7= SeniorSystems

Quick Reference: How to use the Inquiry Import Tool

You can use the Inquiry Import tool in the Admissions application to import inquiry/applicant
information from one or more files in a single batch.

Using the Inquiry Import tool:

1. Open the Admissions application and click Maintenance > Imports > Inquiry Import.

§ | Advantage Admissions

Maintenance | View Statistics and Summaries Visitor Reports Reports  Letters  Maii

Quick-Entry 4‘),
Inquiry / Applicant Schools  Ina/App List Ing/App b;Sohoo!
Schools ims awaiting approval 2
Referrals
Mailing Lists
Imports » | Inquiry Import
Online Inquiries & Applications ‘ Delete Imported Inquiries
|

Notifications Test Score Import

End-of-Year Update
Applicants Decision Update
Applicants Checklist Update »

Administration Maintenance
Test Score Administration

Global Tracking »
Global Updates

Report Query Maintenance »
User Preferences
Printer Setup

Exit

Page 1



7= SeniorSystems

2. Click New on the Inquiry Import screen.

r
Inquiry Import List o s
File Edit Tools Help
Name City State Year Grade Erzors

This Import Entries for this Import
( Post | [ Delete | [ Edit I Delete |
Automatically Add

[ Potential Duplicates [ ] Schools not on File

[ Companies not on File [ Refenals not on File

‘ NUM
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3. Specify the necessary information in the following fields on the Inquiry Import screen.

a.

b.

-
Inquiry Import @_ﬂ

File

Defaults

School Applying [Kindergarten v)

Admiss Y'r 2014

Inquiry Type v

Catalog [Inqui[y v]

Inquiry Date 10-17-2014

Application Rec'd [IAFSAIE]

File c:\usershoweinfusshdesktopwididoc_items\dor ulgl

ImpoitMap | test - (Delimited) v Q.,l

| ok || Ccancel |
| wum |

In the File field, select the

If you have an existing Import Map that you would like to use, select it now and proceed

appropriate .csv file.

to Step 5. Otherwise, proceed to Step 4 and create a new Import Map.

Fields Description

School Applying * Enterthe division of the school.

Admiss Yr Enter the Admissionsyear.

Inquiry Type Enter the Inquiry Type

Catalog Enter Catalog type

Inquiry Date Enter Inquiry Date

Application Rec’d Enter Application Received date

File “Selectyour.csv file

Import Map *Select an existing Import Map, or create a new
one.

*Indicates required field
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If you do not currently have an Import Map, you’ll need to create one. On the Import Map List

screen, click New.

~
Import Map List (Inquiry Import) - gateway.csv: Delimited

Import Mappings

Name

Description

New

Edit

Delete

Copy

a. Enter the appropriate information into the following fields:

Fields Description

Name * Enter the Name of the Import Map
Description Enter a Description of the Import Map
Begin *Entera Begin Delimiter

End *Enteran End Delimiter

Last End * Enter a Last End Delimiter

Records to Skip Select Records to Skip

View Record No SelectView Record No

*Indicates required field

Name Import Map

Field Mapping
Delimiters: Begin

Import Map (Inquiry Import) - c\users\gateway.csv: Delimited

Description Import Map

v lastEnd .~ PRecodstoSkip 0 ViewRecordNo

a0
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b. The Senior Inquiry Field column provides a drop-down list of all of the predefined
Senior Systems Inquiry Fields that are supported by the Inquiry Importer tool. The
Import Field/Data column drop-down menu provides Inquiry Fields that are pulled in
from the .csv file that you selected previously. The Last Name field displayed in the
screen capture below is a required field and is provided by default.

Import Map (Inquiry Import) - c\users\gateway.csv: Delimited =
Name Import Map Description Import Map
Field Mapping
Defivters: Begn . v End . » LastEnd . v RecodstoSkip U ViewRecodNa 2
Senior Inquiry Field Impont Field/Data -

Last Name -1 1) [ New |
Birth Date HEY

[ cu |
First Name \ Last Name is required
Preferred Name q Paste
Middle Name o]

c. Click the drop-down menu on the Import Field/Data column to select an Import Field
for Last Name. If you do not see the Import fields in the drop-down, you may need to
adjust your delimiters to Begin =, End =, and Last End =,

d. Click New to add more fields to the Import Map.

Import Map (Inquiry Import) - c:\users\gateway.csv: Delimited 2
Name |mport Map Description |mport Map
Field Mapping
Delimiters: Begin » End w» LastEnd , ¥ Records to Skip 0 View Record No 2
Senior Inquiry Field Import Field/Data

Last Name 1)-1
Birth Date 2)-
First Name 3)-
Prefermed Name 4)-
Middle Name 5) -
Suffix B) -
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e. You can optionally click Print on the Import Map screen to print a PDF or physically print
to paper a list of fields that you have selected for your Import Map:

I Import Map (Inquiry Import) - c\users\Gateway csv &
Name Inquiry Mapl Description
Field Mapping
Delimiters: Begin v End. v LastEnd . *  RecodstoSkip U ViewRecadNo << < 1
| Senior Inquiry Field Import Field/D ata -
Fitst Name 45) - app_in (4
|Prefetred Name 48] - app_nickname
= Cut
Middle Name 47) - app_mn
| Suffix 52) - app_suffix Paste
Student EMail 44] - app_email
| Bith Country 1) - CountryOBith
Sex [F/M) 50) - app_sex
| Mative Language 6] - HomeLanguage
Citizen Counlry 137) - OtherCitizenship
Visa Type 292) - VisaType
Visa Number 37) - AlienRegNum
| Cunent School Address Line 1 258] - School_Mame
Current School Address Line 2 253] - School_Addiess2
| Curient School Address Line 3 254) - School_Addiess3
Current School City 255) - School_City
| Cuntent Schaol State 259] - Schoal_State
Current School Zip 262] - School_ZipCode
| Curtent S chool Country 256) - School_Country
Froeieen folio o AL AP oot Miame A
ok [ concel |[ Pt |

f. Once you have entered all of the necessary fields, click OK to save the Import Map that
you have created.

5. On the Inquiry Import screen, click OK to run the import.

Inquiry Import = X
File
Defaults
School Applying [ Kindergarten v l
Admiss Y1 2014
Inquiry Type -
Catalog [lmy vl
Inquiry D ate 10-17-2014
Application Rec'd 10-17-2014
File Q, I
Import Map | Import Map - (Deiimited) v| @
[ ok || cance |
| wowm [
L o
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6. The Inquiry Import List provides details about the import. The following options are available on

this screen:
Fields Description
Post Postinquiries to the database
Delete Delete inquiries from the table
Save Save inquiresin the table
Legend Review information providedin the table

Potential Duplicates

Automatically add potential duplicates

Companiesnoton File

Automatically add companies not on File

Schools not on File

Automatically add schools not on File

Referrals noton File

Automatically add referrals not on File

New Add more inquiries to the table
Edit Edit inquiries in the table
Delete Delete inquiresin the table

Inquiry Import List

e

File Edit Tools Help

Name

Cicy State Year Grade Errors |

2012

2012

This Import

(Post | [Detete | [ Save | [Logend]

Entries for this Import

Delete

Automatically Add
("] Potential Duplicates

|| Companies not on File [ | Referrals not on File

("] Schools not on File

7. When you are satisfied, click Post to import the new inquires.
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