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Importing Data

1=
File Edit Wiew Tools Help

Systems

all | Prints || Proofs | Sports | Pic-a-Pac | Schaol

Pending Orders
Created Reference Type Skatus Tokal
| £ Data Import Wizard
Steps Yelcome
1. Welcome . h zard
2, Select Order Type Welcome to the Data Import Wizard.
3. Impart As This wizard will guide vou through the process of imparting data From either
4, Choose a Data Source IMicrosoft Excel or CSY Farmatted files,
5., Choose which Columns to Import -
Uplaad Selected Orders P Cinish The imported data can then be associated with image fields during the ordering process, Edit l [ Delete

Click nesxt to begin.
Recently submitted Orde

Submitted o] Tokal
[ Refresh Order Status Reset to Pending ] [ WYiew Summary

New Cropping Features
9 wWe have added the shility to crop in the image panel, - lzarn more

Ready



Importing Data
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(£ Data Import Wizard

4, Choose a Data Source
5, Choose which Columns to Import
A, Finish

Steps Select Order Type

1. Welcome Type of order to use this data with:
2. Select Order Type

3. Import As School

< Prew ] [ MNexk =

Cancel




Importing Data

School name must be complete.
It will be used on some

) products.
| £/ Data Import Wiz

Steps \ Import As

1, Welcome Schoal:

2, Select Order Type

3. Import As Central High Schoal

4, Choose a Data Source

5, Choose which Calurins ta Impart Project:

6. Finish CHS 2010 Fall Yearhonk Shoat .v-

/// <Prev || Mext >

Zancel

Project name must contai/
School Name Reference

Year
What the pictures are.




Importing Data
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| £/ Choose a file containing data you would like to import

| £/ Data Import Wizard

Lookin: |2 Central High School

Steps Choose a Data Source Y @ Central High Schoal Data File. xlsi
1. Wielcome Path to data file \_\'ﬁ
2. Select Order Type My Recent
3. Import. As Documents
4. Choose a Data Source .
5, iChoose which Calumns ko Impork v
6. Finish [ First row has column names
Deskiop

f

%

My Documents

Flease browse ko the path of your data file,

First row contains headings

Cance :'-!j g

My Computer

;!)] File: name:
My Metwork
Places Files of bype: | accepted Formats (s, ™, csv, *.kxt)

? P EE

Choose

Microsoft Excel - Central High Schoeol Data File.xls

Eile Edit Yiew Insert Format Tools Data Window Help

DEeld &b 4 <=f @ = & 2] Z Wl 100% - (3) .|| MSSans Serff
J25 ~| =
A B c D E F| G H

1 |PERIOD TEACHER STUDID LASTMNAME FIRSTMNAME Ml GRD

2 |n E DECK 269024 ARCINIEGA NICHOLAS A 09

3 |m E DECK 263243 GUZMAN MEEML 09

4 | JCOSTELLO (253365 RIVERAS CURTIS L 09

5 M B LACY 270048 WERTZ CHASE R |09

B |01 E HOLLOMAMN 243850 ESCAMILLA, ADAR W09

7 E HOLLOMAMN 335242 FREIHEIT BRIAN L 09

8 |0 E HOLLOMAN 354510 | GARCIA LAUREN M09




Choose what to import:

In this case we are not importing
the PERIOD and MI.

| £/ Data Import Wizard

Skeps

Choose which Columns to Import

1. Welcome Impart As
2, Select Order Tvpe ]
3. Impark As [7] | TEACHER
4, Choose a Data Source [v] | STUDID
5. Choose which Columns ko I E LASTHAM
&. Finish [w] | FIRSTHAME

[1m__/J

[v] [erD /S

v
< Prey ] I Mext =

Microsoft Excel - Central High Schoeol Data File.xls

p

Eile Edit Yiew Insert Format Tools Dakta Windo

DeEd SRy &BEC

v Help
® A 2] Z1 [l |43 100% - () .|| MSSans Serif

J25 = =
= ELG H
PERIOD TEACHER  STUDID LASTNAME FIRSTMNAME Ml GRO >
2 |07 T CEER S e ooy ]
3 |0 E DECK 263243 | GUZMAN NEENU 09
4 101 JCOSTELLO 269965 | RIVERAS CURTIS L 09
5 |01 B LACY 270048 | WERTZ CHASE R 09
6 |01 E HOLLOMAM | 248850 | ESCAMILLA, ADAM W |09
7 01 E HOLLOMANM 335242 | FREIHEIT BRiAN L 09
8 |01 E HOLLOMANM 354810 | GARCIA, LAUREN N 09
9 01 E HOLLOMAM 263465 | GILBY OSCAR A 09
10 |m E HOLLOMAN | 264426 | JOMES MACKENZIE K 0g
11|01 E HOLLOMAM 310394 |LLOYD MATTHEWY E 09




Assign data fields:

Example:

|£/Data Import Wizard

Teacher = Teacher Steps Choose which Columns to Import
Studid = Student ID || 1. welcome Calu Impart &s
&, Select Order Type ] | PERICD
3. Import As [w] | TEACHER First Mame
4, Choose a Data Source [w] | STUDID First Marme ~
5. Choose which Columns to Import  [#] | LASTNAM Last Mame '='
£. Fiish [7] | FIRSTHA Student 1D 3
T/ ot
[v] |GRD / Homeroor
N Address1 .
Address2 hd
< Prev ] I Mext =
Finished Mapping
|£/Data Import Wizard
Steps Choose which Columns to Import N
ot Imported.
1. Welcame Calumn Impart &s /
2. Select Order Type 1 | PERICD /
3. Import As [w] | TEACHER Teacher
4, Choose a Data Source [w] | STUDID Skudent 10
5. Choose which Columns to Import  [] | LASTNAME Last Mame
6. Finish [w] | FIRSTHAME First Mamne
] [mr
[w] | GRD Grade
— — Finish the import.

Cancel




