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Import Wizard

What is the Import Wizard?
The Import Wizard is for importing an existing database into TCM.

How does it work?

Importing data is not a difficult process as long as you follow the instructions carefully. It will save you time
in the long run if you read through the instructions before starting the import procedure so your existing data
is imported correctly.

Tip: Try to export the data from your existing application as a CSV (comma separated value) file. Having
done this, load the CSV file into a spreadsheet and check to see that all data is consistently laid out with the
same type of data in the same column. e.g. make sure that each line of the address is consistently in the same
columns.

Import Wizard

Starting the Import Wizard
To start the Import Wizard either click on the 'Tmport Wizard' button from the TCM taskbar or, from the
TCM menu bar, choose the Import Wizard option from the "Wizards' menu.



Source Data

The first screen of the Import Wizard is where you select the data file that you wish to import. First select if
the file you are going to import is from an application, from a File or from the Windows clipboard.

Importing from application
The TCM importer can import ACT!®2000 for Windows, ACT!®4.0 for Windows and Maximizer® 5.0 for
Windows data directly from these applications without the data having to be exported first.

If you are importing a Maximizer® 5 database select Maximizer® 5 from the ‘...from Application’ drop list.
The name of the last database that you viewed in Maximizer® 5 will appear in the box on the right. See
page 20 for more information on importing Maximizer® 5 data.

If you are importing a ACT!® database select ACT!® from the ‘...from Application’ drop list and then click
on the button showing the folder icon to the right. The browse box will open and you will be in the
ACT\Database folder from where you can select the .dbf data file that you want to import into TCM. The
.dbf file will have the same name as the name that you gave the database when you created it. See page 15
for more information on importing ACT!® data.

Import Wizard |
Source file

Specify the source of your dats; either a file or Windowes Clipboard. The Import Wizard can read most text-baszed files as well
as some structured database files. If a specific fie type iz not supparted, you will have to export the data from your database
55 @ text-baged file before you can import it.

Thiz importer supports most text-based file formats, such as CSY (comma-separated values) and TAT files. You can also
import directly fram the Windows Clipboard, which may contain data copied from a spreadsheet or word-processor table

—{s . from Application:;

Maximizer® 5.0 for Windows j ILeeds Telecom Data _ |
—{" ..from File:
T:\TCM 4000 CD Mastericbt database source'customers.csv I:Il

— . from Cliphaard;

The Cliphostd cortains 0 bytes of data

Cancel = Back: | Mesxt = I Eimisk




Importing from file

If you have a list of contacts from another application that you want to import into TCM you must first
export the data out of the application. You will need to check the documentation for your application to see
how to do this. When you export the data from the application you must either export the data as a .csv or
.txt file.

Once you have exported the data you will need to check that the exported information is laid out correctly
before importing it into TCM. To do this open the exported data file in your spreadsheet program and make
sure that the correct data is in the correct column. It is a good idea to give each column a heading so that
when you move the data around it goes into the correct column. This process may take some time but if the
data is correctly laid out before importing into TCM it will save time later. Once the data is correctly laid out
save the file.

Import Wizard |
Source file

Specify the source of your dats; ether a file or Windowws Clipboard. The Import Wizard can read most text-based files as well
&3 some structured databasze files. If a specific file type is not supported, you will have to export the data from your database
&5 & text-based file before you can import t.

This importer supports most text-based file formats, such as CSY (comma-separated values) and TAT files. You can also
import directly from the Windows Clipboard, which may contain data copied from a spreadsheet or word-processar table

—{" ..from Application:

ACTI20008 for Windows =l
— (% __from File:
TATCM 4000 CD Master'cbt database source'customers.csy Dl

—1 . from Cliphoard;

The Cliphoard contains 0 bytes of data

Cancel | = Hack | Mext = | Einizh |

Click on the button showing the folder icon to the right of the ‘...from File’ box and use the ‘Source file’
browse box to locate the .csv or .txt file that you wish to import. Once located highlight the file and click on
‘Open’. The file that you selected to import will appear in the ‘...from File’ box



Importing from clipboard

To import data from the Windows clipboard first open the file that contains the data that you want to import
and highlight the contents of the file. Now using the application menu bar copy the data on to the clipboard
alternatively press the Ctrl and ¢ keys down together, this will place the highlighted data on the clipboard.

In the Import Wizard select the ‘...from Clipboard’ option you will see text that tells you how much data is
stored on the clipboard.

Import Wizard #
Source file

Specify the source of your dats; either a file or Windowes Clipboard. The Import Wizard can read most tecd-based files as well
&5 some structured detabase files. If a specific fie type is not supported, you will have to export the data from your databass
a2 @ text-based file before you can import it.

This impotter supports most text-based file formsts, such as CEY (comma-separated valuss) and THT files. You can also
import directly from the Yindow:s Cliphoard, which may contain data copied from a spreadsheet or word-processor table.

— (" _.from Application:

ACTI20008 for Windows =l Cll
—{" _.from File:
T:TCM 4000 CD Mastericbt database source'tustomers.csy I:ll

The Clipboatd cortains 194 0KB of data

Cancel = Back | Mext = I Eimizh




File Layout—Step 1

This screen shows the layout of the data that you are about to import. You can set the amount of data you
wish to preview on screen by clicking on the buttons at the side of the ‘Preview data size’ box.

Import Wizard #
File layout - step 1

Set the "Start importing from rowe:' 1o & value which will skip any figld-name lines they wil then appeat greyed-out).

Preview data size (KBytes): |5 i’ Start imparting from rove: |2 i’

1 Compaty Name,Building,Road,District,Towmn,County,Co. comment,Postcode, Telephone , Fax,
2 3M HEALTH CARE LTD,3w House, Morley Street, Loughborough, ,From CBET Marketing. Tel: 0]
3 3M HEALTH CARE LTD,3w House, Morley Street, Loughborough, ,From CET Marketing. Tel:
4 3M HEALTH CARE LTD,3m House,Morley Street,,Loughborough,,From CET Marketing. Tel:
5 31 HEALTH CARE LTD,3m House, Morley Street,,Loughborough, ,From CBT Marketing., Tel:
6 AAF LTD, ,Bassington Lane,,Cramlington, ,From CBT Marketing. Tel: 01333 312633 Fax:
? AF LTD, ,Bassington Lane, ,Cramlington, From CBET Marketing. Tel: 01333 312633 Fax:
& LAF LTD, ,Bassington Lane, ,Cramlington,  From CBET Marketing. Tel: 01333 312633 Fax:
9 BAF LTD, ,Bassington Lane, ,Cramlington,  From CBET Marketing. Tel: 01333 312633 Fax:
10 ABACUS LIGHTING LTD, ,0ddcroft Lane,,3utton,  From CET Marketing. Tel: 01333 31Z6335 Fy
11 ABACUS LIGHTING LTD,,O0ddcroft Lane,,Sutton,  From CBT Marketing. Tel: 01333 312633 Fy

KIN| »l

Each 'field' iz separated by a character such as a comma or semicolon
Seftings |
Cancel | = Back | et = I Eirigh |

oooooooo

You must also set the line in your data file that you wish to start importing from. In the example shown the
first line of the imported data contains the field names, which you don’t want to import into TCM. So the
‘Start importing from row’ box is set to line 2 so that only the required data is imported into TCM. Clicking
on the ‘Settings’ button gives you access to the advanced settings for the Import Wizard. Click on the ‘Next’
button to continue.



Settings Options

File Characteristics: If the Import Wizard finds spaces at the beginning or end of a field then it removes
them if the ‘Remove trailing spaces form fields’ option is ticked

Database: If the database that you import has more than one address for the contact then set this to match
the maximum number of addresses for any contact.

Advanced settings K

i File characteristics | Datahaze |

[¥ Remove traiing spaces from fields

Cancel

Unless you have good reason to change these options then leave them at the default settings.



File Layout—Step 2

This step of the Import Wizard shows how your data will be imported into TCM. The data should appear in
columns (as shown), with each field occupying one column.

Import Wizard |
File layout - step 2
The data should appesr in columns. If it does not, select the relevant delimiters and text qualifiers until t does.
Mote: Mortmally you should only need to select OME delimiter and ONE text qualifier.
Company Name Building Foad District|Towm Connty |Cf
SM HEALTH CARE LTI Sm House Morley Street Loughborough Fi
3N HEALTH CARE LTD 3m House Morley Street Loughborough Fi
SM HEALTH CARE LTD Sm House Morley Street Loughborough Fi
SM HEALTH CARE LTI 3m House Morley Street Loughborough Fi
AAF LTD Bassington Lane Cramlington Fi
LAF LTD Eassington Lane Cramlington Fi
LAF LTI Easzington Lane Cramlington Fi
WAE TTT Foseine tom Tena Croamlineaton L
Al =]
—Delimiters: Text gualifiers:
[] Tah Inverted commas
Comma O apostrophe
Calan O Pipe
O semicalon
O Pipe
Cancel | = Back | Mt = | Eimizt |

The ‘Delimiters’ and ‘Text Qualifiers’ lists at the bottom of the screen are where you can make any
corrections to the values which TCM chose automatically.

Before moving on to the next step of the wizard make sure that the data is appearing in separate columns.

Click the ‘Next* button to continue.
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File Layout—Multi-line fields

Multi—line fields (This screen will only appear if the Import Wizard detects that you are importing data
that contains multi-line fields)

Certain applications, such as Microsoft Outlook®, allow multiple lines to be entered into a data field. This
can cause inconsistencies when the data is imported into TCM. To overcome this problem the Import
Wizard can detect a multi-line field in the data that you are importing and the Import Wizard will suggest
that you allow it to split the field into separate fields.

The Import Wizard gives you two options which you can select from to tell the Import wizard what you
would like it to do to the Multi-line field data, they are:-

Notes or comments field: Click this option if the field contains general text such as company or contact
notes.

Other field / Not sure: Click this option if the field contains an address, phone number or other information
which should be split into multiple fields before importing

Import Wizard B
Multi-line field detected

The box helovy contains the conterts of & multi-ing figld which was found in your source data

TCM can only accept multi-line fields for comments or notes. If this is not & notes field, you should allow: the Wizard to split it into
separate fislds.

78 High Streetd ;I " Hotes or Comments field

Eelton Thiz field containz general text, such as company or contact notes

¥ Other field /Hot sure

This field contains an address, phone numbers or ather information
seehich should be split into muttiple fields before importing.

LI Coritinue

Cancel = Bk | [Hext= | Einmizty
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Multi—line fields - continued

Under some circumstances, generally if importing an Microsoft Outlook® file, you will be taken back to the
File layout — step 2 screen. Once the Import Wizard has finished this stage of the import procedure it will
suggest that you allow the Wizard to create a new file containing your data in which the multi-line field data
has been split into various columns. If your old file is called ‘Contacts’, TCM will have created a new file
called ‘New Contacts.csv’.

The Import Wizard then prompts you to either [YES] open up the spreadsheet program installed on your
system in order to view the data and to alter it as required to ensure that data of the same type is consistently
in the same column, or [NO] proceed with the Wizard. If you choose [YES], the Wizard will close down
when the new file has been created.

(If you have Microsoft Excel® or other spreadsheet on your hard disk the Wizard will start this application.
The Import Wizard does this so that you can edit the new file and make sure that all the data is in the correct
fields before importing the file again.)

When you re-start the import procedure (after checking the new data file). The wizard will automatically
hold the name of the new file on the opening screen (if you renamed the file when you saved it in your
spreadsheet application you will need to change the file name accordingly) on the opening screen. The
Import Wizard will now proceed through the previous screens without problem, you should also notice that
the data that you are now importing is set out correctly.



Field Allocation

This screen is where you match up the field names from the data you are importing with the TCM fields.

Select the type of TCM field you want to select from by clicking on the tabs on the right hand side of the

Import Wizard

Field allocation

Use your mouse to drag field names from the palette on the right, and drop them on their eguivalent figlds in the imported data
lizt onthe left. Unallocated fields will not be imported. You can then save your field configurstion as & 'Scheme' if you wish.

Company Mame
Buiilcing

Road

District

Towen

County

Co. commenit
Postcade
Telephone

Fax

Staff size band
Inclustry cocds
UK, Region Mumber
Title:

MName
Buiilcing
Road
District
Town
County

Postcade
Phone
Fax

User defined 8
Lizer defined 9
Title:

A [ Credit limit
Account Manager
User defined 4
Account manager
Account ret:
name

Company 0

User defined 11
Uszer defined 12
User defined 13
User defined 14
User defined 15

El

|

x| |user defined 15 hd|

|].assv A 4 | 1E00 | fuedwns

Previewing: Record #1

i’ |Schemes

Cancel |

= Back

I(new acheme) j H =

et = I Einist |
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screen. These are labelled Company, Contact, Family and Asset. Match the TCM fields with the fields from
the data you are importing that you can see in the box on the left.

To allocate the fields, drag the relevant field name from the list on the right of the screen to the correct item
in the list on the left of the screen. You can check to see if you have allocated the field correctly by moving

through the records of the import file by clicking the buttons at the side of the ‘Previewing Record #° box.

Fields allocated to yellow field names correspond to TCM Company fields. The blue fields correspond to the
Contact fields, Family fields are shown in green and Asset fields in red.

Once you are happy with your field allocation you can give the field allocation a name and save it by
clicking on the button showing the blue disk icon. So that the layout can be used again at a later date.
Whether you have saved your field allocation or not you can move on by clicking the ‘Next’ button.
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Target Location

The next stage is to tell the Import Wizard where you would like the imported data to be stored. TCM will
suggest a folder in which to store the imported data.

Import Wizard #
Target location

The tolder shown belowe weill hold your imported dats in TCW. I your data does nat import correctly, you should examine your
s0urce data and try agsin. Mote that you will not be shle to search for tems in the imported data until you rebuild the index in
TCh.

titcm pathsifilingimported [55] ]

—Iv Create sub-folders for your data

File Cortact-only records by: £ Grw
(¥ ..Surname (or only name) [:_j e}
e
" . First name PGS
LT =]

Cancel | = Back | [zt = I Finist |

You can also choose the style of layout for the folders in which your imported data is going to be stored by
clicking on the drop list and choosing from the list of seven options. You will see a small preview of how
the folders will look in the window at the bottom right of the Import Wizard screen.

If there are any contacts in your database that are not associated with a company, you can choose to file
them alphabetically by either Surname or First name.

Once you have chosen the style for the folders click on the ‘Next’ button.

In the example shown the folder is called ‘Imported’ and there is a number in brackets following it. You can
change the name of the folder from within TCM once the data is imported or you can change it here. It is
important, however, not to delete the number shown in brackets or TCM’s electronic filing system will not
be able to index the data.
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Finishing

The final screen of the Import Wizard is where you choose to import your data into TCM. Click on the
‘Start’ button and the Import Wizard will start to import your data.

You will see how the import is progressing by a blue progress bar that will appear in this box. The blue
progress bar will go across the progress bar box twice, if you have chosen to create a folder structure in the
previous step.

Impork Wizard |
Finished!

The Impart Wizard now has all the informstion it needs to import your data into TCh.

Click the 'Start' button to begin the impaort procedure. If you swant to interrugt the process, click 'Stop'.

¥ hgtify with & sound when the Wizard has finished

[~ Creste an activity log  (useful if the import procedure doesn't wark as expected)

This version of TCM is limited to a maximum of 100000000 folders. Importing will stop after
100000000 records have been imported.

Ready to start importing...

Cancel | < Back | et = | Eimizh

Once the import has finished, the Import Wizard will disappear from screen.

Note: Although the folders will appear in the filing tree in TCM, you will not be able to search for any of the
new contacts that you have just imported until you rebuild the TCM indexes.

To rebuild the indexes, log onto TCM as the Administrator and from the ‘File’ menu select the ‘Setup’
option. When the ‘Setup’ screen appears click on the ‘Administrative’ tab and from the list of options on the
left select ‘Indexing’. Click on the ‘Rebuild’ button, when the ‘Rebuild indexes’ box appears select the
indexes that you want to rebuild by putting a tick in the box next to the name of the index that you want to
rebuild and then click on the ‘Start’ button.
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Importing ACT!© data

Important: Before starting the import of an ACT! Database you must have a valid installation of ACT! on
your computer.

Start the TCM Import wizard from the TCM Taskbar or from the Wizards menu. Click on the radio button to
the left of *...from Application’ to select it.

Import Wizard : =
Source file

Specify the source of your data; either & file or Windowes Clipbosrd. The Import Wizard can read most text-based fles as well
&z zome structured databasze files. If a specific file type is not supported, you will have to export the data from vour database
as atext-based file before you can import it.

Thig imparter supports most text-based file formats, such as CSY (comma-separated values) and THT files. You can also
import directly from the Windows Cliphoard, which may contasin data copisd from a spreadshest or word-processar table.

— % _from Application:

ACT!I20008 for Windows - ICuntacts.dbf Dl
(" _irom File:
T:\TCM 4000 CD Master'cbt databage source'customers.csy Dl

— " _from Cliphoard

The Cliphoard contsing 434 bytes of data

Cancel | = Back | Mext = | Eimizh |

From the drop list below make sure the item selected is ‘ACT!® 2000 for Windows’ or ‘ACT!® 4.0 for
Windows’. Now select the ACT! Database that you want to import into TCM, to do this click on the button
showing the folder icon. The *Source file’ box will appear, locate the Act database that you want to import
and click on the *Open’ button. The file that you import will have the file extension .dbf".
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The TCM Import will import your ACT! Database directly into TCM, the next screen of the Import Wizard
allows you to choose to import one of the Act! Groups or the whole Act! Database. If you don’t specify a
Group to import the entire Act! Database will be imported.

To import the entire Act! Database make sure that the radio button to the left of ‘Import the entire database’
is selected. You will also see how many records are going to be imported from the Act! Database. The
Import wizard will also create Virtual Folders to mirror the ‘Groups’ that you have set up within your Act!
Database. To have the Import wizard create the virtual folders tick the box to the left of the text that reads
‘Create Virtual Folders to mirror the Groups’.

Import Wizard |
Import from ACTI2000E for Windows

This option swill allow you to impaort your data directly from ACTI20008 into TC. If you wish, you can restrict the scope of the
import to one of the ACTI® Groups, otherwize the ertire databaze will be imported.

Mote: You MUST have a walid installation of ACTI2000E on this machine for the impor to sweark.

—{* Import the entire detabase (2 records)

[¥ Create Yirtual Folders to mirror the Groups

(" Import from this grougp only:

Golf Team ...containg 2 record(s) j

ACT!is a registerad trademark

Cancel Mt = | Eimizt |
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If you only want to import the records from an Act! Database group select the ‘Import from this group only’
option. To select which group of records to import click on the drop list arrow to see the groups that you can

import from, to select the group you want to import single click with the left mouse button on the name of
the ‘Group’ you want to import.

Import Wizard #

Import from ACT!2000® for Windows

This option will allowe you to import your data directly from ACTI2000@ into TCW. If you wish, you can restrict the scope of the
impott to one of the ACTIE Groups, otherwise the entire database will be imported.

Mote: You MUST have a valid installation of ACTI2000® on this machine for the import to swork.

" Import the ertire database (2 records)
’7 ¥ Creste Virtusl Folders to mirror the Groups

% Impart from this group only:

ACT! iz a registered trademark

Cancel = Back | Mext = I Einiist |

Click on the ‘Next’ button to continue.
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Target location

The ‘Target location’ screen shows the name of the folder where the Act! Database will be imported into.
The default name for the folder is ‘Imported’ but you can change the name of the folder by highlighting the
existing name and type the new name of the folder over the top. The number that you see at the end of the
folder name is the TCM filing reference number.

The ‘Create sub-folders for your data’ option allows you to choose sub-folders so the imported data isn’t
stored in one big folder. The ‘Import’ wizard gives you a choice of six sub-folder styles to import your data
into. To see how a sub-folder style will look choose a style from the drop down list, a preview of the folder
style will appear in the window on the right.

To see a preview of the sub-folder style that you have selected you must select the ‘Quick Preview (Show
only the first few branches of the structure)’ tick box that you will see at the bottom of the ‘Target location’
screen.

Another option available is the ‘File Contact-only records by’. This allows you to choose to either file a
contact-only by surname or first name.

Import Wizard 1 #
Target location

The foldet showen belove will hald your impotted data in TCMW. If vour deta does not import cotrectly, you should examine your
source data and try again. Mote that you will not be abls to search for tems in the imported data until you rebuild the index in
TCM.

|t:ucm pathsifilingmported [55] ]

—]J¥ Create sub-folders for your data

Filz Cortact-only records by Cl GHIJ
% Surname (or only name) """ I:l G
Ll H
" __First name L
" | =l

Cancel = Back | Mext = I Eimizh |

Once you made your selections click on the ‘Next’ button.
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You are now ready to start the import of the Act! Database. Click on the ‘Start’ button. You will see a
progress bar towards the bottom of the screen, this bar shows the progress of the folders that are being
created for the imported Act! Data. A second progress bar will appear, this progress bar shows the actual
progress of the data being imported into TCM..

Once the import of the Act! Data is complete the TCM Import wizard will close down.

To see the data go to the filing screen in TCM and you will see the folder that the data was imported into.
Move through the imported data to make sure it is correct, once you have satisfied yourself that the imported
data is correct you will need to index the data.

Import Wizard #
Finished!
The Import Wizard now has all the information it needs to import your data into TCW.

Click the 'Start' button to begin the import procedure. If you want to interrupt the process, click 'Stop'.

[v plotity with & sound when the YWizard has finished

I Creste am activity oo (usefulif the import procedute doesnt work &5 expected)

This version of TCM is limited to a mazimum of 100000000 folders. Importing will stop after
100000000 records have been imported.

Impotting data into TCH...

Cancel | = Hack | [dest = I Einiist |

To rebuild the indexes, log onto TCM as the Administrator and from the ‘File’ menu select the ‘Setup’
option. When the ‘Setup’ screen appears click on the ‘Administrative’ tab and from the list of options on the
left select ‘Indexing’. Click on the ‘Rebuild’ button, when the ‘Rebuild indexes’ box appears select the
indexes that you want to rebuild by putting a tick in the box next to the name of the index that you want to
rebuild and then click on the ‘Start’ button.
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Importing Maximizer 5 data

Important: Before starting the import of a Maximizer 5 Database you must have a valid installation of
Maximizer on your computer.

Start the TCM Import wizard from the TCM Taskbar or from the Wizards menu. On the first screen of the
TCM Import Wizard click on the radio button to the left of the ...from Application’ text to select it.

Import Wizard #

Source file

Specify the source of your dats; ether a file or Windows Cliphoatd. The Import Wizard can read most text-based files as well
as some structured database files. If 8 specific file type is not supported, you will have to export the data from your database
as a text-based file before you can import it.

This importer supports most text-baszed file formats, such as CSY (comma-separated values) and TXT files. You can also
import directly from the Windows Cliphoard, which may contain data copied from a spreadsheet or word-processor table.

5.0 for Wind v! ILeeds Telecomn Data Jl

—{ __irom File:

T:'TCM 4000 CD Mastericbt database source'customers.csy Cll

—(" _from Cliphosrd:

The Cliphoard contains 328 bytes of dats

Cancel | = Back | et = I Eimizh |

From the drop list below make sure the item selected is ‘Maximizer® 5.0 for Windows’. The last database
that you viewed in Maximizer will appear in the box to the right. If this is not the database that you want to

import into TCM you will need to open Maximizer and open the database that you do want to import into
TCM.
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The next screen gives information about the import of the Maximizer 5 database. When you have read these

instructions click on the ‘Next’ button to continue.

Import Wizard

Import from Maximizer® 5.0 for Windows

This option will allove you to import vour data directly from MaximizerE S0 into TCW.

Mote: %ou MUST have a valid installation of Maxitnizer® 5.0 on this machine for the import to work

The Import Wizard will import deta from the 'Leeds Telecom Data' database, which was the last database to be used
in Maximizer. If yvou swant to import & different databasze, open it in Maximizer and restart this wizard.

During the import procedure, this Wizard will minimise and Maximizer will be visible on screen and will appear to 'flazh’
&s the data is read from it, and it may also besp. This is normal. Do not tey to interact with Maximizer swhils i i open
as thiz may affect the walicity of the data which iz imported. Maximizer will close automstically when the import is
complete.

IMPORTANT: Alarms and reminders can interfers with the import o0 you must turn them off by opening Maximizer and
going to File = Preferences = Calendar and ticking 'lgnore all alarms and notifications'

hximizer i= a registered trademark of hiuhtifctive Software Ine

Cancel = Back Einizh
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Field Allocation

The TCM Import Wizard will open Maximizer and retrieve the existing fields that you have set up within
Maximizer. Once TCM has retrieved the field names from Maximizer you will need to match up the TCM
database field names with the Maximizer ones.

Tip: Before importing your Maximizer database we would suggest that you set up the TCM fields first so
that matching up of the field names will be easier.

Import Wizard A
User-defined fields
The Impott Wizard will now check for user-defined fields. If any are found, you will be able to choose which are imported into
TCM and in what order
Created By Account manager & | |Comments ;I
Source Account reference "y
*E-mail Address Credit limit
*ihieh Page Account Manager
&) Phane Type User defined 7 Lzer defined 4
1k IMEI Mo User defined 10 Account details
1) Connx Date Uszer defined & Account manager
1) Metywork & tariff User defined 9 Account ref:
1) Full hands free fitted name
1) Wehicle registration User defined 1 Uzer defined &
1h) Exchange unit User defined 2 User defined 9
i) Loan imei Fype Company D
1)) Loan accessories Uzer defined 11
Call Carrier Sunelier ] e deine 1 =l
Azzets without a category will be imported as. ITeIEphUne Systems j
Cancel = Back Mext = I Firisty |

The yellow fields on the right correspond to the company fields in TCM. The blue fields below them
correspond to the contact fields and red fields correspond to asset fields. You need to match up the TCM
fields (on the right-hand side) with the fields in your database (on the left-hand side).

To allocate the fields, drag the relevant field name from the list on the right of the screen to the correct item
in the list on the left of the screen. You can check to see if you have allocated the field correctly by moving

through the records of the import file by clicking the buttons at the side of the ‘Previewing Record #° box.

Whether you have saved your field allocation or not you can move on by clicking the ‘Next’ button.
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Target Location

The next stage is to tell the Import Wizard where you would like the imported data to be stored. TCM will
suggest a folder in which to store the imported data.

Import Wizard #
Target location

The tolder shown belowe weill hold your imported dats in TCW. I your data does nat import correctly, you should examine your
s0urce data and try agsin. Mote that you will not be shle to search for tems in the imported data until you rebuild the index in
TCh.

titcm pathsifilingimported [55] ]

—Iv Create sub-folders for your data

File Cortact-only records by: £ Grw
(¥ ..Surname (or only name) [:_j e}
e
" . First name PGS
LT =]

Cancel | = Back | [zt = I Finist |

You can also choose the style of layout for the folders in which your imported data is going to be stored by
clicking on the drop list and choosing from the list of seven options. You will see a small preview of how
the folders will look in the window at the bottom right of the Import Wizard screen. If there are any contacts
in your database that are not associated with a company, you can choose to file them alphabetically by either
Surname or First name. Once you have chosen the style for the folders click on the “Next’ button.

The TCM Import Wizard will open Maximizer and start importing the information from your Maximizer
database into TCM. Once the data has been imported you will need to rebuild the indexes.

To rebuild the indexes, log onto TCM as the Administrator and from the ‘File’ menu select the ‘Setup’
option. When the ‘Setup’ screen appears click on the ‘Administrative’ tab and from the list of options on the
left select ‘Indexing’. Click on the ‘Rebuild’ button, when the ‘Rebuild indexes’ box appears select the
indexes that you want to rebuild by putting a tick in the box next to the name of the index that you want to
rebuild and then click on the ‘Start’ button.
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Glossary
Field Name - Part of a Company/Contacts details such as Road Name, Town, Job Title, etc.

Delimiter — Many data files have symbols which separate each field, a common delimiter symbol is a
comma.

Text Qualifier — A symbol which identifies an item of text.

Clipboard - A pad which allows you to temporarily store data before importing or pasting the data into the
same or other application.

Click & Drag - A process of single clicking on an item, such as a field name with the left mouse button, and
while the button is depressed, dragging the item to another location by moving the mouse.

Target Location - A folder on your hard disk where the new imported data folders will be created.
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