Import.NET for ACT! Documentation

Note:

Make sure you backup your ACT Database prior to starting an import as
it will modify your data.
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The Purpose and Benefit of Import.NET

It has been possible to export existing contact lists into Excel, Access, CSV or simple text files since the
introduction of ACT! 2005. The development of Import. NET made it possible to import the existing Excel,
Access, CSV, Text contact lists or SQL data files directly into ACT!.

Once installed ImportIT.NET becomes an integrated part of ACT!. Through the creation of maps, Import
IT.NET enables ACT! users to immediately import groups, contacts, companies and opportunities. Existing
contacts can be updated with the most current information or you are able to create contact copies with
the new information. A user can also create or assign a group, status or project to the entire import. As
soon as the map has been created and the parameters for the import have been set, the users can import
their exiting lists into their ACT! Databases.



Installation

Note: You must close ACT! prior to installing Impor t.NET !

Download the program by clicking in the following link

http://www.crmaddon.com/download/crmaddon.zip

Click Save.

File Download Ed |

Do yu&uant to open or save this file?
@ Mame: crmaddon.zip
Type: WinRAR-ZIP-Archiv, SE6KE
Fram:  wiww, crrmaddon, com

Open Save

W &lways azk before opening this twpe of file

harm vour computer. [F you do not st the source, do not open or

I ? I YWehile filez from the Internet can be ugeful, some filez can potentially
b zave thiz file. What's the risk?




Choose a directory for the download.

Click on Save to start the download. When the download is complete, click Open.



Choose the Setup.exe and determine the directory into which you want to unzip the file.



Setup

Open the Setup.exe in the before mentioned directory.

If you aren’t logged in the administrator account, you have to log on the administrator account



Select the language and click OK.
Please be aware that the German version will not ru  n with the English version of ACT!

Follow the instructions on the screen.

Click Next to install CRMAddons for ACT! on your computer.



If you do not have a license for Import.NET, you can only import 10 records.

Now you can choose which addons should be installed.

If some ACT! windows are open during the installation, this window will show up asking you to close all
ACT! windows or to cancel the installation. Clicking on Yes, the installer will finish the installation if ACT!
and the open Addons are closed. Otherwise you would have to manually close all ACT! applications or
cancel the installation. Choose out the addon which you want install and click next to continue the
installation. If you install more addons, these would be updated automatically.



Click OK to complete the installation.
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Starting Import.NET

Start Import.NET by clicking the Import icon in the ACT! toolbar.

You can also open Import.NET from the menu:

Just as the Import Application the Import Configuration can also be started with the or the menu.
Furthermore you can directly call up Import.
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Configuration

Choose between the following options in the Configuration window:

1. Using the Information tab you will get our contact information, including links to our website
and our online support.

2. Using the Registration tab will allow you to register the software.

3. Using the Support tab will allow you to set display options for the toolbar as well as email our
support staff for help in debugging problems.

Information

Telephone Support

For telephone support please use the numbers
listed.

Online Support

For online support, click the Support link. This will
start a session using our online support tool
PCVISIT and allow the technician remote access to
your PC.

The technician will give you a session ID. Enter it in
the box labeled session No. and click Connect to
open the session.

Click Yes to show your screen.

Click on the white hand icon to transfer control of
your mouse and keyboard to the support technician.
You can cancel the session at any time by clicking
on the red phone icon or by hitting the F12 key on
your keyboard.

Link Description

Website Link to our homepage.

Changelog Displays what's changed since your installed
version.

Download Click on this link to download a .zip file that will

allow you not only to update Import.Net but also
to install all other addons from CRMAddon
Factory GmbH.
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Documentation Click on this link to download the manual

Forum Clicking on this link allows you to find answers to
most of your questions, to discuss our products
and much more.

This shows you your actual installed version.
Import NET 1.1.27

= CRMADDOM Factory GmbH
Registration

License Information

Select Shareware or the location of the License Dongle (for use if the software cannot connect to the
internet because it is being blocked by a firewall or during the satellite transmission). If you have bought
an unlimited dongle, you can license Import.NET by connecting it to a PC on which Import.NET is
installed. You must choose “Local Dongle” in the Configuration to use this function. To deregister
Import.NET, you have to put the dongle from the PC.

Trail Version Button muss noch ausgebessert werden Proxy macht Probleme

Note: Prior to registration (trial and licensed versions) you must complete ,My Record" in your
ACT! database under the menu item ,Find”.

If this is not completed, an error message will be displayed and the information will have to be
entered before you are allowed to proceed with the registration




Registration

The trial version functions the same as the full version except that some of your imported data are
encrypted. This is the only limitation in the trial version.

If you want to use the whole functionality of Import.NET, you must buy a license and register
Import.NET. Select the button Software Licence and enter the registration code you received by email.

You can copy and paste the code from your email.

Click on the button ,Registration“ to complete the registration.

Deregister

The ,Deregister” button releases the license from your PC. You can then install and register the software
on another PC.

Please note that you must do this if you are using a new PC for any reason (i.e. moving to a different
desk/office, purchasing a new computer, etc.) so that you can install and register the software on your new
PC.

Please also note that you can only deregister the software two (2) times. Depending on the license type
purchases, you may only be able to use Import.NET with one database. You can, however, use our
Unlimited License for any Import.NET version as often as you wish. You can also use it for several data
bases.
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Support

Changing the trace level (0 — 2) will increase the size of the trace level significantly. This option is for
technical support use only.

When you click on the Email button, you can create an email, in which you describe your problem and tell
us how it has happened. You can also attach one or more documents (if you have zipped them) for a
better description, for example a screenshot or the file which should be imported.

In the Toolbar window you can choose the Import.NET icons which shall be displayed or not in your ACT!
toolbar.
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Import.NET Window and its Functions

Note: Any restrictions based on your ACT’ security levels will apply!

If connected to the internet, this button will allow you to open the manual where all functions will
be explained.

If this function is turned on, the Import. NET window will always stay in the foreground, regardless
of any other open or newly opened windows.

Click on this button to number consecutively your contacts you wish to import.
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Numbering Contacts

Function

Start with number

ACT! field

Numbering only contacts with empty fields
Numbering all contacts
Start

Cancel

Description

Determine the starting number. This is required if
you want to do the import bit by bit

Select the number field from an ACT! number
field. Example: You want to assign additional
customer numbers to your contacts. Create the
field Customer Number in ACT! To humber
consecutively, you can select this field and ACT!
will create a number in this field for each contact.
Use this function if you want to add contacts an
existing numbering.

Select this function to number consecutively old
and new contacts.

Click Start to begin the numbering when having
determined all settings.

Click Cancel if you do not wish the numbering.

17



Creating and Editing a Map

The Map

Select all existing maps from the drop down list.

Click on the button ,New Map*“ to create a new map.
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Function

Map Name
Import

Art

Click on the Save button to save the current map.
Please note that any modifications will overwrite t
map.

Description

Assign a name to your new map.

Select here the type of map. The type of the
available tables depends on the selected import
type.

The type is also dependent of the license which
you are using. There are different levels of the
licenses.

1. Trail:

With the trail license you can import everything
without SQL. But notice that some of your
imported data are encrypted.

2. Basic:
If you use the Basic license, you can create only
schemas with the types Companies or Contacts.

3. Standard:

Using the standard license will offer you to use
the types Companies, Contacts, Groups,
Histories and Notes.

4. Advanced:

When you use the advanced license, you can
use all types without User and Picklist and
without SQL.

5. Professional:

With this license you can use all types and import
out of SQL Databases.

Select the type of files from which your data shall
be imported. SQL Data source use will be
described in the second part of this manual as it
is rather comprehensive and requires profound
administrator knowledge. Use of this function is
available only with the professional license.

he old map. To avoid this, please create a new

Click on the Copy button to copy the current map and save it under a new name.

Click on Cancel to cancel a map. The erasing procedure cannot be undone.
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Assign the Path and Record Manager

Function Description

Import file Set here the path of your source file. You can choose between Excel,
Access, CSV and text files.

Having selected an Excel file, please also choose the work sheet to be
imported if there are several ones in the source file. Then click OK.

Header Row This reminds you that your files to be imported must have a header row
as otherwise they will not be imported.

Record manager Having selected a file, you can choose here the user to whom the
import shall be assigned.

ACT! Info In preparation

Type This displays the table you are importing
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Import.NET Tabs

Columns Tab

Select here which data of the corresponding fields in your source file shall be imported into the
corresponding ACT! fields.

Certain Ids (ContactID, AccountID, etc.) will allow you to create here links between ACT! groups (e.g.
Contacts, Groups, Histories, etc.). If you want to import your data sets into a different group, you can
choose the ACT!-field “groups”. You must use this field in combination with the function

“Add Contacts to selected groups” where you can select a specific groups from ACT!. If you want to import
you datas into other groups, you have to use the tab Groups which is declared on another page.

Function Description

Change the order of the implementing from the
fields with these arrows.

This function allows you to directly link the fields
existing in your source file as well as in ACT!
without having to select each individually. This is
only possible if the fields have the same name
like in ACT!.

With these buttons you can add a new created
field or erase an existing one.

Create here a new assignment.

Function Description
From Select here a column of your source file.
To Select here the ACT! field into which the source

column shall be imported.
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Function

Overwrite field content

Join the field content (Concatenate)

Separator

Insert only into empty fields (Plain)

Description

An import into an existing database will overwrite
with this function fields with the same contacts,
names, addresses, etc. if matching contacts have
been found.

You can import several fields from your source
file into one ACT!-field. For using this function
you must define a separator.

Define here the separator like a space or comma,
etc.

Use this function to import into ACT! fields that
do not contain data.

If you have columns in your source file which contain some empty fields, you can define here a default
value, which is imported in the empty fields in ACT!.

Function

Configuration
Backup

Preview

Import
Exit

Description

Opens the configuration window.

Create a standard back up of your ACT!
database with this function. This will be advisable
to save your data if and when an error during
import destroyed your data base. There will also
be displayed a window to select the destination
file of your back up.

Using this button you can only see a preview of
the source file datas independent of your chosen
merge functions.

Click this button to start the import.

Click this button to finish Import.NET. You will be
asked whether you wish to save the current map.
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Preview

This option allows you to view an example of your import so that possible faults might be corrected in
advance or without having to make further modifications. This only makes sense when importing new data
records as you have no comparison to already existing ones.

Function Description

Import Preview, total of data records: 4 The number of data records that will be imported
is displayed here.

From Here you see the column of your source file.

To The destination column of the import is displayed
here.

Data Record Check in this column whether the data meet your

requirements. The completeness of the data will
be checked on interconnecting

Preview: first 100 records are shown. When creating a preview only the first 100 data
records of your source file will be displayed for
performance reasons.
These arrows allow you to either view each
individual data record or to jump to the begin or
the end of all data records.
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The Import and its Functions

Create Columns

You wish to import, for example, the contacts of your Excel file into your ACT! database. You have
created the respective map and defined the source directory.

Now define the fields in the Columns map which are to be assigned to your ACT! database from your
Excel, Access, CSV or text file.

In your ,From" drop-down menu you can select the available fields in your source file, here the Excel file.
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Select in the , To" drop-down menu the ACT! fields to which they are assigned

If one or more of the fields are marked in blue, this field is already used as a source or destination column.
It can still be used if you want to assign several data from your data file to a single ACT! field. Selecting
this function you have to choose ,Add data to existing data“ and define the separator.

Having selected the fields, click on ,Add".

When you want to import data sets out of other source files, excluding CSV and text, the columns are
handled like you are importing out of Excel.

25



If you want import a CSV or text file, a new window will open where you must define the separator and
where you can create a preview of the source file.

Function Description

Comma, Semicolon, Space, Tabulator, Other Chose out the separator which you use in your
source file.

Textdelimiter When you want to import a separator, you can

put the field into three different delimiters.
For example: “religion evangelic;catholic”.

Data Preview When you have clicked on the button “Load
whole file” or “Data Preview”, the preview will
appear on this place.

Input File Here you can see the matters of your source file.

Load whole file When you want to create a preview of all fields,
click on this button.

Data Preview When you click on this button, a preview of the
first 50 fields will be created.

OK/Cancel When you are finished with your settings click

OK. To close the window without transferring
your settings, click Cancel.
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Parameter Conditions

If you have several fields with the same name in your source file and these fields have further different
fields the Parameter Conditions allow you to define from which field and whereto which contents shall be

imported.

How to do it:

Various data records, for example, Email, Fax, Mobile Phone and Phone which are in a source file, e.g.
»Available under can be assigned to different ACT! fields using the Parameter Conditions while the
appropriate number of the number column of your source file will be imported into your defined ACT! field.
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How to use Verification

Example: You have data records which are completely filled in and others which are only partly filled in.
You wish to import only the complete data records and ignore the incomplete ones.

This can be achieved with the Verification function.

Here all available columns of your source file are displayed.
To import only those data records which have been completely filled in, select all available fields. During

the import, ACT! will check all data sets and will assign only the complete ones. But you can also define
the import so that only single fields have to be filled in. Select the respective fields and only these will be
checked. The records that are missing data on the checked fields will not be imported

28



Accessory Columns: A little Extra

Example: You know that you have in your list only retailers having their location in Amarillo as your old
databases were defined like this. This information is not given in your source file but you want to combine
all data sets in your ACT! database and know all the same the location of everybody.

Instead of creating an own data base for each location or to make all the necessary changes in your
source files or in ACT!, this function allows you to enter the location into the data sets and also that it is a
retailer without it's being mentioned in your source files. You can also define here the countries,
something that is very important in order to get the correct telephone numbers.

To create an additional column, define the ACT! field in which your determined default value has to be
entered.

Click on ,,Add" to create the column.
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Merge into Groups

In ACT! you can merge several data records into groups.
Use the Group map to do so already during the import.

This function allows you, for example, to define that all data sets containing “Available by” will additionally
be also assigned to the ,Mobile* ACT! group.
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Duplicates and Company Relation

Example: You are importing data records of the companies Sage and Microsoft. The name Mike Steward
appears twice in the company Sage and once in the company Microsoft. You wish the name Mike Steward

entered only once in each company.

You can solve this problem with the ,Duplicates and Company Relation map.

Select Company and Contact from your list. ACT! will check whether the same contacts are to be
assigned to the same company and combine them to one contact only. This means that both Sage
contacts are combined to one contact and a new contact will be created for Microsoft.

The ,Link Contact to Company* allows you to shift from the Contact window to the company list after the
import by clicking on the defined field.
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Opportunity: Process and Stage

This map allows you to set your opportunities individually. Two different maps are available.

Opportunity: Status

This feature allows you to set your opportunities so that they are directly filed with the corresponding
status.

If Import.NET does not find any definition in the list, it will use the default value that was set with the radio
button.

Use the button Add/Cancel to create or cancel the selected status.

You can individually set the status of your opportunities in the drop-down menu.
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Opportunity: Process and Stage

Function

Standard

Probability of process and stage

Process

Stage

Add/Remove

Description

Define here the default process for all
opportunities you wish to import. Having set
various processes and stages in the bottom
menu, this value will be used with the import.

If Import.NET does not find any settings in the
list, it will use the selected default value in ACT!.
These 3 drop-down menus allow you to assign
the process from your source file with the wanted
value to the corresponding ACT! column.

Just as the processes you can here import into
the respective column various source columns
including the corresponding information and with
the wanted value. If you have not defined any
process nor stage the above default value will be
used. Process and stage have always to be
created together.

When you want to add the created Process and
Stage click Add. If you want to delete one of the
existing ones, click on Remove.
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Activity and History Settings

Use this function to define activities and history for the import.
The maps ,Priority* and , Activity and History Types" are at your disposal.

Priorities

Use this map to assign the priorities that had been created in your source file to the available Priority ACT!
fields. Priorities that have not been defined here, will not be imported from your source file. You have a
maximum of 5 available priorities that can be named in ACT! according to your requirement.
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Activity and History Types

Define here how the field in your source file has to be imported. That means that you set here the
Jransmission“ between the fields of your source file and the ACT! fields.

To cancel existing columns or to create new ones, use the buttons ,Add“ and ,Cancel.

Having selected the map Activities you can select only here the Activity Types. These will then be created
in ACT!
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Map Settings

You have different possibilities to set your maps in order to customize your Import.

Function

Add contacts to the selected group

Activity type, which is used when no type is given

Incorrect data records import

Link contact to company if company doesn’t
exist, create company

Description

Define here a group to which all imported
contacts will be assigned independent of the
fields. You can combine this function also with
the map Group.

Example: Some of your contacts have cell
phone numbers but all of them have phone
numbers. In the Group map you can assign the
contacts with the cell phone numbers to one
group and also assign all contacts to the
+Available by phone" group using the feature
»ASsign contacts to the selected group”.

Having selected the map Activities you can
define here the ACT! activity to which the data
sets are to be assigned.

This feature allows you to bypass possible
restrictions of the ACT! fields.

Example: A company name you wish to import
has 135 characters but ACT! allows only 128
characters. Using this feature only the first 128
characters of the name will be imported. Also
data sets will be imported where the field
contents of the source file cannot be displayed in
the destination field as the used characters are
not allowed in the ACT! field.

Use this function to create a link between your
contacts and your companies and create a new
company if it does not yet exist. But this is only
possible if there is a company name in your
source file.
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These two features are only available in the Opport  unities map.

Update Opportunities, do not create any new Using this feature, the import updates all existing
Opportunities opportunities.
Assign opportunities to the first found contact If you have several contacts to whom the

opportunities apply you can assign the
opportunity to the first found contact using this
feature.
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Merge Data Records

The Merging features serve to manage duplicates and to decide what to do with them when identified

during the import.

Function

Ignore records, do not import

Create new record, ignore existing record

Merge records, overwrite existing data
(only if exactly one record is found)

Merge records, do not overwrite existing
data (only if exactly one record is found)

Only update existing records, do not create new
records

Merge records, do not overwrite existing data
(for all matching records)

Merge records, overwrite existing data
(for all matching records)

Ready for synchronization

Description

If a duplicate is identified during the import it will
not be imported.

Here a new record will be created for each record
from the source file also when it exists already in
ACT! (without duplicate examination)

Having found exactly one record, all target fields
of this duplicate in ACT! will be updated with the
new data from the source file.

If a duplicate was found during the import, only
the empty target fields in ACT! will be filled with
the new data from the source file.

Only the records available in ACT! will be
updated with the new data from the source file.
New records will not be created.

During the import only the empty target fields in
ACT! having been recognized as duplicate will be
updated with the data of the source file.

During the import all records having been
recognized as duplicate will be updated with the
new data from the source file.

Use this function to update the fields, which have
a new content to the prior field.
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Map Activities

This tab allows you to create automatically an activity for each imported contact. You can choose between

two different activities.

Function

Activity type
Regarding from column

Regarding Standard Value

Details

Activity Start date
From — To

Duration

Activity Start time
Time between

For all imported contacts
Only for new contacts
Create no activity
Schedule for

Priority

Color

Timeless

Private

Description

Select here of the available activities.

Having already defined ,Regarding’ of the activity
in your source file, you can select here.

If no ,Regarding’ exists in the source file, define
here a default value that will be used for each
activity.

Having created details to the activity in your
source file, you can also transfer them to ACT!
This feature defines the start date of the new
created activities.

Define here the period for the activity to take
place.

Enter here the duration of the activity.

Define here the start time of your activity.
Define here the time between when an activity
ends and the next one begins.

Activities are created for all contacts.

Activities are created only for new contacts.
During import no activities will be imported. The
activity windows are deselected.

Define here the user of the newly created activity.
Set here the priority of the activities.

Choose here a special color to set off the
activities.

Use this feature if the activity will take place
during the day.

Click this button if the activity is private. The

activity can only be seen by the user for whom it
was scheduled.
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Use banner Use of this feature will import the activity into a
special window in the ACT! calendar.

Ring alarm Define here the time when you wish to be
informed about the activity before it begins.

Contact Identification

This tab allows you to provide e.g. the same contacts with a contact number for better distinction. This tab
is not available with the maps Company, Contact and Group.

For example, use the Contact ID from your source file and import it into the field Customer Number to
distinguish your contacts, e.g. having the same name.

Use this tab also to make special settings when working with a SQL database. You will learn more about it
later.

Attach a Document

You can also attach documents to the records you want to import. Create a corresponding column in the
tab Columns.

Thus the attachment from the source file will be filed in the tab documents in ACT!

Please note that the indicated path in the source f ile must be absolutely correct as
otherwise the documents will not be imported.
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Please also note that the file contraction must be the same as the format of the attached file as
otherwise Import.NET will not be able to find this document.

You can add documents to contacts, companies, groups, notes, histories and activities.

Finally click import and the attachments will be added to the requested records under the tab documents.
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The Import

Click the Import button.

Import.NET will prompt you to make a back up before importing. You can do this if you want to create a
backup copy of your current database as there might be problems with the co-operation of certain
allocations.

Click Yes to make the backup or No if you want to skip the backup.
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If you have not yet licensed Import.NET, only 10 data records will be imported.

You can also define the amount of records to be imported.

Example: You have got 50,000 contacts you wish to import. As this will load the main memory for quite
some time you want to do the Import bit by bit. You can thus select the number of records to be imported
at one time.

Function Descriptions

All records Select this feature to import all records.

Selected range Define here the number of records to be
imported. This is very useful for large data record
guantities.

Click OK, to confirm your selection and start the Import.

After the import this window provides an overview of the import.
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Create a Backup

Using the Import.NET backup you can create a backup of your ACT! database before the import. Open
this function with the button ,Backup*.

Then you will be prompted to select the location for the backup.

You can either use an existing file or create a new file.

Having selected a file click OK and Import.NET will create a backup as a .zip file in the selected
destination listing.
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Glossary

Here are a few terms that will help you to understand this manual.

Addon:
A program that adds additional functions to another program.

Assignment:
Entry and/or searching of data within a program or Addon.

CRM:
Customer Relation Management is the name of the software used to facilitate customer relation
management.

Csv:
Comma separated values. This is a file format for storing tabular data. This format dates back to the time
of mainframe computers, meaning that CSV files can exist on virtually all computer platforms.

Field:
An area in which data can be selected or entered.

Maps:
Arrangement of indication rows (or data fields within the scale of this program) to a linked list.

Parameters:
A function that allows you to import data from a single column into several ACT! fields.

Schema:
A function that defines how data records from your source file are to be imported into ACT!

Source file:
ASCII text file usually created to function as an input file to a system program.

Axt:
This file is simple, unadorned text. It transfers readily across platforms but has little in the way of
formatting.

Xls:

This file format refers to documents created in Microsoft Excel (or at least saved in a format matching
such documents).
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Uninstalling Import.NET

In order to uninstall Import.NET from your PC, open Uninstall.exe in your ACT! directory.

If you wish to add or remove individual Addons select ,Add/Remove of program components*. If you wish
to uninstall all currently installed Addons, select ,Uninstall CRMADDONSs for ACT! “. Follow the
instructions on the screen and the Addons will be uninstalled.
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Trouble Shooting

Problem:

The Import.NET button in the toolbar is not displayed.

Solutionl:

Reset the toolbar. Go to ,Tools" in ACT! and select the subfolder ,,Customize® and Click ,Reset Menus and

Toolbars. After restarting ACT! the Icon should appear. Make sure that you selected the display of the icon
in the Import.NET configuration.
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Solution 2:

Close ACT! and go to Windows Explorer.
Click , Tools" and open the window ,Folder options*.

Then open the tab ,View", select ,Show hidden files and folders" and confirm it with ,Apply to all Folders”.
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Problem3:
When importing records into ACT! the import is very slow or will stop after some time.
Solution:

There might be a problem in your ACT! data base. We recommend the following step to solve this
problem.

1. Create a backup of your ACT! data base.
2. Open the folder ,ACT for Windows" under ,Programs” and ,,ACT!“. Start the program ActDiag.
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3. Click on the tab Databases and open finally the database List.

4. With a right mouse click open the database.
5. Implement the following options.

a) Check Database

b) Repair Database

c) Reindex Database

d) Clear Procedural Cache

6. Restart ACT! and repeat the Import.
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Delete File ,DependentDlis.xml*

If there were any problems when transmitting data from an older to a newer version, you might solve them

by deleting the file ,DependentDlis.xml".
In ACT! 8/ ACT! 2006 / ACT! 9 and ACT! 2007 you can find the file in: Documents and settings\(select
here your user name) \application data\ACT\ACT for Windows 9.

In ACT! 7 and ACT! 2005 you can find the file in the Plugins directory of ACT!

If you have any questions that have not been answered in this manual, please feel free to contact us.

By clicking Forum you will enter our forum where you will get help.
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