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SYSTEM REQUIREMENTS

e Pentium™ Il Based PC

« 128 MB RAM

e Microsoft™ Windows 98/NT/2000/XP Professional
e 250 MB free disk space

* Read/Write access to the TAPIT database

» Read/Write access to the to-be-imported CSV file.

INSTALLATION

Installing TAPIT Import

1. Tostart TAPIT Import installation program, double click on Setup.EXE.

2. TAPIT Import Setup screen appears

. Tapit Import Setup

@ wWelcome ko the Tapit Import installation program.
=

Setup cannot inskall syskem files or update shared Files if they are in use,
Before proceeding, we recommend that vou close any applications wou may
be running.

Exit Setup

3. Click on OK.
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4. Click on the installation Icon/Button to install TAPIT Import.
. Tapit Import Setup x|

Beqin the installation by clicking the buktan belaw,

Click. this button ta install Tapit Import software bo the specified destination
directory.

Directaory:
’7C:'|,F'r|:-gram Filesh Tapit Import, Change Direckory

Exit Setup

5. The Choose Program Group screen is displayed.
Click on Continue to accept default option. TAPIT Import will install in TAPIT program group.

#J Tapit Import - Choose Program Group x|

Setup will add items to the group shown in the Program Group box,
¥ou can enter a new graup name of select ane Fram the Existing
Graups lisk,

Progranm Group:

Existing Groups:

Accessories s
A5F to ASP.MET Migration Assistant

Dell Accessories

EARN

HTML Help Workshop

Lavasaft Ad-aware &

Microsaft Web Publishing

Power Scan oo

Startui
-

Continue I Cancel |
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Wait until Setup program is done with file installation.
,?, Tapit Import Setup ﬂ
Destination File:
CWIRDOW S SYSTEM32 msflgrd, oo

Click on OK to the confirmation message.
Tapit Import Setup x|

Tapit Import Setup was completed successully,

Ik |

You can start using TAPIT Import.
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Glossary of Terms

TEXT field — the field in CSV file that needs to be imported to TAPIT.

TAPIT field — the field in TAPIT Database. TEXT field is imported to TAPIT filed.

TEXT record — arecord (a line) in CSV file. This record is imported to TAPIT Database to either Client or

User table.

TAPIT record —arecord 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.

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.

» Before export, validate your data using guidelines below.

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.

Sample Client record from CSV file:

“Hanover Florist”,”215 Ridgedale Ave”,”Florham Park”,”NJ”,”(973) 360-2300",7973-360-2222",799358”

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

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

TAPIT Client Id field is not available for import from the CSV file.
Instead TAPIT assigns a new Client Id to each imported record.
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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 First Name
Client Last Name and Client Company Name
If you import Last Name and Company Name:
Last Name will be combined with First Name and put into Client First Name in TAPIT.

Company Name will be put into Last Name/Company in TAPIT. Company Name cannot be empty in
CSV file or the TEXT record is rejected (not imported to TAPIT). Company Name has to contain the
name to represent Clients on the TAPIT reports.

If you import only Last Name (no Company Name):

Last Name will be put into Last Name/Company in TAPIT. Last Name cannot be empty in CSV file or
the TEXT record will be rejected (not imported to TAPIT). Last Name has to contain the name to
represent Clients on the TAPIT reports.

If you import only Company Name (no Last Name):

Company Name will be put into Last Name/Company in TAPIT. Company Name cannot be empty in
CSV file or the TEXT record will be rejected (not imported to TAPIT). Company Name has to contain
the name to represent Clients on the TAPIT reports.

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",7973-360-2222",799358”

Each comma-delimited value is a TEXT field.
You would match the above fields for Import the following way:

TEXT field TAPIT field

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

99358

Client Account Code
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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",7973-360-2222",799358"
is unsuccessful because it would duplicate the phone number — “(973) 360-2300".

If a Phone Number is duplicated within 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”,7973-360-
2133",702358” — this record is saved

Second record:
“Trisys, Inc.”,”215 Ridgedale Ave”,”Florham Park”,”NJ”,”(973) 360-2300",7973-360-2222",799358”
this record is rejected because it would duplicate the phone number — “(973) 360-2300".

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",7973-360-2222",799358" will be unsuccessful because it would duplicate
the Account Code —** 99358”.
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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",7973-360-2133",” 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",7973-360-2222",799358”

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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Examples of Client CSV file (displayed in Excel)

How to import Client Last Name and Client Company Name properly

TAPIT field Client Last Name/Company holds a name identifying Client on the TAPIT reports. Either Client Last
Name or Client Company Name is stored in this field. The following scenarios explain how the CSV file format

impacts import to the Client Last Name/Company field.

CASE 1
The Client CSV file contains Last Name but NO Company Name.
Client Last Name identifies Clients on the TAPIT reports.

E3 Microsoft Excel - Client.CSY

J@ File Edit Wiew Insert Format Tools Data Window Help

JDﬁ'E|§@.fy|%|ﬂv%2ﬁs%l|ﬂ@fjnrial ~ 10 | B
L27 | =
A E | b | E | F | 6| H | | 0 |k

1 |First Marmelast Mame Account C Street City otate | Zip Phone 1 Phone 2
2 |Samuel | Jones 13456 1386 SycaMarion OH 42567 419 825 3257
3 |Simon Sabrial 12345 235 Hellna Bayanne | M JH25 1201 898 13586
4 |Kathy Clark 58925 M 79515 908 5§35 o657 908 2515545
5 |Henry Goldstain 89651 1464 Ham|Jersey CityNJ 71978 | (973) 455-7245 1(973) o65-4565
B |Mancy Davey 509835 235 SheltaTharnton | CO (3037 429-5512/1(303) 450-5499
7 |Teresa  Litak 135 Sill Dr/Hally WD 97235 (548) 448-5489 1(484) 545-4564
g |Anna Chua 1464 Harn|Jersey CityNJ 7975 (201) 4558-7245/(973) 565-4565
8 |Agnes Litak 215 RidgecFlarham P M 7932 (973) 360-2222 (373 360-2300
10

The Last Name column holds only Client last names. The Company column does not exist.
In this scenario Last Name column must have an entry for each Client. If the Last Name text filed is empty the Client

TEXT record is not going to be imported to TAPIT.

When imported to TAPIT, contents of the First Name TEXT field are saved in the Client First Name TAPIT field.

Last Name goes into the Client Last Name/Company field.

The following screen shows how First Name and Last Name TEXT fields (line 3 the CSV file above) are saved in

TAPIT.
="

Client |

Client Last Bame ¥ Compary
|Gabriel
Client First Mame

|Simun
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CASE 2

The Client CSV file contains Client Last Name and Client Company Name for each Client.

Client Company Name identifies Clients on the TAPIT reports.

E4 Microsoft Excel - Client.CSY

J File Edit W¥ew Insert Format Tools Data wWindow Help

JDﬁ'n|§&y|ﬁ|ﬂ'%2ﬁ%l|ﬂafjﬂrial - 10 - |1
E11 -] =
A B | C o | E | F | 5 H | |
1 |First MameLast Mame |[Company Account C Street City otate |Lip Phone 1
2 |Samuel  Jones Flastic & VWood, Inc 13456 1386 SycaMarian oH 43567 419 825
3 |Simon abriel General Telecom, In 12345 235 Hellna Bayonne  |[MNJ 7925201 898 -
4 |Kathy Clark Comaid AB925 N 79515 805 5835 ¢
o |Henry Goldstain Tristate Co, 239651 1464 Ham|Jersey CityNJ 71978 (973 458
B |Mancy Davey 1 Mation Technology 50933 235 SheltoThornton (GO (303) 429
7 |Teresa Litak Trisys Telecam, Inc 135 Sill Or Hally i 97235 (548) 448
g |Anna Chua Tristate Co. 1464 Ham|Jersey City 1J 7978 (2017 458
9 |Agnes Litak Trisys Telaecom 215 RidgeiFlarham F R TH32 (973 360
10

The Last Name column holds only Client last names. The Company column holds only Client company names.
In this scenario Company column must have an entry for each Client. If the Company TEXT filed is empty the TEXT
record is not going to be imported to TAPIT.

When imported to TAPIT, First Name TEXT field is combined with Last Name TEXT field and is saved into the
Client First Name TAPIT field. Company Name goes into the Client Last Name/Company field.

The following screen shows how First Name, Last Name and Company TEXT fields (line 3 the CSV file above) are

saved in TAPIT.

Client |

Client Last Kame f Company

|Genera| Telecom, Inc

Client First Mame

|Sim|:|n Sabriel
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CASE 3

The Client CSV file contains Client Last Name for some Clients and Client Company Name for others.
Clients are represented on the TAPIT reports by Company Name in some cases and by Last Name in other.

EAd Microsoft Excel - ClientLastComp.CSY

I@ File Edit Wiew Insert Format Tools Data Window Help

DEEHa8RY 2elo @ = a8 le 2w -0 | B

J26 | =
A B | C | b | E | F | 6| H | |

1 |First MameLast Mame | Company Account C Street City state | fip Fhone 1
2 |Samuel | Jones Jones 13456 1386 SycaMarian OH 43567 419 525 3
3 |Simon Gabriel 12345 235 Hellna Bayonne  |[MNJ F925201 895 1
4 |Kathy Clark Comaid a3925 N 795159053 8355
5 |Henry Goldstain Tristate Co, 89651 1464 HampJersey CitrMNJ 71978 (973) 458-
B |Mancy Davey 1 Mation Technology 00933 235 SheltaThornton | CO (303) 429-
¢ |Teresa Litak Trisys Telecam, Inc 135 Sill Or Hally i 97235 (548) 445
g |Anna Chua Tristate Co. 1464 HamjJersey City 1 J978 (201 458-
89 |Agnes Litak 215 RidgecFlarham P 1 JH32 (973 360-

The Last Name column holds only Client last names. The Company column holds both Client company names and
last names (in case Client does not have a company name). This column has to hold the client identifier — the name you
want to use to represent Client on the TAPIT reports.

In this scenario Company column must have an entry for each Client. If the Company TEXT filed is empty the TEXT
record is not going to be imported to TAPIT.

When imported to TAPIT, the First Name TEXT filed is combined with the Last Name TEXT field and goes into the
Client First Name TAPIT field. Company column goes into TAPIT Client Last Name/Company.

The following screens show how First Name, Last Name and Company text fields are saved in TAPIT.
(line 3 of the CSV file above)

Cliert |

Client Last Mame ! Company
|Gabriel

Client First Wame

|Simnn

(line 6 of the CSV file above)
Client

Client Last Mame f Company

|1 Mation Technalogy
Client First Mame

|Nan|::3,r Davey

10
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Using Import Wizard

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

& TAPIT Import Wizard 1,1.0 =10 %]

TAPIT User/Client Impaort

Welcome to the TAFIT UserfClient Impor Wizard
TAPI

Thas whility progeam guides youw throwgh clierfuser data snpoit.
IMPGHT [Data cam be impoated from & comma delimed [C5Y] lile.

I TAPIT Cliest/Uses Id fields s mot availabls for impod fiom the C5Y hle
USEARS Instead TAPIT aasigns & new User Id o each imposted iecosd

CLIENTS

Chek an Hest »3° 0o Comlinie,

Cancel ok | [T Nemt 55| )

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

Select IMPORT destination TAPIT table:
o CLIENTS

 USERS

Click on Clients option to check it.
3. Click on Next.
Locate Files screen opens.
Enter the Path to the CSV file, or click on the Browse button to find it.
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~Import CLIENTS from C5Y File:

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

C:ACYSfileshClient. C5Y

Browze
Enter the Path to the TAPIT Database, or click on the Browse button to find it.
~Ilmport TO TAPIT Database {tapitdb_mdb) File:
Enter the path ta the TAPIT databaze [tapitdb.mdb] file ar click an 'Brawse' ba find it
C:AT apitw' 32T apitdb. mdb Browse

4. Click on Next
Column Headers screen comes up.

=10l x|
Column Headers
| CLIENTS IMFORT |
Examples of CSW files !
¥iew sample OS5 file for Client import |
[T Dz the livsd 0w conlan besden?
Sample Text File Data (max 100 records shown )
Fasi Marme Last Mame Comipang Bceount Code Sheel City
Gl Jdones Plastic & 'Wood. Inc 12455 1385 Spoamore Lang M ao
S G sl Gereal Telecom, Ino 12345 Z¥5 Helbra Rd Bopoi
Fathy Clak. Coimiaid s
Hesinyg Gokdstan Tistale Co 2.5 | 1454 Hamphion D Jerse
Mancy [ s 1 Kation Techokogy SHE3 235 Shetton S Thor
Teiesa Litak Tigy: Tedecom, e 135 5ill D Hally
Arna O Tietate Co 1454 Hampton Di. Jerse
Likak Tz Tedecom NER Ave| Flodha

Cancel I

<

Back

| || Mext = I

Firich |

12
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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)

First Mame Lasgt Mame Compary Account Code Street City
Samuel Janes Plastic & Wood. Inc. 13456 1386 Sycamoare Lane | Mario
Simon (3 abriel General Telecom, Inc 12345 235 Hellna Rd| Baym
F.athy Clark Comaid Latas ]

Henry G oldztain Trigtate Co. 29651 1464 Hampton Dr. | Jerze
M ancy [ravey 1 Mation Technology B0383 235 Sheltan St Thorr
Tereza Litak Trisyz Telecom, lnc 135 Sill Drive | Hally
Anna Chua Trigtate Co. 1464 Hampton Or. | Jerse
Aagnes Litak. Trizyz Telecam 215 Ridgedale Ave | Flarh:

13
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6. Click on Next.
The Match Fields screen appears.
This screen lets you match TAPIT fields with the corresponding TEXT fields.

m ~lox
Match Fields

I CLIENTS IMPORT |
Fecords to IMPORT- Sample Text File Data (max 100 records shawn )
3 | Pl 0 | Fied 1 [Field 2 [Field 3 [Ficki =
Frut Hame Lk Hame Company Azcourt Code e
Samuel Jones Platic & Wooed, Inc. 1458
STEP 1 Simon Gabriel Gieneral Telecom, Inc 1245
Select an ilem Irom K Mk P =
Tert Fie Cotomna® | [+ e RS _.|J
ezt and a
name lrom T apil Databa Match Fields
o i el |_ .......... _T..H s Fiekls ﬂ [ [ Tout Fls Calens ll
STEP 2
Gick,on the 9483
matched . ° bulton
o ave Bhiz
subaction For Ilmpaul,
Repesl sbops 1, 2
unkil all liebds ase
maiched.
Each Tapit Field,
Phasniz
H wan b
madchad wilk HLY
ona Text File
Column.
Fhoee Humbier Feekd
can e matlched wilk
mulipls 1ozl Fide
; Reamove Item from the Import list

Cancel | << Back | || Next == | FINEEh |

14
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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.

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
Clent Account Code j = I.-'l'-.c-:uunt Code j
Click 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.

Client Firzt Mame = First Mame
| |Client Last Mame = | Lazt Mame
| Client Company Name = | Company

Client Bugineszs Address 1 = | Street
| Client City = | City
| |Client State = State
| |Client Zip Code = |Jp
| Client Phane Mumnber = Phone 1
___| Clignt Phane Mumber = Phone 2

Client Account Code = | Account Code

WHEN MATCHING CLIENT FIELDS

Either Client Last Name or Client Company Name has to be imported.
If Client Company Name is included in import — this field cannot be empty.
If Client Company Name is not included, then Client Last Name has to be included and it cannot be empty.

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).

15
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10. When all fields are matched, click on Next.
The Import Screen appears.
This screen displays the final field selection for import.

=10l %
Import
| CLIENTS IMPORT

IHPORT Tapit Database Fields IMPORT LIST Text File Columns
e e mpattz | [Tiert ame = | Fist Hame AHD Last Hame
maiched in the Impost Chert Comparny Mame = Compamy
Lisk. Chert Busiremsn Sddiess 1 = Shrest

Chert City = | City
e Cchumot s || Do sta - Sime
impostad 1a the Chert Jip Code: = Jp
conespondng Tapst Chert Frons Humbes = Frans1
Fenids. Chert Prone Murbe = Preone?
W you 1 te et Chert Accourt Code & Accourt Code
the IMPORT LIST
chek on lhe " cBack”

bulton bo go back la
the "Malch Fealds'

soreen. Addfiemove
the Impsort List items.
T IMPORT HOW
chck on ihe Finizh'

Cancel | || << Back i Next >3 Finish |

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

Tapit Database Fields Lol Wer Text File Columns
Client Marmne = | First Mame &MD Last Mame
Client Cormpary Mame = | Compaty
Client Business Address 1 = | Street
Clignt City = | City
Client State = | State
Client £ip Code = Zp
Client Phone Mumber = |Phone 1
Client Phone Mumber = |Phore 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.

16
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12. When import is completed, a confirmation message appears.
x

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

Click on OK.
13. The Import screen changes.

Impaort i

=10/

CLIENTS IMPORT

Tolal bexl [cev) tescoeds: B

Todal sescords mpoited bo Thent” Lable: T Tolal records rajacied: 1

Imposl Lag File

Chok on the “View Impoit Log File®
ikt Mo wiews M il i Hoe
Holepad, exe i

Log Fbe eomans genesal inloimalion
abamul the lmpsal Wicad. Thiz Ble haz
a vecord of eporz and desciplion of
repected recoads.

Fiegacted Aecods File

Chck on the “Weow Aejecied Records
C5Y File® bultom bo wiew this File im
the Hotepad eue

Al ecodds iepeched by The: Impodt
Wizand ame zaved inbo ke ile ina
5 loimad,

The lmpat Log e contains
dezcriptions of esrors arsocisted wilh
each regected recoad.

You can mpot rejected iecords agsn
alter pewige the Hejected Records
L5V i,

Pleaze chek an How lo isnze
FRegacted Reconds Te" buiton o
mHmuckions.

Wianw Log Inlmmabion - File: 0302052006058 _Log log

View Import LOG File

[ = lcated m
C:'\Program Fles\T 2pit Import'LogFies’ folder.

Winw Fejected Recosds - File: 030Z05200604_Rejected. oy

View Rejected Records CSV File

0 v file is localed in
C:'"Program Files\T apit ImportLogFilesh folder.

How to REVISE Rejected Records C5V flla

Impaat REVISED Regected Aecoads File: 010205200600 _Log.csw

Import REVISED Rejected Records C5V File

; Cancel | Fh i

Firich

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).

Tolad bexl [civ) reconds: H

Tolal ieceids mporlad bo "Chenl” lalile: §

Total records: ieachad: 1

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

17
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—Wiew Log Information - File: 030205200609 _Log.log

View Import LOG File

030205200609_Log.log file iz located in:
C:hPragramm FileshT apit ImportsLogFiles’ folder.

The log file contains information about import.

CLIENTS IMPORT

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

***********************03/0 2/05 20 . 3l***********************

khkhhkkhkkhhkhkhkhkkhhkhkhhkkhkhhkhhkhkhhkrhkhkkhhkhhhrhhkhihhkhhkrhhkhhkhhhkrhhhhihkhkihkkikx

FIELDS ARE MATCHED THE FOLLOWING WAY:

Client Name = First Name AND Last Name (Field0 & '' & Fieldl 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 = Zip (Field7 ClientBZip)

Client Phone Number = Phone1  (Field8 CPNPhoneNumber)

Client Phone Number = Phone 2 (Field9 CPNPhoneNumber)

Client Account Code = Account Code (Field3 ClientAccountCode)

* *k*% *k*% *k*% *k*% *k* *k*% *k*% *k*% *k*% *k*%

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

***Rejected rec # 1***Phone Number: "9735654565" already exists in a database and has not been saved in
TAPIT

**-k-k***-k-k-k***-k*-k****-k**o3/02/05 20:32*-k***-k*-k***-k-k-k***-k*-k***

(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.

* *k* *k*% *k*% *k* *k*% *k*% *k*% *k*% *k*% *k*% *k* *k*% *k*

15. To view rejected records click on the View Rejected Records CSV File button

—¥iew Rejected Records - File: 030205200609_Rejected_csy

View Rejected Records C5V File

130205200609 _R ejected cav file is located in:
C:AProgram FilezhT apit ImporthLogFiles’ folder.
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16. The following screen opens up. Click on View File

17.

18.

im. Tapit Import 1.0.23 - Rejected Records CS¥ File ﬂ

To Revise the Rejected Records file:

STERP1

Click on the 'Instructions' button.

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

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

Cancel | Yiew Instructions ! ViewFile

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

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

Tapit Import x|

This action will IMPORT C:\Program Files) Tapit InportiLogFiles! 030205200609 _Rejected. csv file ko TAPIT,

If wou have revised 030205200609_Fejected file and saved changes under the same name and path (C:\Program Files Tapit
ImportiLogFiles 030205200602 _Rejected, csyv)

then click on QK.

Ctherwise click on CAMCEL and open the file for correction using the "“iew Rejecked 3 File' bukton,

Cancel |
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19. TAPIT Import Wizard will import records from the Rejected Records file.

20.

When import is finished it will display the following message:
x|

Import Completed, Please see Import, Log 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.

: =10l %]
Import

| CLIENTS IMPORT
Tolal begl [cev] iscoeds: 1 Tokal rescords mpaonted bo Thent” Lable: 1 Tolal pecords mejacied: 0 I
Impoul Log File

~Winw Log Infmmation - File. 030205200609 Loglg
Chok on the View Inport Log File'

buklon To vies this file in e | View Import LOG File
Mt e applicalion.

Log eorains genial nloimatinn NEN520060E_Log bog e = lbeabed n:
aboul the lmpal Wicaid. Thiz lle has C:\Paogram Files\T api Import'L ogFilss’ folder.
a mecond of eroes and dercoplion of R

repected nescoads.

These are no rejecied reconds - the csv Tle has mol bsen crestesd

fiegected Aecods File View Rejected Records CEV File

Chck on the "Vsw Aejecied Records
CEY Fle® buttom to wiew this File m

thee H

Al recodds iepeched Il
Wizand ane zaved h::lhulhhl
5 hoimad,

The Impaut Log e contains
descriptions of esrors arrocisted wilth
each regected recoad.

You can mpat rejected iecords agam
ﬂﬂmﬁmhnqlﬂ-i Riconds

Flaaze chek an How o ez
Fegacted Aecods Me” bulton for
mdmuckions.

Cancel T Hack Mext = Firich

Client import is completed.
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21. You can go to TAPIT and view Clients screen.

Goat By

Cliant Ari. Code Phane

1 Mation Techaology Mancy Daw S0833 1348054540
I Mation Technology Mancy Dave 50933 134295812
Cornaid Kathy Clark B35925 E515548
Cormaid Kathy Clark 234925 Qe 35ERET
Ganparal Telacam, Inc Simon Gal 12345 20189531366
Plastic & Woad, Inc. Samuoal Joi 13456 4 1SA25 25T
Tristate Co. Anna Chua oy HA 04469
Tristate Co Haney Galdstain 3651 o7 FDA4505
Tristate Co Haney Gaoldsiain (55 7 ST AR 4G
Trisys Telecom Agnes Lilak Sy 3380500
Trigys Teletorm Agnes Lilak =T | R
Tnzys Telecorm, Inc Teresa Litak 4845484504
Trigys Telecosn, Inc Teresa Litak Saba405880

21

Chend |

Client Last Mame ! Company

Cliand First Mame

[Anna Chua

Antount Code

Address 1
[1464 Hampton Dr
Addresg 2

City Stale AP code

Hersay City [hL] I?ﬁ!

Phihi Nisrbersz)

T 2014567245
TN | e




TAPIT Import

USER IMPORT

Glossary of Terms

TEXT field — the field in CSV file that needs to be imported to TAPIT.
TAPIT field — the field in TAPIT Database. TEXT field is imported to TAPIT filed.

TEXT record — arecord in CSV file. This record is imported to TAPIT Database to either Client or User
table.

TAPIT record —arecord 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.

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.

» Before export, validate your data using guidelines below.

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 extensions, 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 then 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.
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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.
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”,7.10”,”,”125”,7118”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”,””,7102",7101"103” — this record is saved

““John”,”Smith”,”8858",”.05”,”.10",”,”125",7118"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 isa USER in TAPIT with the Extension “125”.

In this case the attempt to import record:

“Mark”,”Brown”,”8858”,”.05”,”.10”,””,”125",7118"123"” will be unsuccessful because it would duplicate
the Extension —** 125”.

If an Extension is duplicated within the CSV file the record with the first 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",7125”103” — this record is saved.

““John”,”Smith”,”4589",”.05”,”.10",””,”125",7118"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)

Ed Microsoft Excel - User.csy

@ Eile  Edit  Wiew Insert  Format  Tools  Data  Window
DEEsa®m &Y &8 - @& -3
(3 %3 %3 A T ¥a | ] W ) | ¥ Reply with Changes...
J25 - i

A B | ¢ | D | E |
1 |first last auth ext exts
2 |David Brady 2030 2031
3 |Hellen Smith 2829 2832
4 |Joe bcDonald 2828 2833
5 |Larry 2027 2034
B |Dianne | Jones 26830 2035
7 |Daniel Constant 2036
g |Ashley Dermack 2037
8 |Thomas Timathy 2835
10 | Abigail Fulkita 2065
11 |Erick Evans a774
12 | Tyler Datling 401835 48013
13 |Connor Dl ATHE9 48014
14 |Ben Davis 404852 48015
15 [Daniel Chuang 401265 48017
16 [Ann Kroeger 401565 48015
17 [Matthew  [Molle 401587 48015
18 [Andrew | Sullivan 401586 48020
19

Line No. Is it going to Why is the User record rejected?

be imported to
TAPIT?

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

Line2-4 YES

Line 5 NO The required USER filed Last Name is left blank.

Line 6 NO 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.

Lines 7-12 | YES

Line 13 NO The Authorization Code TAPIT field accepts only 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

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

. TAPIT Import Wizard 1,10 =10 =

TAPIT User/Client Import

Welcome to the TAFIT UserfClient Impor Wizard

TAPI

Thas whility progeam guides youw throwgh chemduser data spoit.
IMPUHT [Data cam bs imponted from 8 comma delimted [C5Y] lile.

I TAPIT CliestfUses Id fields s mot available for impot fiom the TSV hle
USERS Instead TAPIT aasigne & new User Id 1o each imposted recosd

User Instructions
Examples of C5V Files

Chick an Hest >3 b Comdine,

CLIENTS

Cancs! ok | [T mest 55| P

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

Select IMPORT destination TAPIT table:
 CLIENTS

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

~Do you want to import Departments?

 %ES Click on YES if you want to import Departments comesponding to Users.
Departments have to be imported prior to Uzers.
Click on Hext to import Departments.
When Departmentz Import 1= completed this Wizard will continue with
User Import.

i* ND Click on NO 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.

—lmport USERS from C5¥ File:

Enter the path ta the cav file or click on ‘Browse’ ta find it

CACWYSfilesh U zer caw

Browse
Enter the Path to the TAPIT Database, or click on the Browse button to find it.
~Ilmport TO TAPIT Database {tapitdb_mdb) File:
Enter the path ta the TAPIT databaze [tapitdb.mdb] file ar click an 'Brawse' ba find it
C:AT apitw' 32T apitdb. mdb Browse

5. Click on Next
Column Headers screen comes up.
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=10l x|
Column Headers
l USERS IMPORT |
Examples of CSW files
Wiew sample C5¥ file for User import I
[ Does the lirst 10w contaen header 7
Sample Text File Data {I‘hﬂ:ﬂ 100 reconds !hlh’ll]
fust Lzt 2th 5| mull
[Diaad Erasciy 830 2
Heden Coruih b 1 222
Joe I cilcaaht . 2203
Lamy w27 20
Diianire Jonies 2830 2235
Craried Cowehant 236
Bizkiesy Deimack 2237
Thasmas Timoias 22
Absgal Pulkiea ZEH
Enck Evans arra
Toler Darleg ETi =) 03
Lo bm A2y 2T 4
Han Diaws 40485 i 1
Dl Crasang 40N 2 &7
A = 4055 08
B ol Mok 4nsay sy
Brulbisg Sauliraan 4NNk el
M

Cancel | <«  Back |

Mext = ]

Finish ]

Does the first row contain headers?

Check this option if the first line of your CSV file contains TEXT field names.

et
2830
2829
2828
2027
2830

ext?

2831
2832
2833
2834
2835
2836
2837
2838
2868
a774
48013
48014

[v 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)

firzt lazt auth

[ravid Brady

Hellen Srnith

Joe McDonald

Larry

Dianne Jones

D aniel Constant

Azhley Dermack

Thomas Tirnathw

Abigail Pulkita

Erick Evans

Tyler Darling 401235

Connor [ill A0°f339

27




TAPIT Import

7.

10.

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

o zave Thiz
sadaction hor |mpsul,
Repesl sbops 1, 2
unkil all liebds are
matched
Each Tapit Field,

E gl
o bz madchid vl
DMLY o Teed Fila
Caolumn.
Exbersion Field
wam bz matchid vtk
migliple Toxi File
Columnz.

Reamove Item from the Import list

=10 x|
Match Fields
| USERS IMFORT |
Fecords to IMPORT- Sample Text File Data {max 100 records shaven)
0 fist [tast [ anth [emt _emz -

[ =i Brady 2830

Heden Smith 2829
STEP1 Jo MeDonsd 2821
Gelect an ilem lrom I w27 I
“Tes File Columna’ £| : I_|
ezt and a
name from T apil Match Fields
Dtk Fiebds® . |_ ............ T apit Database Fields ﬂ " | ............... Text File Calumns
STEP 2
Chck on the Add matched fields to the Import list

H

cancel | << Back | [ Newt > | Finish |

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.
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
IJzer Extenzsion j = Ie:-:tE j

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

Idzer Firgt M ame

dzer Last Name
Idzer Authanization Code = | auth
I1zer Extension = | entl

I1zer Extension

Repeat steps 9 and 10 until you’re done with matching fields.

WHEN MATCHING USER FIELDS
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11.

12.

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).

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

Tapit Database Fields LlFalET sy Text File Columns
Uzer First Mame = | firgt
Uzer Lazt Mame = | lasgt
Uzer Authorization Code = | auth
Uzer Extenzion = ent]
Uzer Extenzion = | emt?

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.
When import is completed, a confirmation message appears.

ImportTapit ﬂ

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

Click on OK.
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13. The Import screen changes.

14.

Impaort I

=10/

USERS IMPORT

Tolal begl [csv) recoads: 17

Todal sescords mported bo Weer” Lable: 14

Tolsl records rajacied: 3

Imposl Lag File

Chok on the “View Impoit Log File®
ikt Mo wiews M il i Hoe
Holepad exe application,

Log File eomdans genedal smlaimalins
abamul the lmpsal Wicad. Thiz Ble haz
a vecord of eporz and desciplion of
repected recoads.

Fiegacted Aecods File

Chck on the “Weow Aejecied Records
C5Y% Fle® buttom bo wiew this File in

Wianw Log Inlmmabion - File: 030@05212456_Log log

View Import LOG File

N3EN521 2456, Log bog e = located in
C:'"Program Files\T apit Import'LogFiles’ folder.

Winw Fejected Recosds - File: 03020521 2456_Rejecied. oy

View Rejected Records CSV File

g
2
1
3
F
g
T

C:'"Program Files\T apit ImportLogFilesh folder.

the Hotepad eue

Al ecodds iepeched by The: Impodt
whizand aie zavid inbo (b lile inoa
5 loimad,

The lmpat Log e contains
dezcriptions of esrors arsocisted wilh
each regected recoad.

You can mpot rejected iecords agsn
alter pewige the Hejected Records
L5V i,

How to REVISE Rejected Records C5V flla

Pleaze chek an How lo isnze
FRegacted Recoids hle® bulton For
mHmuckions.

Impaat REVISED Regected Aecoads File: 03020521 24506_Log.csw

Import REVISED Rejected Records CSV Flla

| Hack | Mext = | Finich

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).

Todal beat |cev] recoads: 17 Tatal reconds mporbed o ‘Lleer tahle: 14 Total records nejected: 3

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

—Yiew Log Information - File: 030205212456 Log.log

View Import LOG File

03020521 2456 _Log.log file is located in:
C:%Prograrm FilessT apit ImparthLagFiles’ falder.

The Log file opens in Notepad..
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USERS IMPORT

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

***********************03/0 2/05 21 . 42***********************

khkhhkkhhkkhhkhkkhkhkhhkhkkhhkkhkhhkhhkhkhhkhhkhkkhhkhkhhkrhkhihhhhkihhhhkihhihhhhihkhiikkikx

FIELDS ARE MATCHED THE FOLLOWING WAY:

User First Name = first  (Field0 UserFirstName)

User Last Name = last (Field1 UserLastName)

User Authorization Code = auth  (Field2 UserAuthCode)

User Extension = extl (Field3 Extension)

User Extension = ext2 (Field4 Extension)
*khkkkhkkkkhkkhkhkkkhkkhkhkhkkhkkhkhkhkkhkkhkhkhkkhkkikhkhkkhkikhkkhkkhkhkhkhkkhkikhhkhikhkkhkhhkhkhkkiikhkkhkiihkkikihkhkikikx

***Rejected rec # 1***last is empty. This 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 21:42***********************

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

17 total CSV file records.

14 imported records.

3 rejected records.

B s L e e S S e S T e o 2 o 2 2

15. To view rejected records click on the View Rejected Records CSV File button

—¥iew Rejected Hecords - File: 030205212456_Rejected. csv

View Rejected Records CSV File

03020521 2456_Rejected.cav file iz located in:
C:AProgram FilezhT apit ImporthLogFiles' folder.

16. 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_ b’ file contains quidelines on how to correct the Rejected
Records file.

STEP 2
Click on the "Yiew File' button to open the rejected records file. Follow the
quidelines from ‘Instructions.bd® file and revise this file.

Cancel | View Instructions i VYiewFile

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
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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"
1ttt tLarry™, ", 12827",12834"

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

Import REVISED Rejected Records CSV File

18. 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 ImportiLogFiles! 030205200609 _Rejected. csv file to TAPIT,

If waou have revised 030205200609_FRejected file and saved changes under the same name and path (C:\Pragram Filesi Tapit
ImportiLogFiles 030205200609 _Rejected, csyv)

then click an Ok,

Ctherwise click on CAMCEL and open the file for correction using the "“iew Rejecked 35V File' bukton,

Zancel |

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

Tapit Import x|

Import Completed. Please see Impoart.Log For more information.

Click on OK.
20. 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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M: 2ol x|
Import

| USERS IMFORT
Tolal begl [cev) tscoeds: 3 Total records mpoabed bo "Weer” Lable: 3 Total records rejacied: 0 I

Impaost Loy File ~Wiew Log Inlmmation - File: D30205212456_Log log
Chck on the View Inport Log File®

Biuskton fo wview this file in the | View Import LOG File

Ko exe applicalion,

Lﬂﬂﬁ‘mmrﬂﬂﬂlm C: m?h‘i Iill:i\:!ln:llunr
- ﬁ e LD "Program Fier\T apk ImportLogF s’ bokder.
repected recoads.

~ Theae are no ejacied reconds - the csv [ile has mol been created —————

Fiegacted Aecods File View Rejected Records CEV File

Cancel o Hack Mext = Finich

Your import is completed.
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21. You can go to TAPIT and view Users screen.

e LHFrS ¢

P4k

I'Hr-lgq._ll Dapsilment; User:

D part e s

e

1E]

=101 %]

Skt By

Liger Degarimeant Auin. Code

Erowm Lany
Hroeen Lany
Chuang Daris|
Constant Dareel
Diarling Tybar
Daws Ben
Dermack Aakday
Dill Cormnr
=vans Enck
Jones Dianna
Jones Dianne
Hroegar Ann
dcDonald Jog
wicDonsld Joe
Molle Maldbes
Pulkcita Abigail
Smidk Hellan
il Hellen

Slliezn Ancdrous

a0n2ea

a013e5
404852

40560

401565

A0NSET

ATI1RRR

Esfenigion

2004
2807
L3017
. ]
£3013
£015
83T
3014
el
2855
283
43018
2833
284
L3015
2568
2852
s
FE e

drady Dand A3l l

Uger Las Wame I Comgpany

Uzar First Hama
r:lav-:l
Aulteorizaion Code
Suncharga PerMinga  Swrcharge Far Call  Mulliplier %
[0 I o
Depariment
I |
Extarsinms)
FET
2B

e

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:
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F3 Microsoft Excel - UserDeptName.csy

J File Edit “jew Insert Format Tools Data Window Help
D2Eg8RY 2R o-e= £ 4|l E 2 m
K18 | =
A | B | ¢ | D E | F |

1 |first last auth extl extd dept

2 |David Brady 2830 2831 ACCOUNTING

3 [Hellen Smith 2829 25832 ACCOUNTIMNG

4 |Joe hicDonald 2828 283317

5 |Larry Janes 2827 2834 IT

B |Dianne Chiera 2830 283517

7 |Daniel Constant 2036 Hurman Resources
g |Ashley  Dermack 2837 \Human Hesources
89 |Thomas  Timothy 2838 Customer Service
10 | Ahigail Fulkita 2668 Custamer Service
11 |Erick Ewvans 8774 Custamer Service
12 | Tyler Darling 401535 43013

13 |Connar | Dill 403439 48014 | Sales

14 |Ben Diavis 404557 48015 | Sales

15 |Daniel Chuang 401268 48017 Sales

16 |Ann Kroeger 401565 48018 Sales

17 |Matthew | Malle 401587 48019 | Sales

18 |Andrew | Sullivan 401586 48020 Sales

ETw] ]

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.

Format of a User\Department CSV file

Example of a User\Department CSV file displayed in MS Excel:
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J@ File Edit Yew Insert Format Tools Data Window Help
DEES @RY BR - &= A& 4 ibE 7w -0 - B 2
k30 - =|
A | B | ¢ | b | E | F | 5 | H | | |
1 |first last auth ext extl surcharge surcharge multiplier  dept
2 [David hcDonald 2830 2631 ACCOLNTIMNG
3 |Hellen Smith 2830 2832 0.2 ACCOUNTING
4 |Joe 2828 2833 T
5 |Larry Jones 2827 2534 T
E |Dianne Chiera 2826 2835 T
7 |Daniel Constant Ald3 2036 Hurman Resources
8 |Ashley  Dermack 2837 Human Resources
89 [Thomas  Timothy 2038 Custormer Service
10 [Ahigail Pulkita 2868 Customer Service
11 |Erick Evans 8774 Customer Services
12 | Tyler Darling 401885 43013 §0.05 0.6 5.00%
13 [Connor Dl 401885 48014 oales
14 |Ben Davis LFPSCOR 48015 males
15 [Daniel Chuang 997#8 48017 oales
16 [Ann Kroeger 401565 48018 oales
17 |Matthew Molle 401587 48019 Sales
18 [Andrew | Sullivan 401586 48020 oales
10
Line No. Is it going to Why is the User record rejected?
be imported to
TAPIT?

Line 1 NO This is the header line. TAPIT Import Wizard 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 YES

Line 3 NO 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 4 NO The required USER filed Last Name is left blank.

Lines 5-6 YES

Line7 NO The Extension TAPIT field accepts only digits. The A143 is not a
correct format because it contains a letter.

Lines 8-13 | YES

Line 14 NO The Authorization Code TAPIT filed 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 15 NO The Authorization Code TAPIT field accepts only digits and letters. The
99**#8 is not a correct format because it contains other characters (*#).

Lines 16-18 | YES

NOTE:
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e 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

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

w. TAPIT Import Wizard 10,23 =10 x|

TAPLT User/Client Import

Waelcome o the TAPIT UserfClhient Impor Wizard

TAPI

Thas wtlity program guides you throwgh cherfuser data mpmt.
IMPUHT Diata can b mponted om 8 comma delimsted [C5Y] file.

I TAPIT Chert/Uses |d felds sre rot available for import  fiom the TSV Rl
USERS Instead TAPIT sasigns a new User ld e esch imposted recosd

Usar Instructions
Examples of C5V Files

Click an Mest >3 bn Cordine,

CLIENTS

Cancel ok | [T memt 55| 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.

=10 x|
Select Destination Table

Select IMPORT destinstion TAPIT table;
 CLENTS

= LSERS

Cancel | [ << Back | Next > | Finich |
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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.

=0l x|
Import Departments?

Do wou want to import Diapartments ?

r"T’Eﬂ ﬂq#mﬁﬁimnwﬂhml"‘,. ] k& panding 16 Uiz,
Depasimenis have o ba impoatad prior bo Deers.
Chck on Mexl to impost Da-p-ut-ulm:l
‘When Depaments Impoit is completed this Wizad will conlnue with
Uszen Impot.

T MO Click. on HO if yow do not want 1o impost Depasbmesnts.

Cancal << Back Next > | FIREh |
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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.

Locate Files I

=10/ %

| DEFPARTMENTS IMPOHT

Import DEPARTHMENTS from CEW File:

Erdist Hea ph b0 b o T o ool o Brosse’ 1o fied it

[ hogaibes Ll s D aspd arve: oo

Import TO TAPIT Database (tapitdb.mdb) File:

Brosse I

Erilsd iFe path o the TAPTT dalabass [lapeds mdb] e o chch on Bams' o bnd i

|I Tl a A T ANWAT N gt rdh

4

Cancel | <« Back Mext = |

Finich |
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5. Click on Next

Column Headers screen comes up.

=10 %
Colurmn Headers
[ DEPARTHMEMTS IMPFORT |
Examples of CSY files
Using the same CS¥ file o import Using twa different CSY files to import
Departments and Lsers Departments anid Users
F ﬁ;ﬁ.ﬁr;E.'...J....:.ﬂ
Sample Text File Data (max 100 records shoven )
fust Jazt ith el el wach
[iaad M ellowrsld 2830 22N
He len Serilh 2830 2632
Joe 2820 260
Lamy Jones 27 2e4
Diisrire= Criera 2825 2005
[ramied Coratant A143 2506
Bbdey [eimack 237
Thuismay T rese |
Abigad Podhita et 51
Erick Ewainis a7y
Tukes Dk A aEE & 500
Lo [il'] B &g
Ben [ aeee LIPS C0 L
Dawded CFusang o &7
A Ko 4N BER £ H
Wathira [T HNEST &304
Bpidias Suliesar ANEEE &30
M

<« Back

Next > ]

Fimizh |

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.
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EA Microsoft Excel - example.csy

]@ File Edit “iew Insert Format Tools Data Windo
D2 gRY 2@ - @
Hz0 - =|

A | B | C |
1 |Siman Sabriel Zeneral Telecom, Inc

-

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

Siman [Gahbriel General Telecom, Inc

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 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.
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7. Click on Next.

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

LF

Todal C5Y Fills
Recoads:

Match Fields =

DEFARTMENTS IMPORT

Sample Text File Data {max 100 records shovin)

Caolumn.

i [ ot [emi oz =
Ctavvid McDonsd 2 |
Helz Smith e |
s !
sy a7

Eif

F

Each Tapit Field,
caf b matched wilh
OMLY are Taset Filie

Deparimenl K
i iesquived Tnekd

Tapit Database Fields  Match Fields Text File Calumns

|I:Iep.|-1:|1'-eﬂ T

Add matched fields to the Impnrl list

=] = [deot

Diepartrmeng Moame

Aemove Item from the Import list

| <« Back

| Mext == ] Firizh |

8. Selecta 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

I Department M ame

j - Idept

~

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

In our case we only need to match Department Name with a corresponding Text File Column.

Add matched fields to the Import list

The matched fields appear in the Import List.

Tapit Database Fields

Hatl:l'l Fields Text File Columns

I Departrment Mame

= Idept

=

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

21002

| DEFARTMENTS IMPORT |

IHFORT Tapit Database Fields IMFORT LIST ) File calunans
wm impiil o

trenk Hame =

Cancel I || <« Back i Mext = | Fimizh I

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.

ImportTapit x|

Import 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 exits in TAPIT.

=
Import
{ DEPARTMENTS IMPORT |

Tolal urigque [crv] Depadments & Todal iecosds mpoiied bo Teparimert’ fabile: Tolal recaonds rajacied: 2
4

Impoel Loy File

Chck on the View Impoit Log File®
sk ban T u-i-liul"hlnliu

Winw Log Infmmabion - File: 0225051 4400 _Log log

Hid cexe applicalion,
Log Mk eordaing genedal inloimation
abaul the Impanl Wicaid. Thiz Fle haz

View Import LOG File

02250514403 _Log log e = kcated in
C:'"Pegjeciz'Exporti mport T apithLogFiles!. folder.

a vecord of enors and derciplion of
repected recoads.

Fiegected Aecods File

fegocted recods [if any) are nok
mnpated to the TAPIT database
becawse the Depatment Hamea
already ewitz m TAPIT.

Dapabments impord has besan complsied
2 iecords have been rejected becaass the Depatment Mames aleady exist m
TAPIT.

Flease chck on "Conlinue with User Impori” bublon to import Users

Cancel | || Continue with User Impart 1 Finish J

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:

=== ==DEPARTMENTS IMPORT === =

Import FROM CSV file C:\csvFiles\UserDeptName.csv
Import TO the CATAPITW32\DATA\MAIN\TAPITDB.MDB database, Department table

***********************02/2 5/05 1 1 . 44***********************

B R R R R R R R R R R R R R R R R R R R R R R R R S R R R e e e

FIELDS ARE MATCHED THE FOLLOWING WAY:

Department Name = dept (Field8 DeptName)

*hkkkhkhkkhkkkhkhkhkhkkhkhkhkhhkhkhkhhkkhhhkhkhhhhkhkhkhhrikhkhkhhhhkikhhkhhhhkhkhkhiiihihiikx

***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

*****-k*****************02/25/05 11:44***********************

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 R o R o R R R R R S R R R R R R R S R R R R R R R R S R R R R R S S R R R S R e e
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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 10,23 =10 x|
Locate Files

| USERS IMPORT {lollowing the Deparmeants Impo) |

Import LISERS from CSY Fila:

| wand I impon USERS from the same lile uzed to mpot DEPARTHENTS
g [ SeawFiles W zeilepi ame. civ)

OF, srimi B path o the oy s o dick on Broses' o find i

Brosse I

Import TO TAPIT Datobase (topitdb.mdb) File:

Eriad e path o the TAPIT dalabase [lapida mdb] e o cich on e’ o bnd it

|| LT apliar IRDE T ALMATH aieids midh Browse I

4

Cancel | Lo et == | Finizh |
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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.

m_ =T
Column Headers

| USERS IMPORT (lollowing the Departments Impaort) |
Examples of CS¥ files

Using the same CS¥ file to import |
Departments and Lsers

- H'Hlﬂl‘l‘l u,.“ rﬂ“ Dlllﬂl‘ﬂlﬂt‘i .............................................................................

Department Hame is the only Tield imported Trom Departments,
This field has to be used to associate Users with Departments

& Depofdment Mome  To assosiahs Usats rih Depasimenis:
T 5 [a has 8o kel Lisers vath tha conenpondng lo e DEFARTMENT HAMES

¥ Doz the licel iow corlan beader?

Sample Text File Data (max 100 records shown )

list lact sah il [ .
D I el 2430 2 j
Hizkin Srvulin 2430 s el

o il SR 23
Ly J s SHEF -t
[V [Fadid S 2h

[ arwad Cooredant al43 ot
Aableg Daimack 257
Thasmat Tty Kot
SAlsasad Pulkits i
Enck Ewansg arre

Tide [ &iluj A0 B L L I
4 I I L

Cancel << Back | || Mot | Finish |

16. Since we are using the same CSV file and the Wizard already knows that it contains headers the Does
the first row 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.

Match Fields i

| USERS IMFORT (lollowing the Depafments lmpor)

malchad * buttom text file tn associate Users with Departments

i zavwi Thiz Ii
sadackon for Impait. Add matched Tields to the Import st

Records to IMPORT Sample Text File Data (max 100 records shovn )
17 st | Jast | suth | et | ewt2 »
[l McDonsd 2500
Heldzy Smith 2200
STEF1 Jim 2508
Select an item from i Arans w07 _[;|
“Test File Columns' 1 | | L
Eet and a
sovimsgrling fahl
name lrom T apil Tapit Database Fields  Match Fields a5 File calumns
Dalabaze Fields” hisi. -
P ||.I:e1 Extansion ﬂ — |er|2 ﬂ
Chck on the “Add TAPIT "DEPARTMENT MAME" fleld has to be matched with the corresponding fleld in a

ekcEnl Eelennn -
Ll Sigckuige Par M
can -“ Hh a2 ”:hﬁl II\:l Imgk Flh I.l;n!-ﬁ
OMLY ane Ted File £} e auachalge T L
Caolumn. (NEETRCIT TS e el

[WETR S

|15 Erdmnieasn

mm;;z [ | Depatroont Mo fo

- Lt Fats! Mok first
- | Uit Last Mo bt

Each Tapit Field, B L Authenizations Code auth

HACHEGE pa Minida
sachaign pai Cal
il e

wid1

w2

Fabizrasisn B il
wt i iz ik P,
Aemove Item from the Import list

Cancel | <« Back |

foent == | Finich |

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

19.

Columns list box.

Tapit Database Fields Match Fields

Text File Columns

ILlser Extenzion j = Ie:-:tE

=~

Click on Add matched fields to the Import List.

Add matched fields to the Import list

The matched fields appear on the Import List.

49




TAPIT Import

Tapit Database Fields Match Fields Text File Columns

ILlser Extenzion j = Ie:-:tE j

TAPIT 'DEPARTMEMNT NAME" 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

| Departrent Name = dept
__|UserFirst Mame = |firgt
_|UserLast Name = |last
| User Authorization Code = |auth
| User Surcharge Per Minute = | zurcharge per Minute
| User Surcharge Per Call = zurcharge per Call
| User Multiplier [percent) = multiplier
| |User Extension = |eutl
I1zer Extenzion = |eut2

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.

21.

The Import Screen appears.

=101 x|
Import
| LSERS IMPORT (following the Depariments Impor) |
IHPORT Tapit Database Fields IMPORT LIST . File Calumns
g et | s 3=
matched in the Impost Uses First Moame = [t
Lish. Llse: Last Hans 5 st
Uise Audhonzation Cods = suth

Drﬂltmhf'lﬂ User Suschasge Pay Wirpube & puachege pe Minoe
impuoatad 1o the User Suwchags Par Cal s puchege per Cal
comespondng Taps Ulser Multiphier [parcent] s rultipher
Feelds. Lises E dension = el
I you 1 te edit Lz E glesnision & mEld
the IMPORT LIST
chck on the " cBack”

LT I
the 'Masich Faalds'

Cancal | || << Back | Nesct 5> | 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.

When import is completed, a confirmation message appears.

ImportTapit El

Import Completed, Please see Impott,Log for more information,

Click on OK.
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22. The Import screen changes.

=0l x|
Import

{ USERS IMPORT (following the Elap-urlmam I

Tolal bext [cev) iscoeds: 17 Tolal records mpaited bo Weer” tablec 12 Tolal recaoids mejacied: 5
el View Log Infermation - File: 022505114410_Log log
buktan tn view s file in e View Impaort LOG File
Hotepad exe spplicalion.
Lo b czovrdderns: spasivisa al anliimating 022505114410 Lo bog e i locabedin
aboul the lmpaonl Wicaid. Thiz e haz C:"WPaojects\Export mport T spd\LogFiles ' |oldsy,

A recond of epoez and descoplion of
regected recoads.

View Fejected Recoeds - File: 022505114410_Rejected. cry

Fiejoctad Aeconds File View Rejected Records C5V File
Chck on the Vsw Asjecied Records 022505114410 _Rsmcted orv s is localsd i

CEV File® button to wiew this Ffile n C:\Paogesc s E sport] mpoet T st LogFiles'. iolder.

Thet: Mitepad eue

Al recoids epecbed by the: Impon

Whizard aii zaved inbo (B e inoa

C5Y Foimal,

The lmpat Log e conkains

descriptions of ewrors asrocisted wilth

each iegected recoad.

e e et e
& IR

5V de.

How to REVISE Aejected Records C5V flle

Fleazs chck on How lo nevice Impant REVISED Rejected Aecords File: 022505114410 Log.
Fegocted Aecods e bulton For S Eper N _Log cew

e : Import REVISED Rejected Racords C5V Flla

,_
=
=}
=

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).

Totad beut [cav) records: 17 Todal recoads impeoied bo Waer” tabde: 12 Total recoads rejecied: 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:ProjectzsE sportlmport 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.

==== ==USERS IMPORT======================

Import FROM CSV file C:\csvFiles\UserDeptName.csv
Import TO the CATAPITW32\DATA\MAIN\TAPITDB.MDB database, User table

***********************02/2 5/05 1 1 . 49***********************

*hkkkhkhkkhkkhkhkhkhkhkkhkhkhhhkhkhkhkhkhkhhkhkhkhhhkhkhkhihrikhkhkhhhhkikhkhkhhhkkhkhiiihihiikx

FIELDS ARE MATCHED THE FOLLOWING WAY:

Department Name = dept (Field8 DeptName)

User First Name = first  (Field0 UserFirstName)

User Last Name = last (Field1 UserLastName)

User Authorization Code = auth  (Field2 UserAuthCode)

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

User Surcharge Per Call = surcharge per Call (Field6é UserCallSurcharge)

User Multiplier (percent) = multiplier (Field7 UserMultiplier)

User Extension = extl (Field3 Extension)

User Extension = ext2 (Field4 Extension)
KhRAKRAAAAAXAXAAAAAAAAIAAAhAhhhhhhihhirhhihhihhhhhhhihhhihhihihihiiiiikh

(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***last 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.
***********************02/25/05 11:49***********************

(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.

*hkkkhkkhkkhkkhkkhkhhkhkkhhkkhkhhkhkhkkhhkhhhkhkhkhhhkikhkhhhrhkhkhhhhkrhkhkhhhhhkhkhhrrhkhhhhhhkhhhhihhkhhihikhhhiiiixikk

24. To view rejected records click on the View Rejected Records CSV File button

—¥iew Bejected Records - File: 082304103015_Rejected.csvy

View Rejected Records CSV File

052304103015 _Rejected. cav file iz located in:
C:\Projectz\Espartl mpart T apithLogFiles' folder.
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25. The following screen opens up. Click on View File
i, Tapit Import 1.0.23 - Rejected Records C5¥ File ﬂ

To Revise the Rejected Records file:

STEFP 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 "Yiew 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","dept","first","surcharge per Minute","surcharge per
Call","multiplier","auth","ext1","ext2"

"1","Smith","ACCOUNTING ","Hellen","0.2","" " """ "2830","2832"
2r T " Joe™, i 2828, 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.
26. 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 Import il

This action will IMPORT C:iProjects\ExpartImport T apitiLogFilesi0225051 14410_Rejected. sy file to TAPIT.
If wou have revised 022505114410_Rejected file and saved changes under the same name and path
(Z:ProjecksiExportImport TapitLogFilest022505114410_Rejected. csv)

then click on Q.

Ctherwise click on CAMCEL and open the file For correction using the "Wiew Rejected C5% File' button,

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|

Import Completed, Please see Import,Log 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).
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.

Import H

=100 |

{ USERS IMPORT (following the Elap-urlmarma I

Tolal begl [cev) iscoeds: 5 Total records impobed o Ueer” Lable: 5 Tolal recaods mejacied: 0

Impoet Loy File

Chck on the “View |Import Log File”
skt B view Hhis file in the

Wiew Log Inleamabion - Filec 0225051 14400_Log log

Hist e applicalion.
Log lie comdaing genesal inloimation
abaul the Impanl Wicad. Thiz File haz

| View Import LOG File

D22505114410_Log log e & kcated in
C:'"Pogyesciz'Exporti mport T apithogFiles!, folder.

A recond of epoez and descoplion of
regected recoads.

These are no rejecied reconds - the csvy hle has mol bean crested

View Rejected Records CSV File

Fegected Aecods File

Chck on the Visw Asjecied Records

CEV File® button to wiew this Ffile n

Thet: Mitepad eue

Al recodds iegected by the Inport

Wizard ane zaved indo ke Dile in oo

5 Foimad,

The lmpat Log e conkains

descriptions of ewrors asrocisted wilth

each iegected recoad.

rﬂmcm- i I;:FI e ldHl:mm-h
o] [L i

C5V fde.

Plaazs click an How to meviss
Resected Fecords ie" button for
msiruchions.

Cancel Barck (TR |

Fimizh |

Your import is completed.
30. You can go to TAPIT and view Users/Departments screen.
NOTE:
In our example one of the Users records had a typo in the Department Name. Instead of Customer
Service it was spelled Customer Services.
To demonstrate how such error can impact import results we did not correct it.
As a result we have imported two departments Customer Service and Customer Services instead of one.
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B Users / Departments

Hierarchy Departments I Users |

Sort By:
Department

Farent

Customer Service
Customer Services
Hurman Resources

T
Sales

Hieraichy | Departments  Ussis I

Sout By
User Crepearieroend Auth, Cade  Exlension
Birovam Jog I 2633 il
Eircramn Jog 1) 2628
Chigra Dianne IT 2526
Chigra Dhanne IT 2835
Chuang Dansel Sales 41545 SE017
 Constard Darwel __ Humian Hesoure 2598
Constarm Darnel Huwmian Resourt 4143
Doarlng Tyles 401885 48013
Diaviz Ben Sales UPSCOM 28015
Darmack Ashley Husriar R oure 2837
Dl Connor Sakoc 401935 SE014
Evang Enck Customer Seren a877d
Jones Larry Im 2834
Jonmes Larry Im 2E27
H.'n:.agur Arin Salas 01555 L0148
MeDonald David ACCOLINTING 2830
MWcDonald Daid ACCOLINMTING 28
Malle Matthew Sales 401557 45019

Usen |

Liser Las! Mame f Company

Liger Firsi Mame

|Dan||:|
Aulhanzalion Code

I
—

Suncharge FerWnuie  Surcharge Pear Gall

Deparimeri

[Human Rezources

1

=5
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Using different csv files to import Users and 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.

J@ File Edit Wew Insert Format Tools Data Window Help
DEES SRY B@| - [@ = &8 im0 7w
K27 -] =
A | B | ¢ | b | E | F =

1 |first last auth ext extd dept dept no.
2 |David Brady 2830 2831 ACCOUMNTING 1
3 |Hellen Smith 2829 2832 ACCOUNTING 1
4 |Joe McDonald 2828 283317 2
5 |Larry Jones 2827 2024 IT 2
B |Dianng Chiera 2830 283517 2
7 |Daniel Constant 2836 Human Resources i
g8 |Ashley Dermack 2837 Human Resources 3
8 |Thomas [ Timothy 2838 Custamer Service 4
10 |Abigail Fulkita 2868 | Customer Service 4
11 |Erick Evans 8774 Customer Service 4
12 | Tyler Darling 401885 48013

13 |Connor Dill 403489 48014 Sales 5
14 |Ben Davig 404852 483015 Sales 5
15 |Daniel Chuang 401268 48017 | Sales ]
16 |Ann Kroeger 401565 48018 | Sales ]
17 |Mlatthew  Molle 401657 48019 Sales 5
18 [Andrew | Sullivan 401586 48020 Sales 5
= E

Department csv file contains a list of all the departments — Department Names (and optionally Department

Ids).

F3 Microsoft Excel - DeptIdName.csy
J File Edit “jew Insert Formakb Tool:

DS LY BR
E11 | = |

A, | B |

dept dept no.

ACCOUNTING

T

Human Resources

Custormer Service
Sales 5

de LD RS —

| e LD —

x
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).

However, if your Department csv file contains more departments than listed throughout the User csv file
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(see the example screen below) then you need to follow directions in this section.

3 Microsoft Excel - DeptIdName.csy

J@ File Edit Wew Insert Format Too

DEES GRY BE

114 |

=]
A [ B ]

=00 | M e LD B —

dept dept na.
ACCOUMTING

T

Human Resources
Customer Service

oales

Mlarketing &

M L b —

[m]
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 1 - 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.

Fd Microsoft Excel - UserDeptId.csy

J@ File Edit Wew Insert Format Tools Data Window Help

DEES EGRY 2R - &= A2 @D
H7 4 =|

A | B | ¢ | b | E | F |
1 |first last auth ext extd dept no.
2 |David Brady 2530 2831 1
3 [Hellen Srmith 2829 2832 1
4 |Joe MeDonald 2828 2833 2
5 |Larry Jones 2027 2034 2
B |Dianne | Chiera 2830 2835 2
7 |Daniel Constant 2836 3
g8 |Ashley Dermack 2837 3
8 |Thomas | Timothy 2830 4
10 | Ahigail Fulkita 2868 4
11 |Erick Evans a7y 4 4
12 | Tyler Darling 401535 43013
13 |Connor | Dill 4035439 43014 5
14 |Ben Davis 404552 43015 5
15 |Daniel Chuang 401268 43017 5
16 |Ann Kroeger 401565 48015 ]
17 |Matthew  Malle 401587 43019 A
18 |Andrew | Sullivan 4015356 48020 A

are required in this case).
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F3 Microsoft Excel - DeptIdName.csy

J File Edit “jew Insert Formakb Tools
DEa SRy B
E11 | = |
A, | B |
1 |dept dept no.
2 |ACCOUNMTING 1
3 |IT 2
4 |Human Resources i
& |Customer Service 4
B |Sales 5
i ull

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

Format of a User CSV file

Example of a User CSV file displayed in MS Excel:

F3 Microsoft Excel - UserDeptId.csy

J File Edit “jew Insert Format Tools Data Window Help

DEES E2RY BR| - &= A2 M3 7w - 10
K4 | =|
A | B | ¢ | b | E | F | 6 | H [ 1 |

1 |first last auth extl extd surcharge |surcharge multiplier | dept no.
2 |David cDonald 2830 2831 1
3 |Hellen smith 2630 2032 02 1
4 |Joe 20828 26833 2
5 |Larry Jones 2827 2034 2
B |Dianne Chiera 2826 2835 2
7 |Daniel Constant A143 2036 3
g |Ashley  Dermack 2837 3
89 |Thomas  Timothy 2838 4
10 [Abigail  Pulkita 2068 4
11 |Erick Ewvans g774 4
12 |Tyler Darling 4001885 43013 50.05 0.8 0.80%

13 |Connar | Dill 40018585 48014 ]
14 |Ben Davis LIPSCOR 48015 )
15 |Daniel Chuang 9973 48017 5
16 |Ann Kroeger 401565 43018 5
17 |Matthew  Maolle 401587 43019 5
18 [Andrew | Sullivan 401586 43020 5
19

Line No. Is it going to Why is the User record rejected?

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

60




TAPIT Import

Line 2 YES

Line 3 NO 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 4 NO The required USER filed Last Name is left blank.

Lines 5-6 YES

Line7 NO The Extension TAPIT field accepts only digits. The A143 is not a

correct format because it contains a letter.

Lines 8-13 | YES

Line 14 NO The Authorization Code TAPIT filed 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 15 NO The Authorization Code TAPIT field accepts only digits and letters. The

99**#8 is not a correct format because it contains other characters (*#).

Lines 16-18 | YES

NOTE:

» Ifauser 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 - DeptIldMame.csy

J File Edit Wew Insert Format Tools

IDEESsRY b

E11 -]

=]
A . B

dept dept no.
ACCOUNMTING

T

Human Resources
Custamer Service

oales

M0 = L B —

M b LI b —

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.

Using Import Wizard

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

Import screen appears.
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w. TAPIT Import Wizard 10,23 =10 x|
TAPLT User/Client Import

Waelcome o the TAPIT UserfClhient Impor Wizard

TAPI
IMPORT

Thas wtlity program guides you throwgh cherfuser data mpmt.
Diata can b mponted om 8 comma delimsted [C5Y] file.

I TAPIT ChertfUses Id felds mie ot awailabds for import fiom the CSW hle
USERS Instead TAPIT sasigns a new User ld e esch imposted recosd

Usar Instructions

CLIENTS

Click an Mest >3 bn Cordine,

Cancel sork | [T nNest 55} 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.

=10 x|
Select Destination Table

Select IMPORT destinstion TAPIT table;
 CLENTS

= LSERS

Cancel | [ << Back | Next > | Finich |
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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.

=0l x|
Import Departments?

Do wou want to import Diapartments ?

r"T’Eﬂ ﬂq#mﬁﬁimnwﬂhml"‘,. ] k& panding 16 Uiz,
Depasimenis have o ba impoatad prior bo Deers.
Chck on Mexl to impost Da-p-ut-ulm:l
‘When Depaments Impoit is completed this Wizad will conlnue with
Uszen Impot.

T MO Click. on HO if yow do not want 1o impost Depasbmesnts.

Cancal << Back Next > | FIREh |
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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.

Locate Files I

| DEFPARTMENTS IMPOHT

Import DEPARTHMENTS from CEW File:

Erdist Hea ph b0 b o T o ool o Brosse’ 1o fied it

- hogafibes'Diepd i S e Brosse I

Import TO TAPIT Database (tapitdb.mdb) File:

Erilsd iFe path o the TAPTT dalabass [lapeds mdb] e o chch on Bams' o bnd i

|I ST apltat i DA T AMNMAINATARTDR HOE T Bromes ]

Cancel |

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

M 10|
Colurmn Headers

| DEPARTHMEMTS IMPFORT |
Examples of CSV files
Using the same CS¥ file o mport | Using twa different CSY files to import |
Departments and Lsers Departments anid Users
7 [Does the fsl iow costain header?]
Sample Text File Data {max 100 records shoven)
depd depk no
ACCOUMTING 1
IT 2
Humiar Flesources k]
Customes Service [
Cabas 5

Cancel | << Back Next > | 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:
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.
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EA Microsoft Excel - example.csy

]@ File Edit “iew Insert Format Tools Data Windo
D2 gRY 2@ - @
H20 | =|

A | B | C |

1 |Siman Sabriel Zeneral Telecom, Inc

-

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

Siman [Gahbriel General Telecom, Inc

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

=10l x|
Match Fields
| DEFARTMENTS IMPORT |
Todal C5Y Fill Sample Text File Data {max 100 records shown)
Recoads:
5 dept | dest na. Field 2 | Field 3 | Field «

ACCOUMTING 1

IT 2
STEF1 Husmesn Feascunmey a3
Gelect an ilem from s & mrvine 4 e
Tt File Columna’ ;l:]m ;IJ
st and a
nams lrom T apil Tapit Database Fields Match Fields Text File Calumns
Daslabaze Fiebds" list.

| Depastrreent id =| = |dentna =
STEP 2
Chck on the “Audd | Add matched fields te the Import list
malchied | balbom
i Eavi Hhiz Diepartrent Mame = | degt
salachion hor lmpsmt
R Tz [iepartment |d degt i
until &l liekds ae
malched.
Each Tapit Field,
caf b matched wilh
DMLY o Tesd File
Calumn.
Deparimenl K
2 a ieguied Lkl .

Aemove Item from the Import list

Cancel | < Back | Mext = ] Finich |

8. Selecta 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 ro. j

case we only need to match Department Name with a corresponding Text File Column.
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.

In our
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10.

11.

Tapit Database Fields Match Fields Text File Columns
IDepartment u] j = Idept o, j

Add matched fields to the Import list

Departrment Mame = dept

Department |d = | deptno.

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 you User csv file contains Department Names (Users are associated with Departments via Department
Names) then you don’t have to import Department Ids.
When all fields are matched, click on Next.
The Import Screen is displayed.

=101 %
Impart

1 DEPARTMENTS IMPORT ]

lds IMPORT LIST Text File Calumns

Tapit Database Fie

chedk on thi "ccBack”
bulfion bo go back 1o
the "Waich Fislds'

Addfiemove
thie lmpsor Lisk tems.

TO IMPORT HOW
ek on thi Finizh'
bauiinn.

Cancel I u‘ll"l:"l‘:"B.l‘[I““‘ Next == | Finizh |

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

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

Import Completed, Please see Impott,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: 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 exits in TAPIT.

=
Import
{ DEPARTMENTS IMPORT |

Tolal urigque [crv] Depadments5 Todal iecosds mpoiied bo Teparimert’ fabile: Tolal recaonds rajacied: 2
3

Impoel Loy File

Chck on the View Impoit Log File®
sk ban T u-i-liul"hlnliu

Winw Log Infmmabion - File: 0228051 223017 _Log log

Hid cexe applicalion,
Log Mk eordaing genedal inloimation
abaul the Impanl Wicaid. Thiz Fle haz

View Import LOG File

N2Z05122317_Log bog e = kcated in
C:'"Program Files\T apit Import'L ngFiles' folder.

a vecord of enors and derciplion of
repected recoads.

Fiegected Aecods File

fegocted recods [if any) are nok
mnpated to the TAPIT database
becawse the Depatment Hamea
already ewitz m TAPIT.

Dapabments impord has besan complsied
2 iecords have been rejected becaass the Depatment Mames aleady exist m
TAPIT.

Flease chck on "Conlinue with User Impori” bublon to import Users

Cancel | || Continue with User Impart 1 Finish J

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:

= == DEPARTMENTS IMPORT====

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

***********************02/2 8/05 13 . 23***********************

*hkkkhkhkkhkkhkkhkhkhkhkkhkhkhkhhkhkhkhkhkhhhkhkhkhhhkhkhkkhhrkikhkkhhrhkikhkhhhhkhkhiiihiiikx

FIELDS ARE MATCHED THE FOLLOWING WAY:

Department Name = dept (Field0 DeptName)
Department Id = dept no. (Field1l Deptld)

*hkkkhkhkkhkkkhkhkhkhkkhkhkhkhhkhkhkhhkkhhhkhkhhhhkhkhkhhrikhkhkhhhhkikhhkhhhhkhkhkhiiihihiikx

***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

*****-k*****************02/28/05 13 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.

B R R R o R o R R R R R S R R R e R R R R R S R e S R R R R R R S R R R R R S S R R R S R e
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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.

Locate Files I

| USERE IMPORT (lollowing the Depanments Imporl)

Import USERS from C5Y File:

& | wand 1o import USERS from the same Bile uzed bo mpoit DEPSATHENTS
g [ SeewFiles U sail eptb ame. cav)

[OR, srie e path o the oy s o dick, on Broses' 1o find i

Brosse I

Import TO TAPIT Database (tapitdb.mdb) File:

Erilsd iFe path o the TAPTT dalabass [lapeds mdb] e o chch on Bams' o bnd i

|I Tl a A T ANWAT N gt rdh

Cancel |

af]E foent == | Finich |
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15. Click on Next

16.

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.

=10 x|
Coalumn Headars

| USERS IMPORT (lollowing the Departmants Import) |
Examples of CS¥ files

Using Department Hame field te associate Using Department 10 field to associate
Usirs with Departments Users with Departments

Associate Users with Departments
Select ene of the Tallawing TAPIT lelds ba associate UDsers with Departments,
T Dapadmand Hans Belect this option i wour CEV e bzts Ulseny wath the cosesponding o Shem Depaniment HAMES.

T Dapaimeed 1d Selact this oplon i wour C5W Ble bty Uiz with the cosssponding o fem Depstment |De

¥ Doz the liesl 0w cordan beadar?

Sample Text File Data (max 100 records shovem )

il sachaign p i wrchangs per Cal el dipt po -
&=n 1 :|
it 1R 1
S8da F
T F
S50 ]
S835 ]
J83F K|
538 4
s 4
arid 4

013 3005 08 0.5 —
— = _'|_J

Cancel << Back | [T Newes ] Finich |

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
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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.

Match Fields i

| USERS IMFORT (lollowing the Depafments lmpor)

malchad * buttom text file tn associate Users with Departments

i zavwi Thiz Ii
sadackon for Impait. Add matched Tields to the Import st

Records to IMPORT Sample Text File Data (max 100 records shovn )
17 st | Jast | suth | et | ewt2 »
[l McDonsd 2500
Heldzy Smith 2200
STEF1 Jim 2508
Select an item from i Arans w07 _[;|
“Test File Columns' 1 | | L
Eet and a
sovimsgrling fahl
name lrom T apil Tapit Database Fields  Match Fields a5 File calumns
Dalabaze Fields” hisi. -
P ||.I:e1 Extansion ﬂ — |er|2 ﬂ
Chck on the “Add TAPIT "DEPARTMENT ID” fleld has to be matched with the corresponding fleld in a

ekcEnl Eelennn -
Ll Sigckuige Par M
can -“ Hh a2 ”:hﬁl II\:l Imgk Flh I.l;n!-ﬁ
OMLY ane Ted File £} e auachalge T L
Caolumn. (NEETRCIT TS e el

[WETR S

|15 Erdmnieasn

m m;;z U | Depatroent |0 dupd po

- Lt Fats! Mok first
- | Uit Last Mo bt

Each Tapit Field, B L Authenizations Code auth

HACHEGE pa Minida
sachaign pai Cal
il e

wid1

w2

Fabizrasisn B il
wt i iz ik P,
Aemove Item from the Import list

Cancel | <« Back |

foent == | Finich |

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

19.

Columns list box.

Tapit Database Fields Match Fields

Text File Columns

ILlser Extenzion j = Ie:-:tE

=~

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 Estenzion j = Ie:-ctE j

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

| Department |d = | deptno.

| User First Name = | firgt

| User Last Name = | last

| User Autharization Code = | auth

| User Surcharge Per Minute = | zurcharge per Minute

| User Surcharge Per Call = | szurcharge per Call
IJzer Multipler [percent] = multiplier

| User Extenzion = entld
IJzer Extenzion = | ent?

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.

21.

The Import Screen appears.

=101 x|
Import
| LSERS IMPORT (following the Depariments Impor) |
IHPORT Tapit Database Fields IMPORT LIST . File Calumns
ipraemdopots | i o
matched in the Impost Uses First Moame = [t
Lish. Llse: Last Hans 5 st
Uise Audhonzation Cods = suth

Drﬂltmhf'lﬂ User Suschasge Pay Wirpube & puachege pe Minoe
impuoatad 1o the User Suwchags Par Cal s puchege per Cal
comespondng Taps Ulser Multiphier [parcent] s rultipher
Feelds. Lises E dension = el
I you 1 te edit Lz E glesnision & mEld
the IMPORT LIST
chck on the " cBack”

LT I
the 'Masich Faalds'

Cancal | || << Back | Nesct 5> | 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.

When import is completed, a confirmation message appears.

ImportTapit El

Import Completed, Please see Impott,Log for more information,

Click on OK.
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22. The Import screen changes.

=0l x|
Import

{ USERS IMPORT (following the Deparments Impar)

Tolal bext [cev) iscoeds: 17 Tolal records mpaited bo Weer” tablec 12 Tolal recaoids mejacied: 5
= Viow Log Inleimation - File: 02280512291 7_Log log
buktan tn view s file in e View Impaort LOG File
Hotepad exe spplicalion.
Lug Pz ecordiuns: geeniall inlinmatinn IZZNS1229T_Log bog e w ocabed in
abaul the Impanl Wicad. Thiz File haz C:'Frogram Files'.T spit ImporthLogF lss' foldsr.

A recond of epoez and descoplion of
regected recoads.

Yiew Fejected Recoeds - File: 022805122917 _Aejected. cry

Fiejoctad Aeconds File View Rejected Records C5V File
Chck on the Visw Asjecied Records 0226051 2297 _Feeched crv Fls is localed e

CEV File® button to wiew this Ffile n C:\Poogram Files\ T apd Import'LogFles' foldar.

Thet: Mitepad eue

Al recoids epecbed by the: Impon

Whizard aii zaved inbo (B e inoa

C5Y Foimal,

The lmpat Log e conkains

descriptions of ewrors asrocisted wilth

each iegected recoad.

e e et e
& IR

5V de.

How to REVISE Aejected Records C5V flle

Fleazs chck on How lo nevice Impert REVISED Rejected Recards File- 022005122917 Log.
Fegocted Aecods e bulton For S Eper N _Log cew

e : Import REVISED Rejected Racords C5V Flla

=
=}
=

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).

Totad beut [cav) records: 17 Todal recoads impeoied bo Waer” tabde: 12 Total recoads rejecied: 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

022805122917 _Log.log file iz located in:
C:AProgram Filez\T apit ImporthLogFiless 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.

==== ==USERS IMPORT======================

Import FROM CSV file C:\csvFiles\UserDeptld.csv
Import TO the CATAPITW32\DATA\MAIN\TAPITDB.MDB database, User table

***********************02/2 8/05 14 . 45***********************

*hkkkhkhkkhkkhkhkhkhkhkkhkhkhhhkhkhkhkhkhkhhkhkhkhhhkhkhkhihrikhkhkhhhhkikhkhkhhhkkhkhiiihihiikx

FIELDS ARE MATCHED THE FOLLOWING WAY:

Department Id = dept no. (Field8 Deptld)

User First Name = first  (Field0 UserFirstName)

User Last Name = last (Field1 UserLastName)

User Authorization Code = auth  (Field2 UserAuthCode)

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

User Surcharge Per Call = surcharge per Call (Field6 UserCallSurcharge)

User Multiplier (percent) = multiplier (Field7 UserMultiplier)

User Extension = extl (Field3 Extension)

User Extension = ext2 (Field4 Extension)
*hhAAAAAAkAXAAAAAhAAhkAhhAhkhhkhhhhhhihihhihhihhhhhhhihhhihihkihihihiiikh

(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***last 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.
****-k******************02/28/05 14:45***********************

(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.

*hkkkhkkhkkhkkkhhkhkhkkhhkkhkhhkhkhkhhkkhhhkhkhkhhhkrhkhhrrhkhkhhhhkirhkhkhkhhhhkhkhhrrhkhhhhhhkhhhhihhkhhihikikhiiiiiiki

24. To view rejected records click on the View Rejected Records CSV File button

—¥iew Rejected Records - File: 022805122917 _Rejected csv

View Rejected Records C5V File

122805122917 _Rejected cav file iz located in:
:A\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 C5¥ File ﬂ

To Revise the Rejected Records file:

STEFP 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 "Yiew 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","dept no.","first","surcharge per Minute","surcharge per
Call","multiplier","auth","ext1","ext2"

"1","Smith","1","Hellen","0.2","",","" "2830","2832"
2t "oe", 12828, 12833
"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 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 Import ﬂ

This action will IMPORT C:iProgram Filesh Tapit ImportiLogFiles|022805122917_Rejected. csy File to TAPIT,

If wou have revised 022805122917 _Rejected file and saved changes under the same name and path (C:\Program Filest Tapit
ImportiLogFilesi022805122917_Rejected. csw)

then click on Q.

Ctherwise click on CAMCEL and open the file For correction using the "Wiew Rejected C5% File' button,

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|

Import Completed, Please see Import,Log 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).
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.

Import H

=100 |

{ USERS IMPORT (following the Elap-urlmarma I

Tolal begl [cev) iscoeds: 5 Total records impobed o Ueer” Lable: 5 Tolal recaods mejacied: 0

Impoet Loy File

Chck on the “View |Import Log File”
skt B view Hhis file in the

Wiew Log Infeamabion - Filec D2Z8051 22907 _Log log

Hist e applicalion.
Log lie comdaing genesal inloimation
abaul the Impanl Wicad. Thiz File haz

| View Import LOG File

DZZEN51Z23T_Log bog e & kcated in
C:'"Program Files\T apit Import'L ngFiles’ iolder.

A recond of epoez and descoplion of
regected recoads.

These are no rejecied reconds - the csvy hle has mol bean crested

View Rejected Records CSV File

Fegected Aecods File

Chck on the Visw Asjecied Records

CEV File® button to wiew this Ffile n

Thet: Mitepad eue

Al recodds iegected by the Inport

Wizard ane zaved indo ke Dile in oo

5 Foimad,

The lmpat Log e conkains

descriptions of ewrors asrocisted wilth

each iegected recoad.

rﬂmcm- i I;:FI e ldHl:mm-h
o] [L i

C5V fde.

Plaazs click an How to meviss
Resected Fecords ie" button for
msiruchions.

Cancel Barck (TR |

Fimizh |

Your import is completed.
30. You can go to TAPIT and view Users/Departments screen.
NOTE:
In our example one of the Users records had a typo in the Department Name. Instead of Customer
Service it was spelled Customer Services.
To demonstrate how such error can impact import results we did not correct it.
As a result we have imported two departments Customer Service and Customer Services instead of one.
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B Users / Departments

Higrarchy Departments I Users I

Sort By:
Department

ACCOUNTING
Customer Service
Human Resources
T

Sales

Ih.ln:lﬂ Depariments  Us=is I Uses I_
el L Lasl i g
ger Lasi Mame f Cormpa
Usar Depatrnent  Auth Code  Exension Ly
_ |Darm=|;lr
Hrown Joe m 2E33 ﬂ Uiser First Mamne
Hrown Joe T 2E2B l"’" o
Chigra Dianng T 2026 et
Chiera Dianne T 2635 Adthorization Coda
Chusng Danisl Sales 415993 4E017 |
Consiant Darsel  Human Resourc 2636 Surcharge Per Minute  Surcharge PerCall  Muliplier %
Consfanl Darsel Humian Resouwrc 4143
Uarling Tyles 4011835 qe113 |ﬁ |E ﬁ
Diavis Ban Sales LUPSCOM 48015
Daparrent
Dill Cannar Dales 401935 JE014 m B
Evans Enck Cuslomer Sendc 8774 [Humin Resources N
Jones Laery T 2634
Jones Lay m IRIT PR E‘ﬂn:sluﬂl;i_l
Kroeger Ann Sales 401565 AE1E [hea 2} [3G
- = S = PP e ]
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