Chameleon

Company and client bulk import guide

The bulk import is designed to upload your clients and the companies they work for, into Chameleon-i. To ensure the import
is successful please carefully read all the rules in this document and make sure your excel spreadsheet conforms to them.

o Open up the Admin panel and select
Import from the tabs.

@ Download the template Excel file by clicking
on the link and saving the document to your o
local PC.

9 Copy your existing client data into the
Excel spreadsheet ensuring that the
column headers remain in the same order. 2]

Tip: You can leave any field blank
however:

a) If CompanyName is blank, a client will
be created without link to the company or
address. ©

b) If ClientForename AND
ClientSurname are blank, the Company
will be created without any linked clients.

c) If ClientSurname is blank, but

ClientForename isn't the system will use (o)
the Forename as the Surname (this is

because the surname is a clickable (7Y

link, so we must have one).

@ Once you have entered all your data into [6)
the spreadsheet, hold down ‘Ctrl’ and
press ‘A’ to select all the text.

@ Once all the text is selected select Format

and click on Cells. From the tabs select
Protection and then check the tickboxes
are unselected.

@ Then select Number from the tabs and
from the category list select Text and then
OK.

e Now rename the worksheet. Select sheet

1 from the tab at the bottom of the screen,
right-click and select rename, then enter
the word Clients . Once this is done save
the document.

Tip: Clients must have a captial ‘C’
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Importing to Chameleon-i

o
2]

©

Ensure Excel is closed before starting the
import.

In Chameleon-i, open Admin and select
the Import tab.

Select the import here link (option 3) and
attach the file in the pop-up window.
Ensure you make a note of the import
number.

Your will receive an email from the system
once the import has uploaded successfully.

If you don't receive a confirmation email or
your email reports zero results then the
import has been unable to read your file. In
this case you should check the trouble-
shooting information and resubmit the file.

Once the import has completed re-login to
Chameleon-i and a basket will become
available listing all the imported contacts for
checking, mailing, assigning tags etc..

Tip: Your spreadsheet may not be imported
immediately. At busy periods imports can
be delayed to save excess load on the
servers.

Tip: Duplicated entries:

a) If CompanyName is specified more
than once, the 2nd and subsequent entries
will be ignored. All clients against that
name will be attached to that single
company.

b) If the CompanyAddress is specified
more than once for the same company, the
2nd and subsequent entries will be
ignored. All clients against that name will
be attached to that single address.

c) If ClientForename AND
ClientSurname specified more than once
for the same company, two client records
will be created.
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Spreadsheet column definitions

Field name

CompanyName

ClientAddressStreet

ClientAddressSuburb

ClientAddressCity

ClientAddressCounty

ClientAddressPostcode

ClientAddressCountry

ClientAddressTelNo

ClientAddressFaxNo

CompanyTel

CompanyFax

CompanyEmail

CompanyWWw

Companylndustry

CompanyComments

ClientForename

ClientSurname

ClientTelNo

ClientMobileTelNo

ClientEmail

ClientJobTitle

ClientDepartment

ClientComments

Description

Name of the client
company

1st line of address of
this client

2nd line of address of
this client

3rd line of address of
this client

4th line of address of
this client

Postcode for this
address

Country for this
address

Switchboard number
at this address

Main Fax number at
this address

Switchboard number
for entire company

Fax number for entire
company

General Email address
for entire company

Company web address

Industry identifier
General comments on
company

Forename of client
contact

Surname of client
contact

Direct telephone
number of this client

Mobile telephone
number of this client

Email address of this
client

Job Title of this client
Department for this
client

General comments on
this client

Max length

50 Characters

1024 Characters

50 Characters

50 Characters

50 Characters

30 Characters

50 Characters

30 Characters

30 Characters

30 Characters

30 Characters

30 Characters

50 Characters

50 Characters

8000 Characters

50 Characters

50 Characters

30 Characters

30 Characters

50 Characters

50 Characters

50 Characters

8000 Characters

Example Notes

British Telecom

The British Telecom
Tower

60, Cleveland Street

Marylebone

London

W1T 437

UK

0207 680 1980 or
+44 207 680 1980

0207 680 2000 or

+44 207 680 2000 Will default to UK if not completed

0207 254 8000 or
+44 207 254 8000

If left blank the system will take the
number specified in CompanyTel

0207 254 9000 or
+44 207 254 9000

If left blank the system will take
number specified in CompanyFax

enquiries@bt.com

www.bt.com

Telecommunications

It's good to talk
[Bob Hoskins ¢1999]

Jim

Smith

0207 254 3454 or
+44 207 254 3454

If left blank, the system will use
ClientAddressTelNo

07973 454888 or
+44 7973 454888

jim.smith@bt.com

Group Director

Engineering

Nice guy, hates
football!
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Troubleshooting

If you're having problems uploading your file please check the following for troubleshooting information.

o The column headers are exactly the same
as the original file downloaded from
Chameleon-i, and the data follows the
column headings.

The format of all the cells have been
changed to text, as shown in point 5 on
the first page of this guide. (1)

The worksheet has been renamed to (4)
‘Clients’ as shown in point 6 on the first
page of this guide.

A blank row between the data can cause (3)
the import to fail, ensure that your data runs
consecutively.

Tip: Use the duplicate rows function to
remove all blank rows in the spreadsheet.

Splitting cells

Where a cell contains information such as an
entire address it should be split into multiple
columns. Splitting the address into multiple
columns will improve the integrity of the data as
well as the search, filter and sort features within
Chameleon-i. (1)

o Split cell contents across multiple cells:
http://office.microsoft.com/en-us/excel/H
A011973581033.aspx

Convert text to columns:
http://office.microsoft.com/en-us/excel/
HA011498511033.aspx
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Troubleshooting
If you're having problems uploading your file please check the following for troubleshooting information.

Duplicate rows

Duplicate rows should be deleted. If you have a
lot of data, you can perform an Excel function as
follows:

o Hold down ‘Ctrl’ and press ‘A’ to select all
the cells. Or press the Select all cell in the
corner of the spreadsheet.

From the Excel menu select Data then

Filter then Advanced filter. From the

popup window tick Unique records only
and click OK.

Tip: This will only remove IDENTICAL
lines. If there is a small variation this will (2}
not work.

Hidden data

When copying and pasting into Excel,
occasionally extra, hidden data is included in
some cells. To reveal any hidden data, expand
the width of each column to fit the content.

o Hold down ‘Ctrl’ and press ‘A’ to select all
the cells. Or press the Select all cell in the
corner of the spreadsheet.

From the Excel menu select Format then
Column and click AutoFit selection .

9 Remove or relocate any hidden text or
extra spacing made visible in the
document.

Tip: Carriage returns/line breaks within what
should be one row in a cell will cause your
import to fail.
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Troubleshooting
If you're having problems uploading your file please check the following for troubleshooting information.

Extended ASCII characters

Where data has been exported from another
application, the action may produce ASCII
characters within the data. Some ASCII
characters may not be recognised by our import
wizard and consequently will cause your import
to fail.

o For examples of ASCII characters you may

encounter in your spreadsheet and more (1)
information, please refer to this Microsoft
document:

http://office.microsoft.com/en-us/excel/H
A011331361033.aspx

Delete the extended ASCII characters from
your spreadsheet.

Tip: Extended ASCII characters are mostly
found in free text columns such as
CompanyComments .

Carriage returns

Carriage returns/multiple lines within a single

cell will cause your import to fail. This can

occur when the data is transferred into the

spreadsheet. ®

0 The text may run continuously on one line
of the row and be punctuated with a _
symbol. In this case you will need to delete
those symbols.

If the text runs over several lines on one

cell, the cell will need to be edited so there

are no line breaks and the text runs

continuously. (2]
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Troubleshooting
If you're having problems uploading your file please check the following for troubleshooting information.

Comments

An Excel comment is a note that is attached to a

cell, separate from other cell content. Cells with

comments have red indicator triangles in the

upper-right corners. Comments will cause the

import to fail and need to be deleted. ®

Right-click on the cell containing the
comments you want to delete.

9 Select delete comment to permanently (2]
remove the information.

Macro to copy comment text

This Macro will copy the comment text to the cell
to the right, if that cell is empty (otherwise it will
overwrite the contents).

Please refer to this Microsoft document for
help creating macros:
http://office.microsoft.com/en-us/excel/H
P052047111033.aspx

Sub ShowCommentsNextCell()

Dim commrange As Range
Dim mycell As Range
Dim curwks As Worksheet

Set curwks = ActiveSheet

On Error Resume Next

Set commrange = curwks.Cells _
.SpecialCells(xICellTypeComments)

On Error GoTo O

If commrange Is Nothing Then
MsgBox "no comments found"
Exit Sub

End If

For Each mycell In commrange
If mycell.Offset(0, 1).Value =" Then
mycell.Offset(0, 1).Value =
mycell. Comment.Text
End If
Next mycell

Application.ScreenUpdating = True

End Sub



