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For instances in which a data set is not in A% we can import the data set into a selection to be used
within a CRM function that uses selections, such as Queries or Events.

Steps to importing
1. Navigate to the Analysis functional area in the blue navigation bar.
2. Click on the Import selections under the Selections area.
3. Click Add.
4. Populate the following fields:

a. Name: please follow the selection naming conventions as outlined in the
Supplemental Reference Guide Naming Conventions and Standards.

b. Description: All queries must have a description. The Description should contain:
e Retention requirements

1. Ifitis used for a business process, the retention should be
Permanent.

a. Ifitis for a Process in AL indicate what that is — Reminders,
Receipts, etc.

2. Ifitis for a specific project, indicate a date in the future when you
believe the project will be complete and the query can be deleted.

a. Description of the project the query is related to.
c.  Record Type: This is dependent on the type of selection you are importing.

o For example, if you have constituent IDs and need a constituent selection
you’d select the record type of constituent.

d. Category: Select “Import”.
5. Optional Fields
Site: if you use Site then it is restricted to processes with a matching site.

b. Show this selection in the Query Designer: only choose this if you need the selection
available in an ad-hoc query. This does not need to be selected if you plan to use the
imported selection in a process.

e Example: Do not select this for a selection import that will be used in an
event.

6. Choose the Import File.
a. Note: the file must be a CSV.
7. Select the ID column.

8. Select the ID type that relates to the ID in the ID column.
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9. Click Save and Import.
10. Confirm the number processed matches your intended results.

a. Note: if the numbers do not match, check your CSV for duplicate ID numbers.

Steps to importing with visuals

1. Navigate to the Analysis functional area in the blue navigation bar.

£ Analysis

Sales by membership

2. Click on Import selections under the Selections area.

3. Click Add.

1~
v

¢ Import selections

Imported selections ‘E}Adcl ’{ Filters | [Z] | More~

—
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4. Populate the following fields:

Add selection

Marme: | 17 UNML CBA Dinner Invitees |

De :ycriptio H Retention: temporany
For event upload
TTUNLCBADINner

Record type: | Constituent |V
Category: | Import |V
Site: | All sites |" P

! Show this selection in the Query Designer

Import file information

Import file: mailing.csv

& Choose file
& Clear file
ID column: | CnBio_ID |v
ID type: | Lockup 1D |""Ir
e‘ Help Save and impn-rt| | Cancel

5. Optional Fields

a. Site.

b. Show this selection in the Query Designer.
Choose the Import File.
Select the ID column.
Select the ID type that relates to the ID in the ID column.
Click Save and Import.

= 2 2 NN

0. Confirm the number processed matches your intended results.

a. Note: if the numbers do not match, check your CSV for duplicate ID numbers.
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Tasks ) p~  Import Selections
& Start process £ 17 UNL CBA Dinner Invitees - Import selection
# Edit 4
process Mame: 17 UNL CBA Dinner Invitees Show in guery designer: No
7< Delete

Retention: temporary
Record type: Constituent Description: For event upload
17UNLCBADinner

Shortcuts

Recent searches Category: Import

Site: All sites

(E I FIT  History

Recent status = Download output~ | [E]

Recently accessed

Status: (7] Completed

Status message: Completed

Started by: MNUFQUNDATIONjrader
Started: 3/29/2017 2:44:31 PM
Ended: 3/29/2017 2:44:44 PM

Duration: 13 seconds

HEBRON
6340

MNumber of exceptions: 0

Server name:

Total records processed:

Records successfully processed: 6340

Once your imported selection is no longer needed, please delete the selection.

Steps to deleting

1.

2
3.
4

Navigate to the Analysis functional area.
Click on Import selections under the Selections area.

Expand the details under the selection by using the expand icon.
Click Delete.
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Steps to deleting with visuals
1. Navigate to the Analysis functional area.

=
r Analysis

@ Smart query browse

port explorer

@ Report model generator

= Sales by membership

O\‘ALICRM

2. Click on Import selections under the Selections area.
3. Expand the details under the selection by using the double down.
4. Click Delete.
0 .
£ Import selections
Imported selections (8) @ Add | T Filters | [E] | More~
|Sec.'rr:h | @ Columns~ [al Save list & Open list 4= Clear all filters
Mame Record type Category Show in query designer Staty
(¥) 17 NAA Another Test Event  Constituent Mo Impa
@ 7 UML CBA Dinner Invitees  Constituent Import No Impo
i Import | # Edit L.“JAssign permissions
17NUFJNLASHAR Constituent No Impo
Chicago ARCH Event Invitees Constituent Import No Impo
KJR import selection Constituent Yes Impo
UNL EHS previous donors 1. Constituent Alumni No Impo
UNO IS&T file from RMNL Constituent Yes Impo
UNOAA Denver Cutreach Constituent Alumni Yes Impo
1
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