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Class – Help Document



Import - Students/Enquiries
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Overview

The import function allows a file of Enquiries or Students to be imported into Class.

The file must be in ‘csv’ format (an Excel file can be saved in csv format). Typical uses would be a file of enquiries downloaded from a web page or a file of students needing to be added to Class (no bookings).

The file to be imported must conform to the format given in the “Create CSV Template.”
Import File Format
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Select the ‘Create CSV Template,’ to see details of the layout and the rules that are applied.
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Code
END OF FILE*

Title Forename Surname Addressee Addressl Address2 Town Region Country PostalCode Telephone Fax Email Mokile DOB (dd MMM yyyy) GenderCode Country Cade Orig

Import Guidelines
1 File must be in Csv format i.e saved as a csv' file (if using Excel)

2ColP Date format MUST be 'dd MMM yyyy'
3ColAL  Musthave heading=Code
4ColBG  Must have heading= Send SMS Messages
All other headings may be blank or contain any characters
5 LastRow  Last Row after data (Col A) must contain *END OF FILE* The indicates end of import data

Matching Rules
Any match that is found but with enrolments, will NOT be changed

In sequence Class will attempt to find a match on the following fields
Match - Email address
Match - surname/Forename/Address line 1
Match - Surname/Forename/DOB (if DOB exists)

If & match s found the record will be overwritten with the new data, The new data s always assume to be the latest and most complete, including overwritting non blank fields with|

For Information
s duplicates could exist within an import file (2., same enquiry entered twice), Class will also attempt to match on recards added duringthe import process,




Additional Information

· As Class requires an entry in address line 1, blank address line 1’s will automatically be entered as “*IMPORTED*”

· If a student is matched with an existing record, the Student “type” (Enquiry or Student) is overwritten to = the value as defined by the import (Enquiry or Student).
A file not conforming to the above will not be recognised and therefore not imported. 

There is no danger if a file is “imported” multiple times as matching records will be overwritten with the same information.
Import Process

[image: image4.png]Import Fie

Excel C3V il K\Does\Persone folders\ErmmatSudert gt 5V
Inpot as Eriies ~ See “Create CSV Templte” for i
Defaul Studert Source. Pease select + Mached ecords have Id

Defaul Enatiy Charnel  Piase select -

impot & matching res

Resuls

Status colour key
Fied = Invald (vl ot insett/overwte] Yellow = Waring (wil insert/overwits)
4 Scrollto chesk for warrings >

Blue = Vald (wil nset/overwte]

s e eV [ o i v s o

(e

1542 i Robinso_Johmy 47 Com  ‘MPOR Pooke
1447 Miss Sam |Jackson |52High | MPOR Bour

Daset UK [BHIE
em UK





· Enter file name, or use the browse button to search for the import file. 
· Select from the other options as required (“Import as” is mandatory).

· Select “Read File,” to initiate the checking process. 
· A count will appear in the top righthand corner.

· On completion the screen will indicate which records will be imported or rejected. 
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