Lucid Data Corporation

How to Import Data in to PDExpress®

PDExpress enables you to import and update records using Tab-delimited, ASCII text files, making it
possible to transfer information from other data sources, such as a Human Resources system.

The import process consists of four steps:
1. Export data from your current system.
2. Create a template for the data to be imported.
3. Use Microsoft Excel to move your data in to the appropriate columns.

4. Use the Import tool to validate and import the data.

Step 1: Exporting data from your Current System

1. Records should be exported one database table at a time (e.g. Building, Staff, Presenter, etc.).
Lucid recommends creating a separate import file for each set of records to be imported.

2. Name your import files with an extension of .txt (e.g., Building.txt, staff.txt, etc.)
3. Ensure that each record is on a single line of the import file.

4. Ensure that dates are exported in mm/dd/yyyy format.

Step 2: Create a Template

The Import tool expects a tab-delimited file where the first row contains the PDExpress database field
(column) names and subsequent rows contain the data to be imported.

You can use the PDExpress Query tool to easily create a template for your data. Here's an example of
how you might do this for Staff data.

1. Login to PDExpress, go to Administration > Manage > Staff
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2. Add a new staff profile by clicking the Add Staff Member 55 button in the menu.

Y @ 1:?5‘ Find by Name or ID
wl[«|[t]2345678091 .[»| | Pagesizelnp -
MName D Building

* Last Name: Smith

* First: Joe
Middle:
» Type: Certified -

« ID: SampleStaffViember
» Building: Administrative Office (AD) -
* Status: Active hd

Password: eees

1D Alias:

3. Fill'in the required fields and click the Add button.

4. Click the staff member's name in the list to display their basic information in the bottom
window pane.

PDExpress Administration
Lawrence Clifton (AD) )

Home

¥ [ @ 9 & Find by Name or 1D Active Staff Only
L) 4 B 23456782910 . » L) Page size:| 20 ~
[ | Name jul Building Phone Ext | EMail Title
[¥]  Abrom, Nancy Jo abrom.n452 Shade Early Childhood Center (SH) (480) 859-4061 abromn45@redrock.k12.az.us
[ Abrom, Nancy Jo abromnds Shadle Early Childhood Center (SH) (480) 850-4061 abromnd5@redrockk2azus
[ Adams, Kathleen adamsk88 Russell Elementary (RE) (480) 859-5521 masson @ lucid-data.com
[ Adams, Linda adams|84 Schnell Elementary (SE) (480) 435-1234 adams|94@red: k12.az.us Attendant
B Adamsky, Kathy adamskykl2 Transportation (TRAN) (480) 434-7257 adamskyk12@redrock kl2.az.us Bus Driver
[F] | Adornetto, Gary adomettog38 Schnell Elementary (SE) (480) 435-1234 adomettog38@redracickl2.azus Sth Grade
[ Aemi, Sarina aemis68 Schnell Elementary (SE) (480) 435-1234 aemisb8@redrock.k12.az.us 1st Grade
[ Aliom, Amelia akroma2 Middle School (MS) (480) 839-8296 akrom@redrockkl2azus “Caak, Part-time”
] Alexander, Rita alexanderr68 Shade Early Childhood Center (SH) (480) 859-4061 alexanderr68 @ redrock.k12.az.us Secretary
Babb, Julie babbj07 CF. Holliday Elementary (CF) (480) 293-8461 masson @ lucid-data.com
[  Babcanec, Sheila babcanecsdd Transportation (TRAN) (480) 434-7257 babcanecsdd@redrock k12.azus Bus Driver
[F] ' Bachman, Debra bachmand14 Shade Early Childhood Center (SH) (480) 859-4061 bachmand14@redrock k12.az.us Kindergarten Aide
[F]  Bachus, Sandra bachuss39 Shade Early Childhood Center (SH) (480) 859-4061 bachuss39@redrock k12.az.us Preschoal
[ Bacic, Jeffrey bacicjds Middle School (MS) (480) 839-8296 bacicj48@redrockki2.azus 8th Science
[[]  Backus, Jacqueline backusj0d Senior High School (HS) (480)435-2211 | 261  backusj04@redrockki2azus Peychologist
[]  Bagley, Amy bagleya? Frank Nicholas Elementary (FN} {480) 859-3674 masson @ lucid-data.com
Abrom, Nancy Jo (abrom.nd52), Shade Early Childhood Center (SH)
Basic Budget Crede: uments Evaluations Goals Groups istrict PD- Notes Observations Photo

= Last name Abrom
* First Nancy Jo
Middle
« Building |Shade Eary Childhood Center (SH) [+

* Status |Active

Approval Permissions [T Activity Proposals [[]Course Enroliment Requests [[] Course Suggestions []Guest ID Requests [[IPlan Proposals [ Self Asses

Title [=]

Address 2252 Rosina Drive
City’' Tempe
State (AZ [v]

Zip  85281-__

5. Add other fields of information you plan to import and then click the Save button.

6. Log out of PDExpress.
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7. Launch the PDExpress Query Tool.

SCIEE
7] Mew [ Report Designer | j Video Tutorial

Views | Tables  Queries -

Activities
Buildings
Course Evaluation Questions
Course Evaluation Results
Course Participation
Courses, Sections, Sessions A 8 c D E F G H | J K
Credentials 1
Facilities, Rooms 2
PDExpress Form Approvers B
PDExpress Forms N
PDExpress Tables 5
6
7
8
9

PDExpress User Defined Fields
PDExpress Value Lists
Plans.
Staff

8. Select the Tables tab.

9. Drag and Drop the Staff table in to the large white block in the top right part of the window.

L ElE] =]
Ell New P» Run | Save results | Save query [ Report Designer | Video Tuterial
|\/\ews‘ Tables Queries  |SELECT
. STAFStaffiD. STAFSSN. STAFBuildingID, STAFLastName. S TAFFirstName, STAFMiddieName. STAF Title,
Activities STAFHomeAddress, STAFHomeCity, STAFHomeState, STAFHomeZip, STAFHomePhone,
Buildings STAFIsPhoneUnlisted, STAFDirectPhone. STAFDirectPhoneExtension, STAFDirectFax
Course Evaluation Questions | STAFO . STAFPersonalEl . STAFPreferredC STAFType.
Course Evaluation Results | STAFStalus, STAFHireDate, STAFBinhDate. STAFContiactType, STAFPIN, STAFNotes, STAFUDT ext,
STAFUDNumberl, STAFUDNumber2. STAFUDNumber3, STAFUDNumberd. STAFUDDate 1. STAFLasiUpdate
Course Participation
Courses, Sections, Sessions STAFSW@ffD ¢ W STAFSSN ¢ ¥ STAFBuildinglD ¢ W STAFLastName ¢ ' STAFFirsthame ( W sr
Credentials 1 TRAN Adamsky Kathy R
Facilities, Rooms 2 |bebcanccsdd TRAN Babcanec Sheila K
PDExpress Form Appravers 3 |bakers2s TRAN Baker Sharon L
PDExpress Forms 4 |barberm12 TRAN Barber Margery
PDExpress Tables 5 bamesd6d TRAN Barnes Denna L
PDExpress User Defined Fields | ¢ beanelé TRAN Bean Hoan A
PDExpress Value Lists 7 carstarphenj22 TRAN Carstarphen Janet L
Plans g cashellb32 TRAN Cashell Belinda s
|staff | o |delanegl2 TRAN Delane Gina s
10 [formanet2 TRAN Forman Evelyn M
11 |glenncTi TRAN Glenn Cloyd
12 |harbisnlsé TRAN Harkison Linda Lee
13 |herect2 TRAN Hare Carol A
14 |hatcherbD1 TRAN Hatcher Betty c
15 |hawkm09 TRAN Hawk Mary Lovie
16 |hawkinsmi2 TRAN Hawkins Mary 3
17 |inchakpd1 TRAN Inchak Fatricia A
18 |ingramc08 TRAN Ingram Carol
19 [kemrsi2 TRAN Kerr Sandra
20 | kershaws82 TRAN Kershaw Sheila 8
21 |langei63 TRAN Lange layne A
22 lanning.01 TRAN Lanning Virginia
23 | marshmany12 TRAN Marshman Vikki A
24 |massemi53 TRAN Massem Terri L
= o — i
Il e —
543 records returmed by query.

10. Click the Save results button to save the query results in the bottom part of the window to a
tab-delimited file on your desktop.
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11. Open the file you just saved in Microsoft Excel.

®Microsoft Excel I—. T — (=10
Home | Inset  Pagelajout  Formulas  Data  Review  View @||
% = | =S¢  General - [FjcConditional Formatting © | Selnsert - | X ~ % lﬁ
Fr - [$ - % | [igEFormatasTable - 3% Delete - || [g]-
Paste. B I U e S A == 9 . Sort & Find &
EES — = |8 5% ] cell Styles = [ Format + || 2~ Filter~ Select~
Clipboard Font )| Alignment 5| Number Styles Cells Editing
AL - fe | sTAFstaffiD ™
E2l] StaffData.ot
A B C D E F G H | J K L M
I 1 STAFStEff.ISTAFSSN STAFBUIld STAFLasth STAFFirst! STAFMidd STAFTitle STAFHom: STAFHom: STAFHOM: STAFHOM: STAFHoM: STAFI|
2 akroma2 Ms Akrom  Amelia A Cook, Pari2131 Lynp Tempe  AZ 85281 4.8E+09
3 barretta2 HS Barrett Angela M Special EC 7505 HorizTempe ~ AZ 85281 4.81E+09
4 barabasha2 RE Barabash Ann S 1st Grade 2527 Woo Tempe  AZ 85281 4.81E+09
5 bagleya2 FN Bagley  Amy E 1851 Clari: Tempe ~ AZ 85281 4.8E+09
6 cobba2 SH Cobb Amy R Kindergar 3095 Morr Tempe  AZ 85281 4.8E+09
7 delisleaz MSs Delisle  Amanda B 6th Langui 265 Windi Tempe ~ AZ 85281 4.8E+09 !
8 foglera2 FN Fogler Alan G Custodian 225 North Tempe ~ AZ 85281 4.81E+09 I
9 heffnera72 Ms Heffner Antonio D 8th Langui4124 Wen Tempe  AZ 85281 4.8E+09
10 hartads AD Hart Algott [ Director 0 321 GraysiTempe ~ AZ 85281 4.81E+09
11 Jenkinsa7s SE Jenkins  Angela S Cook, Par1 2265 Bush Tempe ~ AZ 85281 4.8E+09
12 Janeckoagl MSs Janecko Angela S Custodian 127 West Tempe  AZ 85281 4.81E+09
13 kellerago HS Keller Anne A Counselor 1315 CarlvTempe ~ AZ 85281 4.81E+09
14 langenderfera24 FN Langende Anita ) Family Re 969 East C Tempe ~ AZ 85281 4.8E+09
15 mcglothlinass Ms McGlothli Andrew  G. Phys ED/H 264 North Tempe  AZ 85281 4.81E+09
16 marshallag3 SE Marshall Anne K Proficienc 1357 ArrovTempe  AZ 85281 4.81E+09
17 oshornea79 SH Oshorne Ann S Family Re 2532 Haze Tempe ~ AZ 85281 4.81E+09
18 mmasson Guest Masson  Markl
19 abrom.nd52 SH Abrom  Nancy Jo 2252 RosirTempe  AZ 85281 4.81E+09
20 tduncan FN Duncan  Tom
21 pattersona’s HS Patterson Adam S LD Tutor 8340 FormTempe AZ 85281 4.81E+09
22 reitenbacha3a HS Reitenbac April M Special EC5334 Lindt Tempe  AZ 85281 4.8E+09
23 shawal5s Ms Shaw Andrew R 6th Scienc 1028 Hidd Tempe ~ AZ 85281 4.81E+09
24 pettita28 Ms Pettit Alice E Special EC4972 CounTempe  AZ 85281 4.81E+09
25 pawlowskiad7 HS Pawlowsk Alfred William  Technolog230 Trumg Tempe  AZ 85281 4.81E+09
26 reidyass HS Reidy Annick D Foreign Lz420 LewisiTempe  AZ 85281 4.8E+09
27 sommersa33 HS Sommers Anne B Library Me 3609 NapsTempe ~ AZ 85281 4.BE+09
28 skagosaZd ! kagos  Anril 1 fth lancu: 1781 Sheli Temne A7 85281 4 R1F09
Ready [T e
0 —=

Hint: By default, Excel
treats digits in a cell as
numbers and eliminates
any leading zeroes. If you
do not want Excel to
eliminate the zeroes, you
can format the cells as
"Text".

12. Delete all rows except for the first row containing the column headings and the row that
contains the staff member you added in Manage > Staff.

i2l] StaffData.txt -
A B C D E F G H [} J K L

1 STAFStaffISTAFSSN STAFBuild STAFLasth STAFFirstf STAFMidd STAFTitle STAFHmeSTAFHmeSTAFHumlSTAFHOmlSTAFHDm
AZ

2 akroma2 MS Akrom  Amelia A Coaok, Parl2131 Lynp Tempe 85281 4.8E+09,

w

HAarm

staffData %2

13. This spreadsheet is the template you should use for importing your data.
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Step 3: Prepare Your Data to be Imported

Once you have moved your data into the appropriate columns, use Microsoft Excel’s File > Save As
command and select the Tab Delimited (.txt) format in the Save As type drop-down list.

Save As @@
Save in: |@ Deskkop j e o] B = Toals »

j My Corpuker

:&Q & My Mebwork Places

History IZwWebTour

j

My Docurnents

Favorikes

(=2
ﬁ File name: |5taFF.txt j | Save |

el Nebwark

Places Save asbype! [Text (Tab delimited) (*.txt) | Cancel |

Microsoft Excel includes a variety of worksheet functions that may assist you in getting your data into
the expected format. For example, the Left, Right, and MID functions can be used to build new
columns of information based on other columns in your worksheet. The Replace function can be used
to replace one character string with another.

Open the Text (Tab delimited) file in Windows Notepad and confirm there are no blank lines at the end
of the file. In other words, the flashing cursor should remain in position 1 of the very last line in the
file. Delete any blank lines, but ensure that there is one carriage return/line feed on the last data line
of the file.

Consider the following guidelines as you prepare your data:

e The import window performs basic validations such as checking the data type and length.

e Do not use formatting characters in any field except for date fields.
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For example, a Social Security Number should be entered as 333221111, not 333-22-1111.

e Social Security Numbers should be right justified and padded with zeroes if there are less than 9
digits in the number (e.g. 075224323).

e Use slashes to separate the month, day and year in a date. (e.g. 04/01/2003)

e Include the area code with the phone number (e.g. 5135551212)

e The import window requires you to observe inter-table relationships when importing data. For
example, the appropriate Building records must be in the database before importing Staff
Records. Staff Records must be in the database before importing credentials, activities,

courses, etc. The import window will skip records that do not meet these criteria.

e Use the following sequence if you are importing records into multiple PDExpress™ tables:

1. District

2. Building

3. Staff

4. Credentials
5. Activity
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Step 4: Using the Import Window

1. Run PDExpress Import program.

2. Select the table you want to import records into from the drop-down list in the toolbar.

Database Table: | Building

3. Click the Open data button

|'|

f_j Cpen data file

in the toolbar to select the file containing your data.

Select Import File

D

by Recent
Documents

¥

Desktop

9
ty Computer
Fdy Metwork

Flaces

My Documents

Loak. ir: | (& Desktop

[

I]E]Mv Documents
j My Computer

=] Buildings. kxt

‘:JM}-' Metwork, Places
L lucideorp on dell

[55horteut bo PDEZ00S

File narne:

Files of type:

|Buildings.t:-:t

Open

|Te:-:t Files
[ Open as read-only

Cancel

i

4. Click the Open button in the lower right corner of the Selection window.

5. Review your data in the import window.
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% Import
[T Mew Import into: Building - (@ List alltables &) Opendata | Save data [C] validate a Print i) Help
BLDGBuildingl D BLDGMame BLDGAddress BLDGAddress2 BLDGCity BLDGState BLDGZip BLDGF «
1 Temporar Temporary Building 1D Tempe AZ 85281
2 AD Administrative Office 430 East Pease Ave Tempe AL 85281 48085951
3 CF C.F. Holliday Elementary 4100 South Disie Drive Tempe AL 85281 48029384
4 DS District-wide Employes 430 East Pease Ave Tempe AL 85281 48085932
5 FM Frank Micholas Elementary 3846 Vance Rd Tempe AL 85281 4808593E
E HS Senior High School 5833 Student St Tempe AL 85281 48093742
7 [GET Maintenance 5833 Student Street Tempe v 85281 4804353¢
g M5 Middle Schoal 424 East Main 5t Tempe v 85281 48093788
9 RE Russell Elementary 123 Elementary Dr Tempe AL 85281
10 46 Schrell Elementary 5995 Student St Tempe AL 85281
11 SH Shade Early Childhood Center 510 East Pease Ave Tempe AL 85281
12 TR&MN Transportation 3400 Alex-Bell Road Tempe AL 85281 48043472
13 5 Building 5
14 $Temporary Termporary Building 10
W 4| | M Import Data / Yalidation Log / Import Log 1 3 |—
Options
[ Identify walidation errars interactively [ Update database if record exists Iv Remaove trailing spaces

o validate

6. Click the Validate button

on the toolbar to review your data for errors.

Errors will be highlighted and color coded and an entry is made in the Validation log.

% Import
£ Wew  Importinta: Building ~ (@ List alltables 7 opendata | Save data [ validate  (a Pri
BLDGEuildingl D BLDGM ame BLDGAddress BLDGAddress2 BLDGCity
1 Temporary Temporary Building 1D Tempe
Errar 2 AD Adrinistrative Office 1430 E ast Main Awve asél Tempe
3 CF C.F. Holliday Elermentary 4100 South Dixie Drive Tempe

You can display a detailed error message by pointing your mouse at the red indicator in the top
right corner of a cell in error. For example:
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TEMPE

1430 E ast Main Awve asEI Tempe

—— o

:;SDESaztu ;hegsl:;izzve [BLD G.-’-‘-.ddres_s] containg .
[430 E ast Main Ave

3846 Yance Rd asdflkjasidiflk ajzdifkjalsk drl|&

AE33 Student St k ajzdlkfilazkjdflkajzdikfalzk|e

BE33 Student Street E;lka}isd}fkialskdcilflkt-?fidlfkil B

424 East Main 5t I} WIGH SRCEEOZ NS g

123 Elementary Dr defined length of [50]. .

5935 Student St ]

er 510 Eazt Peaze fve ]

3400 Alex-Bell Road Tempe

7. You can make changes to your data in the Import window by double-clicking the cell and typing
the correct information.

Note: You can copy and paste data within the spreadsheet by editing a cell, right-clicking your
mouse and choosing copy, moving to the target cell and right-clicking and choosing the paste

command.

Note: If you make changes in the Import window, you can use the Save data button on the
toolbar to save the current contents of the Spreadsheet to a file on your computer.

8. Check mark the Update data if record exists option if you want to update data in the database
with data in the import file.

9. Check mark the Add unrecognized values to value lists if you want the Import tool to add new
values to the corresponding value lists based on the import data.

10. Click the Import button to import the records.

Note: The Import window displays progress messages in the status bar at the bottom of the
window.

11. The Import creates a log file in the third spreadsheet tab named Import Log. Click the Import
Log tab to view the additional information.

Note: Itis possible to move back and forth between the logs and the import data by double-
clicking the corresponding row in the log.
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Additional Considerations for Using the Import Window

1. The Import window matches the names in the first row of the import data file with the
database field names. Any column where the name in the first row does not match or is blank
is automatically ignored by the Import window.

Note: This may be helpful if you need to add columns to the import template that are based on
other calculations. Leave the name at the top of the column blank to ignore it.

2. Double-clicking on a column heading in the import window opens the mapping tool which may
be used to clear or map a database field to a column in the import data.

Map Field =

i+ iMap selected column ba the fallowing unmapped field:

El

" Clear Field Mapping

k. Caricel

Data in a selected column may only be mapped to one database field and vice versa. Once a
field is successfully mapped in the Import window, that field name is removed from the drop-
down list in the Map Field window.

3. Because the Import Utility uses Tab characters to determine where one field ends and another
begins, it is very important to remove extraneous tabs from your import data.

For example, tab characters in a course description will cause the remaining fields to be offset
and misaligned with the corresponding database fields.
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