPIT.
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Using Import Wizard - Users WITH Departments (two different CSV files)

1. Start TAPIT Import Wizard by clicking on START/TAPIT/TAPIT Import. TAPIT
User/Client Import screen appears.

il
TAPIT User/Client Import I

Welcome to the TAPIT User/Client Import Wizard

TAPI
IMPORT

Thisg utility program guides you through client/user data import.

Data can be imported from a comma delimited [C5Y] file.

|'| TAPIT Chent/User Id hields are not available for import from the CSY hle.
Instead TAPIT assigns a new User Id to each imported record.

USERS

Examples of CSV Files

CLENTS | UserInstructions |

Click on "Next >>" to Continue.

Cancel << Back | | MNext > | Finish
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2. Click on Next.
Select Destination Table screen appears.
Select IMPORT destination TAPIT table: in this example we are importing
Users.

~iaxd
Select Destination Table |

Select IMPORT destination TAPIT table:
i CLENTS

& USERS

Cancel | | << Back | Next == Finish
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3. The Import Departments? screen is displayed. In our case we want to import
Departments and associate them with Users. Click on the YES option.

1o x]
Import Departments? |

~ Do you want to import Departments?

Click on YES if you want to import Depark ts conmesponding to Users.
Departments have to be imported prior to Users.

Chck on Next to import Departments.

When Departments Import is completed this Wizard will continue with
Uszer Import.

[ ] Click on NO if you do not want to import Departments.

Cancel << Back Next == Finish
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4. Click on Next.
Locate Files screen opens.
This is the first screen of Departments Import. Departments have to be imported
prior to Users. When Departments Import is completed this wizard proceeds
with Users import.

Enter the Path to the Department CSV file or click on the Browse button to find it.
Enter the Path to the TAPIT Database, or click on the Browse button to find it.

%, TAPIT Import Wizard 1.1.0 _ Ol x|
Locate Files |

DEPARTMENTS IMPORT

Import DERPARTMENTS from CSV File:

Enter the path to the cev file or click on ‘Browse' to find it

ChesvFilesh\DeptldM ame. csv Browse |

Import TO TAPIT Database (tapitdb.mdb) File:

Enter the path to the TAPIT database [tapitdb. mdb) file or click on 'Browse' to find it.

IC:'\T apitw IZADATAMAAINVTAPITDE MDB

4

Cancel | << Back Mext = Finish
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5. Click on Next.

Column Headers screen comes up.
&, TAPIT Import Wizard 1.1.0 _IEllil

Column Headers |

| DEPARTMENTS IMPORT |
—Examples of CSY files

Using the same CSY¥ file to import Using two different CSY¥ files to import
Departments and Users Departments and Users

[v Does the first row contain header?

Sample Text File Data (max 100 records shown)

dept dept no.
ACCOUNTING

IT

Human Resources

Customer Service

Sales

[ N

Cancel | << Back | Mext == | Finish |

You can view first 100 lines of your Department CSV file for your reference under
Sample Text File Data.

Please check if the displayed data reflects the Department CSV file (if data is
separated into columns properly).

Please note:

Each comma is a beginning of a new column in a Comma Separated text file (CSV).
Columns have to be divided by commas (not any other characters).

If commas are a part of a field value they should be enclosed by double quotes
i.e. "General Telecom, Inc".

Example:
Example.csv file contains following entry: Simon,Gabriel,"General Telecom, Inc"

This file is displayed in MS Excel in the following format - in three columns.

F4 Microsoft Excel - example.csy

I File Edit WYiew Insert Format Tools Daka Windo

DEEHS gRY 2R - @
| =

H20
A | B | C |
_1 |Siman Gabriel  General Telecom, Inc

=

It should also display three columns in TAPIT Import.
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Sample Text File Data {(max 100 records shown)

15 abriel General Telecom, Inc

6. Does the first row contain headers?
Check this option if the first line of your CSV file contains TEXT field names.

[+ Does the first row contain header?

The Department CSV used in our example contains headers (see Format of a
Department CSV file section above, the example of CSV file, line 1). If your CSV
file does not have headers it is recommended to create them. Having column
names makes it easier to match TAPIT fields with the Text file columns.

7. Click on Next.
The Match Fields screen appears.
This screen lets you match TAPIT fields with the corresponding TEXT file columns.

_ioix]
Match Fields I
| DEPARTMENTS IMPORT |
Total CS¥ File Sample Text File Data {max 100 records shown)
Records: - - -
5 dept | dept no. | Field 2 | Field 3 [ Field «
ACCOUNTING 1 [
IT 2
STEP 1 Hurnan Aesources 3
4

Select an item from Ciystomer Servina
‘Text File Columns h i I
list and a
corresponding Field

name from ‘Tapit Tapit Database Fields Match Fields Text File Columns
Databaze Fields' list.

STEF 2

Click on the ‘Add
matched .__° button
to save this Department Name = | dept
selection for Import. D traent 1d = dent
Repeat steps 1. 2 Sparmen EE 10
until all fields are
matched.

IDepartment Id j = Idept no. j

I Add matched fields to the Import list

Each Tapit Field,
can be matched with
OMLY one Text File
Column.

Department Hame

iz a required field »
Remove item from the Import list
Cancel | << Back | Next = | Finish |

8. Select a TAPIT field from TAPIT Database Fields and then a corresponding item
from Text File Columns list box.
Tapit Database Fields Match Fields Text File Columns
IDepartment Id j = Idept . j
In our chase we only need to match Department Name with a corresponding
Text File Column.
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9. Click on Add matched fields to the Import List.

Add matched fields to the Import list

The matched fields appear in the Import List.

Tapit Database Fields Match Fields Text File Columns
IDepartmentId j == Idept ho. j

Add matched fields to the Import list

dept
dept no.

Department Mame
Department |d

In our example User csv file contains ONLY Department Ids (Users are
associated with Departments via Department Ids) that is why we need to import
data to both Department Name and Department Id fields. If your User csv file
contains Department Names (Users are associated with Departments via
Department Names) then you don't have to import Department Ids.

10. When all fields are matched, click on Next.
The Import Screen is displayed.

-0l x]
Import I

| DEPARTMENTS IMPORT |

IMFORT Tapit Database Fields = otaar s Text File Columns
Import Wizard imports
data the way it is
matched in the Import
List.

Department Marme = | dept
Department |d = | deptno

Data from the Text
File Columns is
imported to the
comesponding T apit
Fields.

If you need to edit
the INFORT LIST
click on the "¢<Back’
button to go back to
the 'Match Fields'
screen. Add/remove
the Import List items.

TO IMPORT HOW

click on the ‘Finish’
button.

Cancel | | << Back || MNext =x Finish

This screen displays the final field selection for import.
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11. Import Wizard imports data the way it is matched in the Import List.
If you need to edit the Import List, click on the Back button to go back to the
Match Fields screen. Add or Remove rows from the Import List using the Add
matched fields to Import list or Remove item form Import list buttons.
Otherwise, click on Finish to import.

12. When Department Import is completed, a confirmation message appears.
x|

Import Completed, Please see Impott,Lag For more information.

Click on OK.

13. Your Department Import is completed.
Import screen display changes.
The top of the screen displays statistics.
Following our example:
"Total unique (csv) Departments: 5” - there has been 5 unique Department
Names found.
"Total records imported to ‘Department’ table:"3 - 3 Departments were imported
"Total records rejected: 2" - 2 Departments were not imported, because they

already exist in TAPIT.

~10/x]
Import |

| DEPARTMENTS IMPORT |

Total unique [csv] Departments:5 Total records imported to 'Department” table: Total records rejected: 2
3

Import Log File View Log Information - File: 022805122917 _Log.log

Click on the iew Import Log File'

button to view this file in the View Import LOG File
Motepad. exe application.

Log file contains general information 022205122917 _Log log file is located in:

about the Import Wizard. This file has C:%Pragram Files\T apit ImpothLogFiles folder.

a record of errors and descnption of
rejected records.

Rejected Records File

Rejected records (if any] are not
imported to the TAPIT database
because the Department Hames
already exits in TAPIT.

Departments import has been completed
2 records have been rejected because the Department Names already exist in
TAPIT.

Please click on 'Continue with User Import' button to import Users

Cancel | | Continue with User Import I Finish
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If some records are rejected that means they already exist in TAPIT. You don't
need to import them again.

Log file is a text file that contains information on this import. It resides in a
subfolder of the folder where TAPIT Import is installed. If default options were
accepted when installing TAPIT Import, this file is located in C:\Program
Files\TAPIT Import\LogFiles folder. To view log file click on View Import LOG file.
The LOG file opens in Notepad.

The log file produced by our example import:

Import FROM CSV file C:\csvFiles\DeptldName.csv
Import TO the C\TAPITW32\DATA\MAIN\TAPITDB.MDB database, Department

table
***************************02/28/05‘“}23-k***************************

B R o R R R i b b b S R i S R S R i o R i R R o R o R R o R I R o R e R e R

FIELDS ARE MATCHED THE FOLLOWING WAY:
Department Name = dept (FieldO DeptName)
Department Id = dept no. (Field1 Deptld)
B R o b i o o e i b o b b o L b i o L i R S R I S R R S Lk i o
***Rejected rec # 1***dept: "ACCOUNTING " already exists in a database and
has not been saved in TAPIT
***Rejected rec # 2***dept: "Customer Service" already exists in a database and

has not been saved in TAPIT
****************************02/28/05‘“&23***************************

Import to the Department table from file C:\csvFiles\DeptldName.csv is
completed

5 total CSV file records.

5 unique Department Names to import.

3 imported records.

2 rejected records.
R R o R o o R b L S b b o b S R i o i S b i o b o b o S o R b o R b o b e R o R o R e R e R e

Document #: TNIUM-190218 Page | 67 Updated on 02/18/2019



TapitNOVA Import Utility Manual

14. You can proceed with User Import.
Click on the Continue with User Import button.
Locate Files screen appears.

Enter the Path to the User CSV file, or click on the Browse button to find it. The

path to the TAPIT Database is saved from the Department Import and should
not be changed.

. TAPIT Import Wizard 1.0.23 - |I:I|5|

Locate Files |

USERS IMPORT (following the Departments Import)

Import USERS from CSV File:

[ | want to import USERS from the same file uzed to import DEPARTMENTS
[C-vczvFiles\UserD eptN ame_csv)

OR. enter the path to the csv file or click on ‘Browse' to find it.

ChosvFiles\U seiDeptM ame. csv Browse |

Import TO TAPIT Database (tapitdb.mdb) File:

Enter the path to the TAPIT databasze [tapitdb.mdb] file or click on ‘Browse' to find it.

IE:\T apifw/ I24DATAWMAIN apitdb. rmdb Browze |

4

Cancel | <= Back MNext > Finish
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15. Click on Next.
Column Headers screen comes up.
This screen is different from what you have seen when importing Departments.
Associate Users with Departments part has been added. Since we have
imported both Department Names and Department Ids, we need to select one
of them to associate Users with Departments. The selection depends on what
field is listed in the User csv file. Our file contains Department Ids. We are going

to associate Users with Departments via Department Id.

s, TAPIT Import Wizard 1.1.0 - |EI|1|
Column Headers I

| USERS IMPORT (following the Departments Import) |

~Examples of CSY files

Using Department Name field to associate
Users with Departments

Using Department ID field to associate
Users with Departments

—Associate Users with Departments

Select one of the following TAPIT fields to associate Users with Departments.

{~ Department Name Select this option if wour C5Y file lists Users with the cormesponding to them Department MAMES.

i~ Department Id Select thiz option if your CSY file lists Users with the comesponding to them Department 105,

[¥ Does the first row contain header?

Sample Text File Data {max 100 records shown)

ek surcharge per Minute surcharge per Call multiplier dept no, -
283 1
B3 0z 1
2533 2
2534 2
2835 2
2836 3
2837 3
2538 4
2BEE 4
arrd 4

48013 $0.05 0.8 0.50% =

B N - LI_I
Cancel | << Back | | Next > il Finish |

16. Does the first row contain headers?
Check this option if the first line of your CSV file contains TEXT fields names.

[+ Does the first row contain header?

The Department CSV, used in our example, contains headers (see Format of a
Department CSV file section above, the example of CSV file, line 1). If your CSV
file does not have headers it is recommended to create them. Having column
names makes it easier to match TAPIT fields with the Text file columns.
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17. Click on Next.
The Match Fields screen appears.
This screen lets you match TAPIT fields with the corresponding TEXT fields.

SI=TE
Match Fields |
| USERS IMPORT (following the Departments Import) |
Records to IMPORT: Sample Text File Data {(max 100 records shown)
17 first |Iast |aulh |exl1 |ext2 -

[rawid tcDonald 2830 [
Hellen Smith 2830

S5TEP 1 Joz 2828

Select an item from | A Arres PR ht

'Text File Columns" 1 i | Ll—l

list and a

corresponding field B

name from ‘Tapit Tapit Database Fields Match Fields Text File Columns

Database Fields® list.

IUser Ertenzion j = Iext2 j

Click on the ‘Add TAPIT '‘DEPARTMENT ID" field has to be matched with the corresponding field in a
m:l:chue:I e button text file to associate Users with Departments

to zave this - =
selection for Import. Add matched fields to the Import list

Repeat steps 1,2

STEP 2

until all fields are __ | Department |d dept na.

matched. | User First Namne first
o _[UserLast Mame last

Each Tapit Field, | User Autharization Code auth

excepl Extension

can be matched with surcharge per Minuts

Uzer Surcharge Per Minute

ONLY one Text File | User Surcharge Per Call surcharge per Call
Column. | User Multiplier [percent] rnltiplier
| User Extenzion ext]
Uger Extengion extd

Extension Field
iz a required Field

Remove item from the Import list

Cancel | << Back | Mext == | Finish |

18. Select a TAPIT field from TAPIT Database Fields and then a corresponding item
from Text File Columns list box.

Tapit Database Fields Match Fields Text File Columns

ILlser E =tenzion j = IE:-:t2 j

19. Click on Add matched fields to the Import List.
Add matched fields to the Import list

The matched fields appear on the Import List.
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Tapit Database Fields Match Fields Text File Columns

ILlser Estension j = Ie:-:t2 j

TAPIT "DEPARTMENT ID' field has to be matched with the corresponding field in a
text file to associate Users with Departments

__ | Department 1d = | dept no.

| Heer First Mame = first

| User Last Mame = | last

| User Authorization Code = | auth

| User Surcharge Per Minute = | zurcharge per Minute

| User Surcharge Per Call = | gurcharge per Call
[Jzer Multipler [percent) = | multiplier

| User Extension = el
I1zer Extension = ent2

WHEN MATCHING USER FIELDS
The field associating Users with Departments has to be matched. In our
case it is the Department Id field.

User Last Name has to be included in the Import List. This TEXT field (column)
cannot be empty.

TAPIT User Extension is the only field that can be matched with multiple TEXT
fields (columns). User can have multiple extensions.

All other TAPIT fields can be matched with only one TEXT field (column).
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20. When all fields are matched, click on Next.
The Import Screen appears.

=1
Import |

| USERS IMPORT (following the Departments Import) |

- IMPORT LIST

Tapit Database Fields Text File Columns

:1';':: llth\::::;udill ':;pmts Department 1d = | dept no.
matched in the Import Uzer First Hame = first
List. Usger Last Mame = |last
Data from the Text User dutharization Eo;le = alth .
File Columns is Usger Surcharge Per Minute = | surcharge per Minute
imported to the Usger Surcharge Per Call = | surcharge per Call
CP"BSDDHdiﬂQ Tapit U zer Multiplier (percent) = multiplier
Fields. User Extengion = eutl

Usger Extenzion = |ext2

If pou need to edit
the IMPORT LIST
click on the '<<Back’
button to go back to
the "Match Fields'
screen. Add/remove
the Import List items.

TO IMPORT NOW

click on the 'Finish®
button.

4 3

Cancel | | << Back | Next == | Finish |

This screen displays the final field selection from import.

TAPIT Import Wizard imports data the way it is matched in the Import List.

If you need to edit the Import List, click on the Back button to go back to the
Match Fields screen. Add or Remove rows from the Import List using the Add
matched fields to Import list or Remove item form Import list buttons.
Otherwise, click on Finish to import.

21. When import is completed a confirmation message appears.
x|

Import Completed, Please see Impott,Lag For more information.

Click on OK.
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22. The Import screen changes.

JRL=TEY
Import |

| USERS IMPORT (following the Departments Import) |

Total text [csv] records: 17 Total records imported to "User' table: 12 Total records rejected: 5

Import Log File ~¥iew Log Information - File: 022805122917 _Log.log

Click on the iew Import Log File"

button to view this file in the View Import LOG File
NolePad.exe qpplicatiun. _ i
Log file contains general information 0228051 22917_Log log file is lozated in:

about the Import Wizard. This file has C:4Program FileshT apit ImportsLogFilesh folder,
a record of enmorg and description of
rejected records.

—¥iew Rejected Records - File: 022805122917_Rejected.csv

Rejected Records File View Rejected Records CSV File
Chck on the View Rejected Records 022805122917 _Rejected. cav file iz located in:
C5¥ File' button to view this file in C:AProgram FileshT apit ImportsLogFilesh, folder.

the Notepad.exe

All records rejected by the Import
Wizard are saved into this file in a
CSY format.

The Import Log file contains
descriptions of enmors associated with
each rejected record.

You can import rejected records again
after pou revize the Rejected Records
C5V file.

Please click on "How to revise ~Import REVISED Rejected Records File: 022805122917_Log.csv
Rejected Records file' button for
instructions.

How to REVISE Rejected Records CSV file

Import REVISED Rejected Records CSV File

Finish

[ cancel <= Back | Next =

Top of the Import screen displays Import statistics.

Following example below - the CSV file contained 17 total TEXT records, 12 TEXT
records were successfully saved (imported) into the TAPIT Database. 5 TEXT
records were rejected (were not imported).

Total text [cs¥] records: 17 Total records imported to 'User” table: 12 Total records rejected: 5

23. To find out more about rejected records click on the View Import Log File
button.

—¥iew Log Information - File: 022805122917_Log.log

View Import LOG File

02280512297 _Lag.lag file iz located ik
C:%Program FilezhT apit ImporthLogFiles' folder.

The log file contains two parts: the Department part and the Users part.
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USERS IMPORT

Import FROM CSV file C:\csvFiles\UserDeptld.csv
Import TO the C:\TAPITW32\DATA\MAIN\TAPITDB.MDB database, User table

kkkkkhhkhkkkkkhhhhhrhrkkkxhrd k0 /28/05 14:45%* * **k*kkkkkkkkkkkkhkhkhrhkkktk
R o o o i o o i R i b o S i b o S b i b b o L o i b o S e R L o S R o Lk i o

FIELDS ARE MATCHED THE FOLLOWING WAY:

Department Id = dept no. (Field8 Deptld)

User First Name = first (FieldO UserFirstName)

User Last Name = last (Field1 UserLastName)

User Authorization Code = auth (Field2 UserAuthCode)

User Surcharge Per Minute = surcharge per  (Field5 UserSurchargePerMinute)
Minute

User Surcharge Per Call = surcharge per Call  (Filed6 UserCallSurcharge)

User Multiplier (percent) = multiplier (Field7 UserMultiplier)

User Extension = ext1 (Field3 Extension)

User Extension = ext2 (Field4 Extension)

R e e e e e e o R e R R e R R R R e R

(why records were rejected rec # matches the record number in a rejected file
csv)

***Rejected rec # 1***Extension: "2830" already exists in a database and has not
been saved in TAPIT

***Rejected rec # 2***|ast is empty. This is a required field in User table and
cannot be left empty.

***Rejected rec # 3***Extension: "A143" contains illegal characters. Only digits
are allowed and has not been saved in TAPIT

***Rejected rec # 4***auth: "401885" already exists in TAPIT database, User table
***Rejected rec # 5***auth: "99**#8 " contains illegal characters. It can only
contain digits and letters.
****************************02/28/05'hk45***************************
(Import statistics)

Import to the User table from file C:\csvFiles\UserDeptName.csv is completed

17 total CSV file records.

12 imported records.

5 rejected records.
B R o o i R e i R i b o R b o L R i b o R i R i S R S R R R R R R

24. To view rejected records click on the View Rejected Records CSV File button.
—¥iew Rejected Records - File: 022805122917_Rejected.csv

View Rejected Records CSV File

022305122917 _Rejected.cav file is located in;
C:%Program FileshT apit ImporthLogFiles" folder.
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25. The following screen opens up. Click on View File.
i, Tapit Import 1.0.23 - Rejected Records CSY File El

To Revise the Rejected Records file:

STEP1

Click on the 'Instructions’ button.

The 'Instructions.bd’ file contains guidelines on how to correct the Rejected
Records file.

STEP 2
Click on the "View File' button to open the rejected records file. Follow the
guidelines from 'Instructions.bd' file and revise this file.

Cancel | Yiew Instructions | | Yiew File I

The Rejected Records csv file opens in Notepad. The below is the Rejected
Records file produced by our example import (how it is displayed in Notepad).
The entries in bold are the entries to be corrected - the log file above has a list of
these entries and information on what needs to be corrected.

The first row of our rejected file is the headers. The Rejected Records file
headers reflect headers used originally in our CSV import file.

"Rec Number","last","dept no.","first","surcharge per Minute","surcharge per
Call","multiplier","auth","ext1","ext2"
"1""Smith","1","Hellen","0.2","","","","2830","2832"

"2nm 2" "o, 2828, "2833"
"3""Constant","3","Daniel","","","","","A143","2836"

"4" "Dill","5","Connor","","","","401885","","48014"
"5""Chuang","5","Daniel","","","","99**#8 """ ,"48017"

The same Rejected Records file after corrections:

"Rec Number","last","dept no.","first","surcharge per Minute","surcharge per
Call","multiplier","auth","ext1","ext2"
"1","Smith","1","Hellen","0.2","","","","2855","2832"
"2","Brown","2","Joe","","","","","2828","2833"
"3","Constant","3","Daniel","","","","" "4143","2836"
"4""Dill","5","Connor","","","","401995","","48014"
"5","Chuang","5","Daniel","","","","41998","","48017"

The Rejected Records file needs to be saved in Notepad under the same
name.

26. Now you can import rejected records again by clicking on Import Revised
Rejected Records CSV File.

Import REVISED Rejected Records C5V File

Document #: TNIUM-190218 Page | 75 Updated on 02/18/2019



TapitNOVA Import Utility Manual

27. If you have corrected the Rejected Records file and saved under the same name
(overwritten) then click on OK to continue.

Tapit Impork ﬂ

This action will IMPORT Z:\Program Files\ Tapit ImportiLogFiles\022805122917_Rejected, csv file to TAPIT.

If wou have revised 022805122917 _Rejected file and saved changes under the same name and path (C:\Program Files) Tapit
ImpartiLogFilesi0Z228051 22917 _Rejected,csv)

then dlick on Ok,

Ctherwise click on CAMCEL and open the file for correction using the "iew Rejected CSY File' buttaon,

] Cancel |

28. TAPIT Import Wizard will import records from the Rejected Records file.
When import is finished it will display the following message:

Tapit Import x|

Impart Completed, Please see Import,Lag Far more information.

Click on OK.
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29. The Import screen changes to reflect the new import results (import from
Rejected Records csv file).
In our example:
"Total text (csv) records: 5” - total number of text records in the Rejected
Records csv file.
"Total records imported to ‘User’ table:"5 - the number of text records from the
Rejected Records csv file imported to TAPIT.
"Total records rejected: 0" - the number of rejected records. This number should
be 0 if all of the problems have been corrected in the Rejected Records csv file.

1=k
Import I

| USERS IMPORT (following the Departments Import) |

Total text [csv) records: 5 Total records imported to ‘User’ table: 5 Total records rejected: 0

Import Log File ~View Log Information - File: 022805122917 Loglog—————
Click on the View Import Log File®

button to view this file in the View Import LOG File
Motepad.exe application.

Log file contains general information 022805122917_Loa.log file is located in:

about the Import Wizard. This file has C:%Program FileshT apit ImpartsLogFiles!, folder.

a record of errors and descnphion of
rejected records.

— There are no rejected records - the csv file has not been created

Rejected Records File View Rejected Records CSY File

Chick on the View Rejected Records
CS5Y File' button to view this file in
the Notepad.exe

All records rejected by the Import
Wizard are saved into this file in a
C5Y format.

The Import Log file contains
deszcrnptions of ermors associated with
each rejected record.

You can import rejected records again
after you revise the Rejected Records
CSY file.

Please click on 'How to revize
Rejected Records file' button for
inzstructions.

Cancel | == Back | Mext = | Finish

User and Department data is ready to be imported to TAPIT NOVA.
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Step 2 - Run Upgrade TAPIT Task in TAPIT NOVA

IMPORTANT: If you have Remote Manager, and you want to import data for
more than one location, you need to repeat import process for each
location. Import process has two steps. First step is getting data from CSV
files Import Ready using Tapit Import. Second step is running Upgrade
Tapit task in TAPIT NOVA. Both steps have to be completed for one location
at time.

CSV file data has to be run through TAPIT Import before it is transferred to
TAPIT NOVA via the Upgrade TAPIT task. If you have not done it yet, see
section STEP 1 - CONVERT CSV FILES TO IMPORT READY DATA.

Upgrade TAPIT NOVA task transfers the Import Ready CSV data into TAPIT NOVA.

Log in to TAPIT NOVA.

Click on the System button.

Click on the Tasks tab.

Select Upgrade TAPIT task from the Create a new Task list.

AN =

System Locations Tasks Security

Create a new Task Bd| scheduled Tasks | Running Tasks | Task Log

Schedule a Database Upgrade
When do you want this task to run?

* Run Once

Start Time:

|15:19:29

| Next ] | Cancel ]

5. Accept default current time to run this task at once. Click on Next.

6. If you have purchased Remote Manager, select a location name you are
currently upgrading from the Pick the location you wish to upgrade list.
Otherwise, accept default Main location.

Enter a path and a file name of the TAPIT database containing ready for import
data transferred from the CSV files into the Select access database file you
wish to upgrade field. The path to this database is C:\Tapit Nova\Tapit
Import\data\tapitdb.mdb folder (assuming Tapit Import is installed on the C
drive).
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System Locations Tasks Security

Create a new Task j Scheduled Tasks | Running Tasks | Task Log

Schedule a Database Upgrade
Select a Location To Upgrade

Current Upgraded Locations
MName Date Loaded Calls Status
Main 17151900 12:00:00 &M o

Pick the location you wish to upgrade

|Main |

Select the access database file you wish to upgrade
IC:\TapitOId\Main\Tapitdh.ml:lh

I Previous ]l Next ] l Cancel ]

7. Fill out the email information and click on Finish. The task has been scheduled
and starts running right away.
An email message will be sent by the system to the recipient’'s email address
from the To field once the task is completed.
System Locations Tasks Security

Create a new Task Bd| Scheduled Tasks | Running Tasks | Task Log

Schedule a Database Upgrade
Email Results

** Separate multiple email addresses by semicolons ;)
To:

|recipient@trisy5.cnm

CC

BCC:

Subject:

|DI|:| Calls were loaded in the new TapitMova databas
Message;

Have a nice day! ;l

: Previous ][ Finish ] [ Cancel ]
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8. Click on the Running Tasks link. The Upgrade task is listed on the Currently
Running Tasks list. If the Upgrade task is not listed, it is already completed. You
can verify that by checking the Task Log.

Task Log has a list of all completed tasks.

System Locations Tasks Security

Create a new Task j Scheduled Tasks | Running Tasks | Task Log

Currently Running Tasks
Location Task Started Elapsed Status % Complete
Main LUPGRADE 00:00:00 00:00:04 Importing data from Calls 1%

9. Toview upgrade details, click on the UPGRADE task on the Currently Running
Tasks list. The Active Task Detail screen appears.

System Locations Tasks Security

Create a new Task j Scheduled Tasks | Running Tasks | Task Log

Active Task Detail

Task Status
LocID Process Name  Status

u] UPGRADE Importing data from Calls

Progress

Counter Counter Max Avg Recs/Sec Avg Secs/Rec Elapsed Time Estimated Run Time Last Msg By Client  Last Msg By Server
1400 45070 100 0.0l 0000 14 00:07:40 1/23f2010 5:52:46 PM 1/22/2010 2;29:25 PM

Warning (Code = 0) / Errors (Code <= 0)

Code Message

u]

State

Active Complete Verify Stop

1 u] 1 u]

| Refresh I | Verify I | Stop Task I | Return to Active Tasks I

The Task Status section displays description of the task.

The Progress section displays current information about the running task
Counter - how many call records have been imported so far.

Counter Max - the total number of call records to be imported.

Avg Recs/Sec - how many records per second are being imported.

Avg Secs/Rec - how many seconds it takes to import one call record.
Elapsed Time - how much time has passed since the start of upgrade.
Estimated Run Time - approximately how long the upgrade will take.

The Warning section displays warnings and errors.

To see updated Task Details click on the Refresh button.
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If the task appears to be “hung” and you are not certain that the task is working,
click on Verify and then click on Refresh to see the current status.

If for some reason you need to stop the task click on the Stop Task button.
However, this is not recommended, because it can produce unpredictable
results in call data.

To go back to the Currently Running Tasks list click on Return to Active Tasks.

10. Once upgrade task is completed it will disappear from the Currently Running
Tasks list. You will be able to find it on the Tasks - Completed list located on the

Task Log tab.
Tasks - Completedltes Page

01/23{10 17:58 183:03 UPGRADE u] Complete

11. If you have more than one location to upgrade (if you are upgrading old Tapit
with Remote Manager), you need to repeat pt 2 - 22 for each location’s
database.

Trisys Inc.
187 Columbia Turnpike
Suite 484
Florham Park, NJ 07932

WWW.trisys.com

Phone: 973-360-2300
Fax: 973-360-2222
Email: general@trisys.com
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