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CRMADDON's Online Help 

Welcome to the online help of CRMADDON 

On the following pages you will find all information about the proper use of your addon. 
If you still have questions and / or do not find a function, please contact us via
our ticket system 

http://www.crmaddon.com/support
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Overview
Import IT for ACT! is one of the most powerful, convenient and user friendly
tools. It allows importing different types of files to your ACT! CRM. Now
importing Contacts, Companies, Activities, Opportunities and Histories
becomes fast and straightforward task. During the import you can assign
Contacts to Companies or import notes for Contacts.

With this addon you can easily upload new details or update existing ones in
your ACT! database. You do not have to enter them manually, just use our
convenient and user friendly tool to transfer and merge your data. From now on
Groups, Contacts, Companies, Opportunities can be easily imported with this
fully integrated with ACT! application.

See also

Welcome
Import IT Packages
Getting Started
Application Import IT. How to Create a New Schema
How to request support
Import Options Tabs
Import IT top menu
Importing
Data Importing
Knowledge Base
Service IT tasks
Reporting options
Fetch IT schema
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Import IT Packages
 Function                                                
                    Basic Standard Advanced Pro/Unlimited 

 Works with                                              
                   

 ACT! 2007 -
ACT! 2011

 ACT! 2007 -
ACT! 2011

 ACT! 2007 -
ACT! 2011

 ACT! 2007 -
ACT! 2011

 Contacts      
 Secondary Contacts     
 Companies     
Adding Documents to Companies (PDF,
Doc, Excel)     

 Updating a Recordmanager     
 Creating a follow-up activity on any
import/update     

 Creating Companies during Contacts import
/ update     

 Linking Contacts to Companies     
 Adding Documents to Contacts (PDF, Doc,
Excel)     

 Custom Tables   +1  +1   
 Adding attachments to Notes, Histories,
Activities (PDF, Doc, Excel)     

 Groups     
 Histories     
 Notes     
 Opportunities     
 Activities     
 Products     
 Relations     
 Assigning Contacts to Groups and
Companies while importing Contacts     

 Users Import     
 Runs as Windows service     
 Amount of Databases  2  2  2  no limit
 Source     
 ASCII (CSV,Tab, Comma, Custom)     
 Excel     
 SQL     
 Ready -to -Sync method     
 Database Formats     
 MySQL     
 ODBC     
 Paradox     
 New Features     



 Service Tasks: Import, Run Program, Make
a Backup     

 Advanced Service tasks     
 Clean Histories     
 Clean Activities     
 Virtual Fields with Scripting     
 Conditional rows processing     
 SQL Cache     

See also

Welcome
Overview
Getting Started
Application Import IT. How to Create a New Schema
How to request support
Import Options Tabs
Import IT top menu
Importing
Data Importing
Knowledge Base
Service IT tasks
Reporting options
Fetch IT schema

http://support.crmaddon.com/index.php?_m=knowledgebase&_a=view&parentcategoryid=28&pcid=0&nav=0
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System Requirements Installing from the
Internet

Licensing Updater
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Getting Started

Articles in this section

 

See also
Welcome
Overview
Import IT Packages
Application Import IT. How to Create a New Schema
How to request support
Import Options Tabs
Import IT top menu
Importing
Data Importing
Knowledge Base
Service IT tasks
Reporting options
Fetch IT schema

 

 

Minimal system requirements:

1 GB Ram (at least 512MB free)
Screen Width 1024 +
Dot.Net 3.5 or higher
AC! 2008-2012

 

To proceed with installation, please open the setup file and click 
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Then, please follow Installation Wizard steps:





To open the program, please follow Start / All Programs / 

#_Anchor_Licence_xx_Welcome
#_Anchor_Licence_xx_getting_started
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Evaluation License Remove computer
from license

Send Request License Info

When you install a new addon, it is required to be licensed. For testing purposes trial period
is offered, so you are welcome to start with evaluation and then purchase a license if you
decide to continue using the product.

Almost all addons offered by CRMAddon Factory have 14 days fully functional trial period.
The following addons have some limitations:

1. Dial IT - 'Repair Phone Numbers' feature is not available
2. Import IT - Scrambles importing lists, i.e. does not allow to import information exactly

as it appears in the source file, allows only 10 records importing. SQL connect is not
possible as well

3. Scan IT allows scanning only 5 business cards per run
4. Export IT allows exporting only 10 records per run.

For licensing a convenient license wizard will open. You will need to follow its steps to
evaluate or register the product with your license. It has the following look:

With this wizard you can start evaluation, register your license, remove computer from
license, send request to our support team or get information about your license.

 

See also
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System Requirements
Installing from the Internet
Updater
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Evaluation

To start free trial period you need to select 'Evaluation' option on the Start Wizard page:

On the next form you will need to provide an email you registered the trial with:

#_Anchor_Licence_xx_System_Requirements
#_Anchor_Licence_xx_Installing_from_the_Internet
#_Anchor_Licence_xx_updater
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#_Anchor_Licence_xx_getting_started
#_Anchor_Licence_xx_Licence:licensing
#_Anchor_Licence_xx_Licence:evaluation


On the next step you will need to specify you connection settings. If you use proxy for
connecting to the Internet, then, please add server and port to the corresponding fields. 'No
proxy' should be selected if you use direct connection to the Internet.



Then you will need to click 'Finish' button to exit the Wizard and complete evaluation
registration.

Each time you start the addon the program will offer you to purchase a license or to
continue using the evaluation:

To proceed with trial just click 'Ok' button. On this window you will see the name of the
addon you are using and how many days of trial are left.

If you would like to purchase a license you will need to click 'Click to buy' button.

If you experience any issues and need our assistance, please click the following button at



the bottom of the Wizard to create a support ticket 

To open our User Manual, please click  button at the bottom of the Wizard. 

See also:

License
Remove computer from license
Send Request
License Info
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License

By selecting this option you can license the product you are using. To do this you need to
specify the registration key you received from our team. The license is provided per user
computer, i.e. single licence is for 1 machine  where the software is installed. If you
purchase 3 licenses you  will receive one license key which should be used for all machines. 
The system automatically connects to the server and checks your license, e.g. if there are
free licenses for your computers or not.

On the next window you will need to specify your license key and email registered in our
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system:

On the next step the system will check if your license key is valid or not, this might take

some time, click  analyse button to start analyse:



If your license key is not valid you will get a corresponding notification and will return back
to the start page of the Wizard. 
If the validation is successful the following window will appear:

Now you can click 'Run Registration' to proceed with license registration.



After registration completing you need to click 'Next' to proceed further:



Click 'Finish' button to finish licensing and exit the Wizard.

If you experience any issues and need our assistance, please click the following button at

the bottom of the Wizard to create a support ticket 

To open our User Manual, please click  button at the bottom of the Wizard. 

See also:

Evaluation
Remove computer from license
Send Request
License Info

Add Comment
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Update license

To update your license you need to open 'License and support' window in your addon and
follow License tab there. On this tab you need to click 'Wizard for Registration' button 

. This will start licensing Wizard, where you can
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select 'License' option to proceed with updating:

On the next window you will need to select whether you would like to analyse your current
license or update the license with online backup. 



If you select 'Analyse of local license' you will need to click  'Analyse button'  on the
opened window to get details about your current license. To proceed with updating you will
need to select 'Update license with online backup'. The further steps will be the same as
when you register for the first time. Please find detailed instructions on the 'License' page.

If you experience any issues and need our assistance, please click the following button at

the bottom of the Wizard to create a support ticket 

To open our User Manual, please click  button at the bottom of the Wizard. 

See also: 
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Remove computer from license

This option allows moving the license to another machine. It is possible to change
computers only twice then it will not be possible to reset a license. For example if you have
a single machine license you can change the computer twice. In case you need to do this
more times you will need to create a ticket for our support team.

To remove the computer you need to click 'License and support' button  and
then select Wizard for Registration on the License tab:
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On the opened window you will need to select 'Remove computer from license' option.

Then you will need to provide your license information and proceed by clicking 'Next'.



On this window you need to select connection options you have. If you have direct
connection to the Internet, then select 'No proxy' option:



On the next window, please select an option you would like to proceed with: whether you
would like to deactivate a local computer or select another machine from the list:



If you need to deactivate some other machine, please select 'Other computer' option, the
following window will open:



Here you can select the computer you would like to deactivate, click 'Run deregistration'
button to proceed further.

If you select 'Local Computer' option, the system will ask you to confirm deactivation:

 

Click 'Yes' to proceed with deactivation:



Once the system finishes license key checking, the following text will appear notifying that
the deactivation was completed:

Click 'Next' button to proceed and then 'Finish' to close the Wizard.

If you experience any issues and need our assistance, please click the following button at

the bottom of the Wizard to create a support ticket 

To open our User Manual, please click  button at the bottom of the Wizard. 

See also:

Evaluation
License
Send Request
License Info
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Send Request
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Use this option if you would like to send us a request concerning upgrading your ACT!
version, ordering license, adding more computers to the license or resetting a computer from
license:

See also:

Evaluation
License
Remove computer from license
License Info
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Order License

Select this option if you would like to send us a request for license ordering. The following
window will open:
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On this window you will need to specify the amount of licenses you would like to order, type
your request and provide your contact email.

See also:
Order an Upgrade
Order an Update
Send Reset Request
Send Request
 

Home > Getting Started > Licensing > Send Request > Order an Upgrade

Order an Upgrade
Here you can order an upgrade of your ACT! version. 
If you do not change your ACT! version and would like to get a software upgrade within the
same version release, for example upgrade 2.3 version to 2.6. version, this will be done for
free. However, if you would like to upgrade from 2.x.x version to 3.x.x version then you will need to
purchase an upgrade. You will get the upgrade already starting at as low as 10% of the addon license cost.
The support for the latest version is provided for free. In case you have an old version, you will need
to purchase support units or upgrade to the latest version.

The following window will open after you select 'Order Upgrade' option:
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Here you will need to provide your license key and email you are registered with in our system. To proceed
further just click 'Next' button.

Here you will need to specify the amount of licenses, type your request and provide contact



Here you will need to specify the amount of licenses, type your request and provide contact
email, where you would like our support team to send you a reply. Then click 'Send
request' button to submit your request. To exit the Wizard just click 'Finish' button on the
next window.

See also

Order license
Order an Update
Send Reset Request
Send Request
 

Home > Getting Started > Licensing > Send Request > Order an Update

Order an Update
Select this option if you would like to purchase more licenses of the addon. 
On the following window specify your licence key and registered in our system email:

Specify here the number of licenses you would like to upgrade  to, type your request and
provide an email you would like to get a reply to.
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To proceed click 'Send Request' button and on the next window click 'Finish' to exit the
Wizard.

See also

Order license
Order an Upgrade
Send Reset Request
Send Request
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Send Reset Request
If you have already removed computers from licensing 2 times, then you will need to send
us a reset request to reset your machine from licensing. You can do this by selecting 'Send
reset request ' option.

On the following window you will need to specify your license key and registered in our
system email:
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On the next window you will need to select a computer you would like to release from the
license from the drop down list. type in your request and add contact email.



Press 'Send Request' button to submit your request.

See also

Order license
Order an Upgrade
Order an Update
Send Request
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Send Request
You can use this simple form to send us a request. Just type in your question and provide
the email you would like us to reply to:

See also

Order license
Order an Upgrade
Order an Update
Send Reset Request
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License Info
Here you can check the license code for your computer and for other machines where the
license is installed. If the machine is in evaluation mode then 'Evaluation' option will be
active, if there is a license specified for this machine, then 'Evaluation' will be inactive as
shown on the screenshot below.

You need to select the following option on the License Wizard to check your license
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information:

 
On the next step you can select whether you would like to analyse the local license or
update it. You need to select the first option 'Analyse the local license' to get details about
the license:



The following window will open:



On this window you will find information about the license owner, number of used and
available licenses, what addon is the license for. 

To proceed further you will need to click 'Next' button and then 'Finish' to close the License
Wizard.

If you experience any issues and need our assistance, please click the following button at

the bottom of the Wizard to create a support ticket 

To open our User Manual, please click  button at the bottom of the Wizard. 

See also

Evaluation
License
Remove computer from license
Send Request
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Updater
If your Import IT version is not up to date you will be offered to update it with the following
Updater:

 Function Description 
 Package name  The name of your CRMADDON package
 Installed  Installed version
 Available  Available version for update
 Status  Status - installed or update required

 Show dependent packages  This option will show if there are any dependent
packages available

 Update now  Click this button if you would like to proceed with
update

 Not now, I will update next time  Click this button if you would like to update next time
the program is started

 Not now, notify me next week  Click this button if you would like to update next
week

 Never inform me of updates, I will
update manually

 Click this button if you would like to disable
automated updates

If you decide to proceed with update and click 'Update now' button, the Updater window
will start downloading the latest version and will update your current version:



See also

System Requirements
Installing from the Internet
Licensing
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How to create a new Schema

To create a new schema, please follow Main / New Schema in the top menu of Import IT application or 

 button at the bottom  of the "List of all Import Schemas" window. Import IT tool allows importing
different types of information like Contacts , Companies , Notes , etc. from different sources. On the image
below  Schema settings are described with example for Contacts import form the MS Excel source:

Schema Settings Window

            1. Specify the name for your new Schema

 2. Select a type for your new Schema. You can select from various types of Schemas, like Activities, Contacts,
Companies, Groups, etc. This will depend on the type of data being imported. 

     

 3. Select a database connection from the list 



      

  or create a new connection by clicking  button and specifying connection details to your ACT! database:

    

 'Connection Name' - specify here the name for your connection to ACT! Database. Each ACT! connection will
appear in the drop down list so that  you could select the needed one.
 'ACT! Database' - provide here a path to your ACT! database
 'User' - your ACT! Database user name
 'Password' - your ACT! Database password

  Once you specify connection name, path, user name and password, please click   button to log into.

 To remove ACT! database connection from the list click  button.

  4. Select the Input source type for the file you are importing: 

       
  5. Check 'FTP' checkbox if your source file is stored on the FTP server. The following window for specifying
connection details will appear:
  



    
  6. Add your Schema's description   

  7.  



 

Home > How to request support

How to request support
 You can request support by submitting a ticket at http://support.crmaddon.com/index.php?
_m=tickets&_a=submit

Click 'Next' to proceed to the screen where you can describe the issue, type a message and attach files:

Click 'Submit' to submit a ticket. 

For better understanding of your issue, please send us an example of the database where you import to (it can
be an empty test database) and your source file. This will help us to understand the issue better.

You can send files via 'Send File' form on our website:

http://support.crmaddon.com/index.php?_m=tickets&_a=submit
http://www.crmaddon.com/en/support/send-file/


Send log files from the import program installed on your machine. You can do this
by following Help / Send logs to support in the top menu:

     

While sending log files you will need to specify a ticket number and provide your contact email:

     

See also

Welcome
Overview
Import IT Packages
Getting Started
Application Import IT. How to Create a New Schema
Import Options Tabs
Import IT top menu
Importing
Data Importing
Knowledge Base
Service IT tasks
Reporting options
Fetch IT schema
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Import Options Menu:

When clicking on the arrow in Import tab, the following menu is opened:
This menu will be different for different data types being imported. For example 'Linked to Companies' tab will
not appear if you import Companies or ' Parent Record Identification ' tab will be added if you import Groups.

1. Options menu for Contacts :

2. Options menu for Companies :

 This menu does not contain ' Linked to Company ' menu item as the 'Contacts' Schema has.

3. Options menu for Users :

This menu contains only ' Schemas ', ' Schema Settings ', ' Users and Teams ' and ' Verification ' tabs.

4. Options menu for Groups :



This options menu contains additional ' Parent Record Identification ' tab which allows creating subgroups for
groups.

5. Options menu for Teams :

This options menu contains ' Teams' menu item that is specific only for this type of import.

6. Options menu for Histories :

This options menu contains additional ' History Settings ' tab. 

7. Options menu for Opportunities :

#_Anchor_Advanced_Function_2


Additionally 'Opportunity Settings ' tab is available for filling in here.

8. Options menu for Notes :

9. Options menu for Secondary Contacts :

10. Options menu for Extended Products :



 

 

Schemas.

When you open



testing purposes, e.g. you created a new schema and decided to run it in some testing environment. You
can also use this option if you have some troubles and need to submit a support ticket. In this case we will
ask to export and send us the schema you have troubles with.

6. 



'Yes' button:

See also

Export Schema
Import Schema
 

Home > Import Options Tabs > Schemas > Export Schema

Export Schema
If necessary it is possible to export your Import IT schemas settings via convenient built in Export Wizard. It can
be started from the Tools / Export Settings top menu:

Then you can select whether you would like to export all settings or just select which settings to export:

If you would like to export all settings just define a folder for file saving and click "Finish" to complete the
Wizard:



If you decide to export a particular schema then check 'Select  which settings to export' and define the needed
schema:

See also

Copy Schema
Import Schema
 

Home > Import Options Tabs > Schemas > Import Schema

Import Schema
In order to import the schema, please click  button or select 'Import Schema' command from the
drop down list, which opens by right clicking on the schemas list:



Then select the schema you would like to import:

If the schema with the same name already exists select to replace it or save it with a new name.

On the next window specify your ACT! login and password and confirm import by clicking 'Ok' button or click
'Cancel' if you would like to cancel schema import.

See also



Copy Schema
Export Schema
 

Home > Import Options Tabs > Schema tabs

Schema tabs
When you open your Schemas  in this tab you can see the list of schemas and their details. Here you can select
the schema you would like to import, edit or execute other actions described in 'Schemas' chapter.

Schema Tabs



1. The list of available schemas
2. The list of schemas that will be imported
3. Buttons for moving schemas one by one between lists
4. Buttons for moving all schemas between lists
5. Save import map
6. Load import map if you have already created one
7. Buttons for moving schemas in the list for importing
8. Start import
9. Exit button

Import map is not the same as exported schema. It does not export your schema settings. If you would like to
export your schemas and import them to another  machine, then you will need to import schemas before loading
import map.

See also

Schemas
Schema tabs
Logs directory
Easy Mapping
Virtual Columns
Link to Companies
Conditions
Verification
Merge Settings and Duplicates Checking
Conditional Mapping
Misc Options
Translation Options
Group Settings
Parent Record Identification
History Settings
Opportunities Settings
 

Home > Import Options Tabs > Logs directory

Logs Directory



Click 'Open Logs Directory' button  if you would like to view your import logs. You can
either view the whole directory or select the latest import report:

If you select the first option 'Open reports directory' then you will see the list of import reports, where you can
select the needed one. The page will open in your default browser.

If you select 'Open the last report' option, then the latest report will open directly in your default browser.

Report log has the following look:



Import log allows viewing details about the import you had: successful rows, rows with warnings, import time,
failed rows and skipped rows. It allows to determine which errors took place so that you could fix your schema
settings for future import.

See also
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Home > Import Options Tabs > Easy Mapping

Easy Mapping
Easy mapping column allows you to map your fields fast and easily. You just need to select a source field from
the drop down list, matching ACT! field from the list, enable duplicates checking for the field if necessary, specify
a default value which should be added if the field is empty and  if you would like to update only empty fields or
not. 

1. 'Hide used fields' - the fields that were selected for mapping will be removed from the drop down selection
list if this option is enabled

2. 'Source Column' -  Select here from the drop down list the source column field. 



3. 'ACT! column' - Select here from the drop down list the ACT! field

4. 'Duplicate Check' - Put a checkmark for the field you would like to check for duplicates. You can
specify additional settings for duplicates checking on Merge Settings / Primary key mapping settings tab.

5. 'Null Value' - Specify here a default value which will be entered if the field is empty

6. 'Update Empty Fields' - Check this option if you would like to insert your record only to empty field.

7.  - Use these arrows to navigate from one Import Tab to another. When you click back or forward
arrow all your tab settings are saved automatically.

8.  - Click this button to save your settings

9.  - Click this button to run auto assignment. Fields of your source file will be automatically assigned to the
same ACT! fields (Name of the fields must be the same!). 

See also
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Home > Import Options Tabs > Easy Mapping > How to map a field

How to map a field
The field can be easily mapped on the 'Easy Mapping' tab. To do this you need to click on the arrow on the
'Select Column' field and select your source field and corresponding ACT! field:

If you would like to add more fields just left click anywhere within Easy Mapping tab and a line for a new mapping
rule will appear.

If you would like to remove a field, use 'Delete' key on your keyboard. When you click it the following pop up will
appear suggesting to remove your mapping rule:



If you would like to edit a field,  left click on this field and specify new values there.

Please note!: Your mapping will not be created if you do not select  'Source column' and / or 'ACT! column'. You
will be warned by the following warning message about this:

Use 'Edit' command to edit your mapping rule and specify there right values
Use 'Rollback' to start creating a rule from the very beginning.

See also

 

Home > Import Options Tabs > Virtual Columns

Virtual Columns

Virtual mapping feature allows creating custom merges, setting custom columns and
building custom expressions. Here you can set conditions for particular phrases to be added
to your fields during the import or merge several fields together.

Using this feature requires advanced computer knowledge or programming skills. 

Virtual Column tab has the following look:



To start Virtual Mapping Wizard you need to click  or  button in the bottom Control
Panel. To add a new field you need to click anywhere within the screen and a new line will
appear. To remove a field you need to click 'Delete' key on your keyboard.

Please note!: all created fields on the Virtual Column tab should be mapped on the Easy
Mapping tab, otherwise those fields will not be imported.

You have an options to create the following types of Virtual Columns:

Custom Expression
Constant Value
Merge Fields

See also
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Home > Import Options Tabs > Virtual Columns > Custom Expression

Custom Expression
Custom Expression feature allows building custom expressions that can be added to the
ACT! fields during the import. Using this feature requires advanced computer knowledge or
programming skills.  You can select this option on the following screen of the Virtual
Mapping Wizard:

Please specify here the Column name that should be mapped on the Easy Mapping tab after



creating the field. Click 'Next' button to proceed to the Expression editor that
allows building custom expressions.

See also

Constant Value
Merge Fields
Translation
 

Home > Import Options Tabs > Virtual Columns > Custom Expression > Expression Editor

Expression Editor
Expression Editor allows building custom expressions that will be added to the ACT!  fields during the import. It
has the following look:

'Functions' column contains available functions that can be used, they include text formatting functions.
'Source fields' column contains the list of available fields in the source file
'Operators' column contains available logical operators

For building a custom expression you need to double click on the needed function, for example if you need to
use 'Source Field' function, you need to double click on it, then highlight the 'Source Field' text in the brackets
and double click on the needed field from the source fields column:

For example if you would like to add some custom text to your fields on particular condition, like add "Dear Mr."
if your salutation contains Mr. you can use 'Custom 'Expression' editor for building such expressions. 

The main function is 'If', it is used for building conditions and has the following look:



Instead 'Expression' you can add an expression or function, 'True_value' is the argument that is added to the
field if the condition is true, 'False_value' argument is added if the condition is false, i.e. if 'True_value' is not
added.

See also

 

Home > Import Options Tabs > Virtual Columns > Constant Value

Constant Value
Constant Value is a new custom field that can be created in the source file during the import. E.g. you do not
have country field in your source file, however country field is needed for proper telephone numbers parsing by
Import IT program. So you can create such field with this option and specify there your country as a constant vale:

Click 'Next' button to save settings and proceed further:



Specify here the field value that will be added to all fields in ACT! database then click 'Next' to proceed to the
Wizard completing screen. 

If you need to get back to the previous Wizard screen, use  button.

Click 'Finish' to save settings and close the Wizard. 
To import this field you need to map it on the Easy Mapping tab.

See also

Custom Expression
Merge Fields
Translation
 

Home > Import Options Tabs > Virtual Columns > Merge Fields

Merge Fields
By selecting 'Merge Fields' option in Virtual Mapping Wizard you will have an opportunity to merge several
fields together. E.g. You have street name and house number in different fields of your source file or your contact
details are in different fields, by using this feature you can import them together into one ACT! field. To do this
you need to start Virtual Mapping Wizard, specify your new column name and select 'Merge Fields' option:

http://localhost/helpconsole2010/Import_New_EN/page.aspx?pageid=easy_mapping


To proceed further and create a new merge, click 'Next':

Here you need to select a field from the drop down list and type manually a separator you would like to use, e.g.
if you would like to use space as a separator, then type in " ". To add a new field for merge, click anywhere within
this screen. 

Please note!: only one merge can be created at a time, i.e. you can merge only street name and house number,
to merge contact fields you will need to create a new field on the Virtual Mapping Column and start the Virtual
Mapping Wizard for 'Merge Fields' option again.

After you specify here fields for merging, click 'Next' to proceed to the Wizard completing screen:



Click 'Finish' to save settings and close the Wizard. 

If you need to get back to the previous Wizard screen, use  button.

To import this field you need to map it on the Easy Mapping tab.

See also

Custom Expression
Constant Value
Translation
 

Home > Import Options Tabs > Virtual Columns > Translation

Translation
Translation option in Virtual Mapping section allows changing your importing data during the
import. For example you would like to add some details to the field of your record or change
the record on some conditions. This can be done by using "Translation". By following steps
of a built in Wizard you will easily define needed settings for modifying your data.



On the following dialog you will need to define the source field you would like to modify,
condition, source value you would like to modify and resulting value. According to the
settings on the image below "GB" in the source field "country" will be changed to "United
Kingdom" during the import.

If you would like to update already defined settings, click "+" button and specify new
translation settings.



See also

Custom Expression
Constant Value
Merge Fields
 

Link to Companies.

This Tab appears if you import your Contacts and allows you to assign Contacts to Companies in your ACT!
Database. It has the following look:

Link to Companies Tab

Under 



E.g. you need to combine Company with Company name here: Company < Company. 

See also

Schemas

Schema tabs

Import Map

Logs directory

Easy Mapping

Virtual Columns

Conditions

Verification

Merge Settings and Duplicates Checking

Conditional Mapping

Misc Options

Translation Options

Group Settings

Parent Record Identification

History Settings

Opportunities Settings

 

Home > Import Options Tabs > Conditions

Conditions
Conditions tab allows specifying additional settings for particular importing elements. E.g. you would like to skip
importing of some Company. You can set this here: 



First click  and then specify needed values by clicking on the field you would like to edit. If you would like to

add another condition, then click on the  button again and edit the condition the same way.

To proceed further, click an arrow , all your settings will be saved.

See also
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Verification.

Example: You have data records which are completely filled in and others which are only partly filled in and you
would like 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 those will be checked. The records that are missing
data on the checked fields will not be imported.



Verification Window

In Verification window you can create a single verification item or verification group. To create a single

verification item define Data source field, set compare operator and values. Click  button to add a rule.

Use  button to view data after verification.

By clicking on the following button  you can create a verification group.

See also
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Merge Settings and Duplicates checking



Merge Settings tab is the tab for specifying duplicates checking rules. Configuring settings on this tab is not
required however you can configure here merge settings and specify additional duplicates checking rules, not
available of Easy Mapping tab.

Merge Settings Window

Click on the following button    to specify primary key mapping or duplicates checking. Once you click on
this button, the following window will appear:



Primary key mapping settings

On Primary key mappings settings window you can specify settings and fields for duplicates checking. For these
columns will be applied the rules set in 'On No Match', 'On Unique Match' and 'On Multiple Match' sections. By
default duplicates checking is enabled in Settings / Default Settings, however if you would like to check
additional columns you will need to add them manually.

You can select duplicates checking either by ACT's unique ID or by mapped in the Column Mappings tab fields.
Using the first method "Use ACT's unique ID" allows finding exact match. This method should be used if you
export some data from your database, work with it and then import back.
When you select the second method "Use mapped fields" you can specify there the fields you would like to
check for duplicates. The fields which are mapped on the Column Mappings tab will appear in the drop down list
for selection.

1. Click  button to add fields that will be checked for duplicates. To select fields that you would like to
check, click on the arrow to open a drop down list from which you will be able to select among mapped on
the Column Mappings tab fields.

2. Click  button to remove an item

3. Click  button to save settings

4. Click  button to close this window.

#_Anchor_column_mappings




 

Home > Import Options Tabs > Merge Settings and Duplicates Checking > Duplicates checking in Companies and Groups

Duplicates checking in Companies and Groups
When you import Contacts, you can search for duplicates by Group or Company, even if the Contacts are linked
to their Companies. For example you have the same Contacts in different Groups. In this case it will be
convenient to add Groups to Primary key mapping on Merge Settings tab, this way the program will perform
search only in your Groups leaving Contacts intact:

You can also search for duplicates in imported Companies, in this case you need to select Company field for
duplicates checking in Primary key mapping on Merge Settings tab:



See also

 

Conditional Mapping

Conditional mapping allows you to import certain elements from your source file. If you specify a condition here,
Import IT program will import only those entries which will meet the specified condition settings.



Conditional Mapping Window



Parent Record Identification

History Settings

Opportunities Settings

 

Misc Options.

On this options tab you can specify some additional settings for your importing file. E.g. type of importing
attachments, phone and contact options, etc.

On this tab default options set in Settings / Default Settings can be modified for each particular schema.

Misc Options Window

Phone Options item allows you to select from two available options:





SQL-cache option allows making import faster if you import day after day updated data. E.g. every day you
update the same table and need to import updated data to your ACT! database. With SQL-cache option a
temporal SQL table is created for import and all data is recorded to it, when you make a new import, then this
data is compared between data in a new temporal table and only new records are recorded and then imported
based on your schema settings. SQL prefetch is done after you start the import and might take some time
depending on the data volume.

SQL-cache option can be enable on the Misc Options tab:

See also

 

Translation Options.

This option allows changing importing values. If you have some invalid values or would like to change, abbreviate
or contract some words, this can be done in the Translation Tab. For example, you would like to use an
abbreviation for US states. In this case you need to fill in the fields in the Translation Settings part as shown on

the example below. Then click  button to add an exception. If you would like to remove an exception, just

click  button.

If you use  button to add your exception, then it will be added and all exceptions will be saved. If you use this
button, the program considers that this is the last exception and you would like to finish with adding them.

Use this button  to remove all items from the list.



Translation Settings Window

See also
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Group Settings.

In this tab you can merge several data records into groups in ACT!. You can move contacts with specific values

to specific groups. Use  button to add these exceptions for importing.

For example, you can add some specific contact to group of your friends or prospective customers. This will be
done during the import and you will not need to waste your time for this in future.

You just need to create exceptions and add them to the list, all of them will be applied during the import.

You can use  button to remove an item from your list or  button to clear all items.



Group Settings Window

On the above tab you can create an exception for your importing file.

1. Here a record group can be specified

2. You can select an operator for the records in the group: 

3. If you select



Conditions
Verification
Merge Settings and Duplicates Checking
Conditional Mapping
Misc Options
Translation Options
Parent Record Identification
History Settings
Opportunities Settings
 

Parent Record Identification.

This tab appears if Groups, Activities , Secondary Contacts , Histories, Opportunities and Notes  are imported. It
has the same look for each of just mentioned data types. Parent Record Identification is used for finding parents
of the imported data, i.e. here importing data can be linked to Contact, Company or Group. It is necessary to fill
in this tab so that data was imported to the right place. Without providing settings on this tab, Import will fail.

Parent Record Identification window

Parents Record Identification Tab has the following settings:

1. Link Settings:

Here you can select Parent Record Type, Input Data Source Column and ACT! Field.

2. On No Parent Match Found:

Here you can specify behavior if no parent match was found. It is possible to ignore such records without



Here you can specify behavior if multi parent match was found. It is possible to ignore such records without



History Settings window

Under History Settings menu you need to select the type of your histories and result.

When you import Histories some options are not necessary for specifying, so Misc Options window will have a
different look:

It contains only selection of attachment type and gives a possibility to specify a path to folder where the file is
moved after importing. By default these settings are the same for all schemas and are configured in Settings /
Default Settings . Misc Options tab allows specifying these settings individually for each particular schema.

See also
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Parent Record Identification
Opportunities Settings
 

Opportunities Settings.

During Opportunities import the following tab can be filled in. Here you can specify status, process and stage for
your opportunities. Alternatively, if none were specified, default data set on the Default Values tab will be
imported:

Opportunities Settings Window

On Opportunities Settings window you can configure settings for the opportunities you import: specify status of
your opportunities, select Input Source Field and Input Source Value. This feature allows you to set your
opportunities so that they are directly filled with the corresponding status. If Import IT does not find any definition
in the list, it will use the default value that was specified on the Default Values tab.



Process and Stage tab allows specifying stage and process settings for importing opportunities.



See also
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Import IT top menu

The following menu options allow changing your default Import IT settings:

        1.  Language



Default Settings window

In Default Settings window you can adjust the following settings for your Import IT. You can also set some of them
on Misc Options Tab, where they can be changed for each particular schema. In Settings / Default Settings
window they are default for all schemas.

Attachment AttachAs DocumentProperty



UpdateContactWithCompany



records without Internet

Reporting Enable bugs reporting You can enable or disable bug reporting here

LogSizeLimit Log file size in kilobytes

ReportsCount A number of logs that are saved

Settings
Directory

SettingsDirectory The path to the settings directory can be
specified here

See also

Phone Parsing
Minimal Mappings
 

Home > Import IT top menu > Phone Parsing

Phone parsing types
The following Phone paring types are available for selecting in Settings / Default Settings window:

1. Ordinal - here you can set to show the numbers only in digits, e.g.  +1-203-404-7508-3 will be changed
to  120340475083
2. Parse phone with the best guess if country is unknown with Internet - If this option is selected the
program will parse website address and email IP to find information about the country
3. Parse phone with the best guess if country is unknown without Internet - Without the Internet
connection only domain name will be parsed. E.g. if the website is www.domainname.us the program will "know"
that this contact is from the USA, however, if domain name has .com extension, then the program will not "know"
the country 
4. Parse phone with the best guess for all records with Internet - Use this method if for some contacts
phone numbers are available and for some contacts are not, this way the program will check all records and also
parse IP of website or email address
5. Parse phone with the best guess for all records without Internet - The program will check all records
and parse the domain name

See also

Default Settings
Minimal Mappings
 

Minimal Mappings

Minimal mapping settings are applied to all Schemas you have. These are so called 'program' minimal mapping
settings. Individual settings for schema are configured on the Easy Mapping  tab.

By default Import IT program predefines minimal mappings settings. This helps to avoid importing "empty"
schema. Minimal mappings are obligatory fields for mapping on the Easy Mapping  tab. If fields specified in
Minimal mappings are not mapped on the Easy Mapping tab, the program will not run the import.



Minimal mappings settings are useful if you would like to set fixed rules for fields mapping during the schema
import. E.g. you would like to set the program for your employees for future imports. Such setting is helpful if you
would like to be certain that everything will be mapped during the import.



 

Please make a backup copy of your database before importing. If you specify import options not
correctly, the data in your existing Database may be modified.

You can also test the first import in a testing environment. With Import IT it is possible to export and
import schemas. Created schema can be exported, tested and then imported back with changes.

Import IT allows importing files in different formats: Excel , CSV , Access , MySQL, Microsoft SQL, ACT! 10 data
source , Paradox database, FoxPro database, Xml, Oracle.

When you import from MySQL or Microsoft SQL database, we strongly recommend creating Views for import.
View runs on a server and it is usually faster than requesting xx number of tables and yy pieces for each one.
Views also standardize the information gathered from tables and allow making import more accurate. If any
descriptors are used in tables, they are replaced in Views by normal values that can be later imported without
any issues.Virtual table is created once and does not allow editing. View should be created for each import.

See also
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Home > Importing > Important order during the import

Important order during the import

If you would like to import an old database with all available data, please proceed as follows:

1. Always import the user and teams, otherwise Import IT will not be able to assign contacts to record
managers.

2. Then import Groups so that you could link your Companies and Contacts with them later.
3. 

http://support.crmaddon.com/index.php?_m=knowledgebase&_a=view&parentcategoryid=28&pcid=0&nav=0
#_Anchor_Service-IT_EN:service_it_tasks
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http://localhost/helpconsole2010/Import_New_EN/page.aspx?pageid=import_it_top_menu


Then you can click  button on the





How to import Users How to import Teams How to import Groups How to import
Contacts

How to import
Companies

How to import
Histories

How to import
Opportunities

How to import
Extended Products

How to import Notes How to import CSV
files

How to import
Relations

How to import
Secondary Contacts

How to import
Activities

How to import Custom
Tables

 
Home > Data Importing

Data Importing
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Importing ACT! Database file to a new database. Importing Users.
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Schema Settings for User

1. Specify your Schema name
2. Specify your Schema type
3. Select a database you are importing to and log into it
4. Specify Input source as ACT! 10 Data Source if you are importing a database
5. Specify a path to the database you are importing from
6. Log into this database with your username and password
7. Select if you would like to show only views, tables or both
8. Select a file you are importing. First Users are imported since this is a new database and Users should

be imported at first.

When you import Users, you will see the following Import Options menu, it contains a few steps:

After creating a new schema please, follow Importing Users Tab. It has the following look:



Import Users window



Once you are finished with all settings, you are ready to import your Users.
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Teams Importing.

Teams can be imported with Users during the Users import . However, if you have different source files for
Users and Teams you will have to import them separately. Teams can be imported through a separate option.
Please note, Teams should be imported before Users so that you could assign Users to Teams later.

Select Team type for importing file for your new schema and provide there a path to the database where you
import to:

Teams Schema tab

Once you create a new schema for Teams importing, you will need to follow a couple of simple steps:



On the Teams tab you will need to specify the following settings:



The next step is fields mapping on the Easy Mapping tab, i.e. assigning source file fields to ACT! database
fields.

Merge Settings Tab allows you to configure merge settings and additional settings for duplicates checking
which are not available on the Easy Mapping tab. On Primary key mapping settings window you can specify the
columns you would like to check for duplicates in "Use mapped fields" or select fields for ACT's unique IDs
checking. For these columns will be applied the rules set in 'On No Match', 'On Unique Match' and 'On Multiple
Match' sections.



Merge Settings for Groups
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Importing Contacts

This example is for importing Contacts from the Excel source file. To proceed with import, please perform
the steps below:

1. Create a new schema 'Contact' and select the source file that you want to import

2. Define the import:

a. Columns:

Define which ACT! field the data from your source file should be imported to.

      Then map the fields you would like to import on the Easy mapping tab.

Note!: Be careful with auto assignment option. Double check additionally assigned fields and add details if
necessary.

b. Duplicates and Company relationship

This is quite important if there are already contacts in your data base.  An option for duplicates checking can be
enabled directly on the Easy Mapping tab. You can also specify additional settings for duplicates checking on
the Merge Settings tab. On the 'Primary key mapping settings' tab you can select from two possible options for
duplicates checking: "Use ACT's Unique ID" or "Use mapped fields". If you select the second option a drop
down list with mapped on Easy Mapping tab fields will appear.

The first option "Use ACT's unique ID" can be used for example if you export your database, work with it and
then import it back. It allows checking for duplicates by unique ID.



To add Company relationship you need to link your Contacts to Companies if there are already imported
Companies. This can be done on 
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When you import contacts and the source file of this import has already a column where the company
information is stated, you can easily create new companies during this contact import .

If the companies are in a separate file and in the import file for the contacts no company name is shown but only
the company ID or any other field which is set in both files which allows assigning the contact with the company,
a separate import should be run.

1. Import Company

a. Create a schema with the type Company and select the importing file:

b. Define the columns for importing in Easy Mappings tab

Assigning Contacts with Company is quite important

c. Select additional settings on Misc Options tab.



During the Companies import you can update your linked Contact with Company information if the respective
checkbox is checked on the Misc Options Tab.

2. Importing Companies together with Contacts.

a. Create a schema with the type Contact and select the import source file

b. Define the columns you would like to import on the Easy Mapping tab. 

c. During the Contacts import you can create Companies and link Contacts with them. You need to check the
respective check-boxes on the Misc Options Tab:

and link to Company on Link to Companies Tab:

Due to his step, the matching Contacts will be linked with the Company.
If you already have Contacts and Companies in your database, you will need to enabled duplicated checking
on the Easy Mapping tab and additionally if necessary set rules on the Merge Settings Tab.

3. Updating Company data. 
You can easily update existing Companies with new data by creating a schema with the type Company.



1. Define the fields you want to import on the Easy Mapping tab and check there fields for duplicated
checking. This can for example be the Company name.

2. On the tab Merge Settings  tab specify merge options and if necessary additional settings for duplicates
checking

The settings described above are the most important for successful import. You can also define additional
settings on other tabs.
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Importing Histories.

To import Histories you need to select respective schema type for your new schema and define a source file.

On the Easy Mapping  , please select the columns you are importing to your ACT! Database fields.

On Parent Record Identification Tab you will need to assign the Histories to Contacts, Companies or Groups.

History Settings Tab  is to compare source files values and ACT! database values so that they were imported.
You can define which activity type of your source file belongs to which activity type of your ACT! database and
which history type should be shown after clearing this activity (Result field):

http://localhost/helpconsole2010/Import_New_EN/page.aspx?pageid=parent_record_identification
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Importing Opportunities.

To import Opportunities you need to select respective schema type for your new schema and define a source
file.



On the Easy Mapping tab , please select which columns you are going to import to your ACT! Database and
mark fields that should be checked for duplicates.

On Parent Record Identification Tab you will need to assign the opportunities to Contacts, Companies or
Groups. This way the program will "know" which Contact Group or Company an opportunity should be linked to.

On the Misc Options tab you can specify opportunities import settings and set additional rules for duplicates
checking:

'Search for duplicates among all Opportunities' - The system searches for duplicates everywhere without
taking Parents into account and then according to duplicates checking rules set on the Easy Mapping tab or
Primary Key Mapping Settings tab decides what to do with them.
'Map parents of an imported Opportunity to existing Duplicate without Import' - If this option is enabled,
the system finds duplicates not assigned to their parents then assigns them without creating a new record.



However, if you exported some data from ACT! database and need to import it to another one and you have
ACT's UID for your records, then you can set duplicates checking by using ACT's UID. This can be done on the
Merge Settings / Primary Key Mapping Settings page:

Specify status for your opportunities on the Opportunities Settings / Status Tab:



Opportunity Process and Stage: specify stage and process settings for the opportunities you import. Here
ACT! and source file process and stage values are compared

Now once all below tabs are set, you can start importing your opportunities:





Product Options
If you have opportunities and products on the same source file you can use Product Options tab to import your
products together with your opportunities. Just enable "Use product options" on this tab to start configuring
your products import.

On the Product Options tab you can configure both default product and  individual settings of the products being
imported.

For the default product you need to define null values on the Default tab:

Additionally you can specify conditions for using default product. E.g. if you have some products mapped for
import and for the rest you would like to use Default Product option:



If you do not use Default Product option or use it on some condition then you will need to map Product fields for
import. This can be done on the Field Mappings tab:

See also

Default Opportunity
 

Home > Data Importing > How to import Extended Products

How to Import Extended Products
Extended products are imported to the Opportunities > Products / Services tab of your ACT! database. 
To import Extended Products properly you need to import them after your Opportunities. During the Extended
Products import you need to link your Opportunity with Contacts, Companies or Groups. This can be done on the
Parent Record Identification tab.  

And then you should map the needed Opportunity itself. You can do this on the Easy Mapping tab by assigning
column with Opportunity in your source file to the Opportunity Name in your ACT! database. I.e. your source file
with Products list should contain a column with Opportunity name.



If your ACT! Database does not contain the products being imported, you can create them by checking
corresponding option on the Misc Options tab:

You can also import some default products on particular conditions, those options are described in our
Knowledge Base.
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Notes Importing

When you import notes it is very important that you properly map them and assign to Contacts, Companies,
Groups or Opportunities in your ACT! database.

http://support.crmaddon.com/index.php?_m=knowledgebase&_a=viewarticle&kbarticleid=274&nav=0,28


After creating your new schema you will need to map fields on the Easy Mapping tab. 

After you map your Notes you can proceed with assigning them to your Contacts, Companies, Groups or
Opportunities on the Parent Record Identification tab:



Importing CSV files

1. Specify the name for your new Schema
2. Select a type for your new Schema
3. Select a connection to the ACT! database from the list or create a new one. 
4. Select Input source file. In this case it will be Text Delimited.
5. Click 



CSV Wizard, step 1

On this step you just need to select a path to the file being imported. When you choose your file, it will appear
in 



Schema settings window after running CSV Wizard

Next steps are the same as for all other importing file types. Click  button to proceed with schema
configuration wizard steps. Please be careful with auto assignment option on the Easy Mapping tab . It might
work improperly when importing files in CSV format. You will need to assign imported data to the ACT! fields
manually or double check after using auto assignment.
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How to Import Relations
Contact relationships option lets you track information about relationships between contacts
who interact with each other. In ACT! database you will find those details in Relationships
tab in Contacts detailed view.

With Import IT tool it is possible to import relations to your ACT! database. To do this you
need to create schema of 'Relations' type and specify Relations settings and map fields in
Easy mapping. Virtual columns , Conditions  and Misc Options tabs are optional. Virtual



columns and Conditions are for advanced import. In Misc Options tab you can define
additional settings.

On the following 'Relation Settings' tab you will need to specify relations settings for your
contacts. Contact1 and Contact2 are related contacts and they should be already in ACT!
database. Here you would need to define fields for searching such contacts and Import
actions if more than one contact was found. Your source file should contain a field that can
be used for contact searching in ACT!.

If more than one contact was found you can select one of the following options:

Take first Contact
Take all contacts
Ignore this record

On the Easy Mapping tab you would need to map fields for import: Contact1 and Contact2
role and relation details
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Secondary Contacts Importing

Secondary contacts tab is a separate tab in Contacts. It contains details that can be used if main contact is not
available, for example on a sick leave or vacation.



You can set additional importing rules in Verification , Merge Settings , Conditional Mapping  , Misc Options and
Translation tabs. These settings allow importing data more accurately.
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Like Histories and Opportunities you can import Activities for your contacts.



Parent Record Identification for Activities

On Activities Settings tab you can assign your source file activity type to the ACT! activity type:

Activity Settings tab



In some cases source file contains more Activity types than are available in ACT! database. In this case you will
need to update your ACT! database manually and create there needed Activity types. you can do this from
Schedule / Manage / Activity types in your ACT! database:
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Home > Data Importing > How to import Activities > Default Activity

Default Activity
For the convenience of import process an option of default activity is available. When using this feature the
program will import all activity records with the same type, for example "To-do". This feature can be used if for
example your source file contains a lot of activities of different types and you wish to import them under some
default type:

To import all activities under some default value, follow Activities tab of your Import program, leave all settings
intact except "Default Activity Type" where you need to select the type for your activity from the drop down list of
available activity types in ACT!! database.

See also
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Home > Data Importing > How to import Activities > Deleting Activities

Deleting Activities
In case you would like to remove all activities from the ACT! database you can use Import IT tool for this purpose.
To start a wizard for deleting activities, please open a schema with activities where the needed database is set
and follow Tools / Delete Activities item in the top menu of Import IT.



Once after you start a wizard, please follow its steps:

Click "Next" to proceed and type in "I agree" in an appropriate field. Activities deleting cannot be undone.
Please make a backup of the database before doing this:



Right after clicking "Next" button activities removal will start.

See also
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How to import Custom Tables
When you import Custom Tables you need to have Table IT installed in your ACT! database. Only if this addon is
installed importing of Custom Tables will be possible. Schema configuration for Custom Tables is the same as
for all other data sources. The only difference is that you need to select the Custom Table you would like to
import to:

http://www.crmaddon.com/en/products/act/table-it/highlights/


Custom Tables Schema Settings

Available Custom Tables will appear  int he drop down list in 'Custom tables' field. 

You will also need to specify the columns you would like to import and enable duplicates checking on the Easy
Mapping tab:

See also
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Home > Service IT tasks

Service IT Options
Task Service is an integrated into Import IT tool. It makes Import IT more convenient in
usage and saves your time for running tasks manually. With Task Service you can perform
your imports automatically in particular time of day, week or month.

Task Service is an addon that allows making Imports, back ups, importing files and starting
other programs automatically. It can be opened from "Jobs" menu:

With Service IT addon you can set to start programs, make back ups, import documents or run imports
automatically. The time can be specified once, on daily, weekly and monthly basis.
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Home > Service IT tasks > Import

Import
Please follow Task Service Wizard steps to set your Import task properly:

 

                                             
With the next step you can set the task frequency : once, daily, weekly or monthly.
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Specify here your Import task options. You can select a schema for import, set a number of
records and make a backup if necessary. It is also possible to user different source files for
import, no matter which file was specified in your Import schema. This feature is very useful
if you make automated imports of exported files that are saved to a particular folder. In this
case you can set to import all *. CSV files of this folder. The command will have the
following look: C:\Import\*.csv. This feature is supported only for files in Excel and CSV
formats at present. Service program will  save all file names that were imported in order not
to import them anew. It is also possible to move file to another folder after import. This
setting can be configured on the Misc Options tab of Import IT tool.

If you wish to import some particular files that begin with a word "import" for example, you
can set this in the command and it will have the following look: C:\Import\*.csv.

                                                       
Once you finish specifying all settings, click  'Next' to proceed and then 'Finish' on the
'Completing the Wizard' window:
 



 Function Description 
 Task name Specify here the name for your task

 Schema name 
 Select the schema you would like to set the import
task for. If you do not have any schemas, you will
need to create them.

 Event type:
'Time' is for settings the task execution for
particular time of the day, week or month.
'Task' is for setting a sequence of task executions,
i.e. running one task after another. When selecting
'Task' you can also set a delay which this task will
be executed after.

 Frequency  Set here how often you would like to execute the
task: once, daily, weekly or monthly.

 Task type  Specify here if you would like to run import or any
other program

  Here you can specify the number of records you
would like to import: all records or a range of
records

 Execute if missed

Check this box if you would like to execute this task
on computer start if it was not executed in time.
E.g. you computer was off and the task was not
executed. The Schema will be imported once after
you power on the computer if 'Execute if missed'
option is enabled

 

http://helpnew.crmaddon.com/helpconsole2010/Import_New_EN/default.aspx?pageid=schemas


 Check 'Show advanced options' box if you would
like to run this task under particular act user. Specify
there your username and password

 

 If you would like to make a backup of your ACT!
database before, after the task or without the
Import, please check 'Make a backup' box and
select the path where the backup file should be
stored. If you would like to backup attachments,
check 'With attachments' box.

 
 You can save your configuration settings by
checking 'Save changes on exit' box.

See also
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Home > Service IT tasks > Event type - Import Task

Event type - Task
Selecting 'Task' as event type means settings a sequence of task executions. This
command allows setting a new task execution after a particular task already set in Service
IT.
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On the following tab you can specify the parent task and task delay. Parent Task  is the task
which the current task will be executed after. Delay is optional, but if you would like to
delay task execution for some time you can specify this here.

                       
Specify here how many records you would like to import and make a backup if necessary.



                       

Finish the task configuration by clicking 'Finish' button.

 Function  Description
 Task Name  Specify here the name for your task

 Schema name  Specify here the name of the Schema you would
like to import

 Event Type
'Task' is for executing one task after another.
When selecting 'Task' you will also need to set a
delay which this task will be executed after.

 



 
 Select here the Task which your new Task should
be executed after

 Task type  Import - for importing Schemas set in Import IT
 A delay for executing the task can be set here.
E.g. you would like to execute the task in five
minutes after another task

  Here you can specify the number of records you
would like to import: all records or a range of
records

 

 
 If you would like to make a backup of your ACT!
database before, after the task or without the
Import, please check 'Make a backup' box and
select the path where the backup file should be
stored. If you would like to backup attachments,
check 'With attachments' box.

 

  Check 'Show advanced options' box if you
would like to run this task under particular act
user. Specify there your username and password

 You can save your configuration settings by
checking 'Save changes on exit'box.

 Execute if missed

 Check this box if you would like to execute this
task on computer start if it was not executed in
time. E.g. you computer was off and the task was
not executed. The Schema will be imported once
after you power on the computer if 'Execute if
missed' option is enabled

See also
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RunProgram Task

If you select 'RunProgram' as a Task type, then the following windows will appear: 
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On the following tab you can specify the parent task and task delay. Parent Task  is the task
which the current task will be executed after. Delay is optional, but if you would like to
delay task execution for some time you can specify this here.

                       



                       

Finish the task configuration by clicking 'Finish' button.

 Function  Description
Task Name   Specify here the name for your task

Program path       Specify here the path to the program that should
be started

 Event Type

 Select here the type for your event:
'Time' is for settings the task execution for
particular time of the day, week or month.
'Task' is for setting a sequence of task
executions, i.e. running one task after another.
When selecting 'Task' you will also need to set a



delay which this task will be executed after.

 Parent Task  Select here the name of the Task which the
current task should be executed after

 Task type  RunProgram task type allows starting any program
automatically using Task Service tool

 Arguments  An argument can be added as a description to
each run program task

 Set here how long the program should wait before
current task execution.

 Execute if missed

  Check this box if you would like to execute this
task on computer start if it was not executed in
time. E.g. you computer was off and the task was
not executed. The Schema will be imported once
after you power on the computer if 'Execute if
missed' option is enabled

 

  Check 'Show advanced options' box if you would
like to run this task under particular act user.
Specify there your username and password

 

 You can save your configuration settings by
checking 'Save changes on exit'box.

See also
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Home > Service IT tasks > Run Program

Run Program
Please follow Task Service Wizard steps to set your RunProgram task properly:
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On the next step you can set the task frequency : once, daily, weekly or monthly.

                                                
Specify here your RunProgram execute task options: parent task and task delay. Parent Task
 is the task which the current task will be executed after. Delay is optional, but if you would
like to delay task execution for some time you can define this here.



                       

                       

Finish the task configuration by clicking 'Finish' button.



                                                       
Once you finish specifying all settings, click  'Next' to proceed and then 'Finish' on the
'Completing the Wizard' window:
 

 Function Description 
 Task name Specify here the name for your task

 Schema name 
 Select the schema you would like to set the
import task for. If you do not have any schemas,
you will need to create them.

 Event type:
'Time' is for settings the task execution for
particular time of the day, week or month.

http://helpnew.crmaddon.com/helpconsole2010/Import_New_EN/default.aspx?pageid=schemas


'Task' is for setting a sequence of task
executions, i.e. running one task after another.
When selecting 'Task' you can also set a delay
which this task will be executed after.

 Frequency  Set here how often you would like to execute the
task: once, daily, weekly or monthly.

 Task type  Specify here if you would like to run import or any
other program

 
Program path   Specify here the path to the program that should

be started

 Execute if missed

Check this box if you would like to execute this
task on computer start if it was not executed in
time. E.g. you computer was off and the task was
not executed. The Schema will be imported once
after you power on the computer if 'Execute if
missed' option is enabled

 

 Check 'Show advanced options' box if you would
like to run this task under particular act user.
Specify there your username and password

 Arguments An argument can be added as a description to each
run program task

 

 You can save your configuration settings by
checking 'Save changes on exit' box.

 Parent Task   Select here the name of the Task which the
current task should be executed after

 
 Set here how long the program should wait before
current task execution.

See also
Import
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Home > Service IT tasks > Make backup

Make backup
Task service can be set to make automated backups in particular time or after particular
task. In case you would like to set the time for your database backups you need to select
"Time" option for your task:
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In case you would like the backup to be performed after some particular task you will need
to create backup with option "Task":
 

Creating backups feature makes Task Service more reliable since it allows saving database
before and after each task so that you could restore your database in case something runs
improperly.

The Task Service allows saving backups to file or to FTP .

See also
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Clean Histories
Email Attachment
 

Home > Service IT tasks > Make backup > Backup to file

Backup to file
In case you would like to store your data locally, you need to select an option "Backup to
file":

On the above  form you need to specify login details for your ACT! database, put checkmark
to the box if you would like to backup with attachments, specify backup path - a zip file
which the backup will be made to and write a number of maximum backups.

A number of maximum backups means how many backup files will be stored locally on your
machine. I.e. if you select '5' for maximum number of backups the system will store first
latest 5 backup files. Then when the sixth backup is being created the very first backup file
is removed the rest are renamed and a new backup file is added. 

See also

Backup to FTP
 

Home > Service IT tasks > Make backup > Backup to FTP

Backup to FTP
In case you would like to store backups on your FTP server you need to select 'Backup to FTP
server' option:
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In order to specify settings for your FTP account you need to click  button and specify FTP
connection settings:

This way you can create several accounts in case you would like to store data on different
FTP servers. Later you will be able to select needed account from the drop down list.

In the 'Remote path' field you need to write folder name where the backup file will be
store. Please note, this should be the name of real folder, this option does not allow
browsing FTP server for folders or creating new folders.

A number of maximum backups means how many backup files will be stored on your FTP
server. I.e. if you select '5' for maximum number of backups the system will store first latest
5 backup files. Then when the sixth backup is being created the very first backup file is
removed the rest are renamed and a new backup file is added. 

See also

Backup to file
 

Home > Service IT tasks > Import Files

Import Files
You can create a task service schema for importing files to your ACT!. Imported files will
appear under "Documents" section in your CRM.

To start configuring your schema for files import you need to follow Service Wizard steps
and specify all needed settings.

Schema name can be specified on the following window:
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Then you will need to select a frequency option for running your task:

On the following screen documents import options should be configured:



ACT! connection name - select a database where your documents will be imported to.
If there is no database connection in the list then you can create a new connection by
specifying user name and password for your ACT! database.
Root folder - specify a root folder where your documents folders are stored. Please
note!: Documents will be imported only from the folders which were found based on
contacts identification options, e.g. "Document ID". Subfolders from documents folders
will not be imported. E.g. your root folder "Documents" contains folders with Document
IDs 01, 02, 03, etc. If these folders contain documents in subfolders those subfolders
will not be checked and documents will be ignored.
Identify Contacts by these fields - select a field or fields which will be used to link
your documents to contacts

You may also select an option for documents importing to your ACT! database:

Import files as shortcuts - the file will remain in the folder and a link to it will appear
in ACT!
Rename file if same file exists - If the file with the same name already exists a new
file will be renamed and imported. E.g. your database already contains a file
"order.xls". If the file with the same name is being imported it will be renamed to
"order1.xls". After import all files will be removed from the root folder.
Replace old files - If your database contains a file with the same name as the one
being imported, it will be replaced with a new file. After import all files will be removed
from the root folder.
Delete new file if same file exists - if a file with the same name already exists it will
not be imported, just removed from the root folder. If there is no file with the same
name then it will be imported and then removed from the root folder.

See also
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Home > Service IT tasks > Frequency options
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Frequency Options
You can set your task to run once, on daily, weekly or monthly basis. This setting can be set
on the second step of the Task Service Wizard:

In case you would like to run your task once, you need to specify date and time:

In case the task should be performed daily, you will need to specify only time:

For weekly task running a day of week and time should be specified:



For monthly task running a day of month and time should be specified:

It is also possible to run task every n minutes:



See also
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Home > Service IT tasks > Clean Histories

Clean Histories
With Clean Histories feature you can analyze and delete Histories from your ACT! database.
E.g. you would like to remove all Histories that are older than 1 year. You will be able to run
analysis that will group your Histories depending on the day of creation.

You can create Clean Histories schema by clicking  button and selecting "Clean Histories"
in your Task Service. You can set this option to run in some specific time, in this case you
need to select "Time" as event type for your schema or after some particular task, in this
case you need to select "Task" as event type for your schema:
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On the next step you will need to specify frequency options if you would like to run this task
on time basis:

or specify Parent Task and delay time if you would like to run this task after some particular
task created in your Service:



Then you will be able to start analyzing your ACT! Histories:

In ACT! connection, please select from the list a connection to the database you would like
to run analysis for. If there is no database connection in the list then you can create a new
connection by clicking  button and specifying user name and password for your ACT!
database.

To start analysis, please click  button. The analysis will show the total number of
your Histories and will group them by period of creation.

You can save Histories analysis results as an HTML report. To do this, please click 
 button.



To proceed with Histories cleaning, click "Next" button:

On the above window you will be able to select Histories types you would like to remove
and dates range for them. With shown example all Histories of "Vacation Completed" type
till June, 1 2011 will be deleted.

Click "Next" to finish Service Task configuration.

See also
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Home > Service IT tasks > Email Attachment

Email Attachment
If fax server in your organization sends all incoming faxes by email you can print them for a
proper person automatically using the Task Service. Email Attachment option allows
assigning such emails to proper Companies or Contacts in your ACT! database and print
them for a records manager.

Task Service parses phone numbers in all incoming emails and searches a Contact or a
Company by a phone number, then assigns incoming email. If such Contact or Company do
not exist then a new record is created.

Please note!: If you would like to use Email Attachment feature for emails printing, please
install and configure all printers from the list on the "Identify Sales Manager" diaog on the
server where Task Service is installed.

You can create Email Attachment schema by clicking  button and selecting "Email
Attachment" in your Task Service. You can set this option to run in some specific time, in
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this case you need to select "Time" as event type for your schema or after some particular
task, in this case you need to select "Task" as event type for your schema:

On the next step you will need to specify frequency options if you would like to run this task
on time basis:

Then, please specify Processing Options:



On the above window you will need to:

1. Select mail connection if it is already specified or create a new one by clicking 
 button and filling all necessary fields for connecting to your mail server.                    
                                             

2. Select if you would like to parse all attachments or only of some specific format, e.g.

*.pdf:          

3. Select connection to your ACT! Database. If it is not specified, click   button and
define ACT! Database, user name and password.

4. Select if you would like to attach files to Contacts, to Companies or to both.
5. Specify an action for file handling if it already exists:                                         

Once after you define all settings, please click "Next" to proceed:



On this step you will be able to identify Sales Manager and define printer for documents
printing:

1. Select the field that corresponds to Sales Manager in your ACT! database
2. Check the option 'Send mail to sales manager' if you would like email to be sent to

sales manager
3. If you would like to print PDF files in attachment, check 'Print PDF files' option,

otherwise files will not be printed
4. Define printers for your users

See also
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Home > Reporting options

Service options
On Service Options tab you can set mail options for notifications sending. Notifications can
be sent to the specified email upon executing the task. Service options tab has the
following look:

 Function  Description
 From  Specify here email address where notifications will be sent from
 Recipients  Add here an email where notifications should be sent to
 Host  Specify here Host name for your email account
 Port  Specify here Port for your email account
 User name  Specify here the user name of your email account
 Password  Specify here the password of your email account

  Check this box if you use secure connection to your server

  Check this box in case you would like to receive daily notifications
about your service tasks running

At present reporting is sent for three types of events: successful tasks, missed tasks and
failed tasks. 

To set up your reporting notifications you need to have working Imap/pop account, user
name, password and email, the details for which should be added to the 'Mail options'
menu of the service.

See also
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Home > Fetch IT schema

Fetch IT Schema
Fetch IT tool allows parsing your emails and importing received data to your ACT! database.
E.g. your customers fill in some web forms that are sent by email and you would like to add
those details to your database. For this purpose Fetch IT can be used.

To start Fetch IT schema configuration you need to click "New Fetch IT Schema" button
and follow Configuration Wizard steps:
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To proceed with Schema configuration you need to click "Next" button and specify schema
name on the following screen:

See also
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Home > Fetch IT schema > Server Settings

Server Settings
The following wizard screen allows specifying server settings configuration. Those should be
the settings that will allow the program to connect to your mailbox and parse emails there:

On the example above a configuration settings for Googlemail server are shown. 

 Name Description
Type of
 server Select here the type of server from the drop down list:

Click this button to select already predefined server settings or to create a
new connection
Samples button will prefill the fields with some examples of free mail service
Googlemail server settings configuration

Name of
server Specify here the name of your mail server

User login User login details should be entered in this field
Password Enter here your password for mail server
 Port  Select here the port from the drop down list

  Check SSL box if you use secure connection for your mail 



 Mailbox  Select the mailbox you would like to parse data in from the list of available
mailboxes on your mail  server

 
 Test connection to your mail server by clicking on this button

 If you use some additional network protocol type, you can specify more settings of the
following tab on the "Server Settings" screen:

 

See also
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Home > Fetch IT schema > Analyse Settings

Analyse Settings
On the following Wizard screen you can select settings for emails parsing:
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 Name Description
Check this box if you
would like to parse emails
of some particular
recepient
Use this option if email
subject or body has some
key words. E.g. you would
like to parse only those
emails where Subject
starts with "Ticket" key
word or mail body
contains "Visitor Details"
key word
Use this option if you
would like to fetch some
particular number of the
first rows
Use this option to limit
size of emails for fetching

See also
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Home > Fetch IT schema > Email Settings for Saving

Email Settings for Saving
On the following Wizard screen you can specify the settings for saving your fetched data and
emails. 
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 Name Description
Save fetched data for
Import in the following
folder

Select here the folder where fetched details will be saved in
CSV file for import

Keep Emails on the server Check this option if you would like to keep emails on the server
after fetching

Save the emails as file Check this box if you would like to save your emails as a file in
a particular folder

Save attachments Check this option if you would like to save email attachments
in a particular folder

Save the selected types of
attachments

If you would like to save attachments of some particular
type(s) then check needed type(s) from the drop down list 

See also
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Home > Fetch IT schema > Check for Emails

Check for Emails
This screen allows loading emails that will be fetched:

On the above screen you can review all emails, specify field separator, select an email for
template and enable showing emails headers if necessary. 

 button allows selecting an email, the structure of which
will be taken for fields fetching.

 by clicking on this button all emails will be loaded and will be available
for viewing. In case you would like to show email headers as well, just check "Show with
Emailheader" option before checking for emails. 
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"Check only for matching emails" option if enabled will limit emails loading only to those
ones matching Analyse Settings.

Note!: Be careful with selecting field separator. If you take some email as a template and
specify the separator correctly, its fields will appear on the next screen. If the separator was
not set correctly then its fields will not load and future import will not be successful.

See also
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Home > Fetch IT schema > Define of Fields

Define of Fields
On the following screen the fields for fetching will be shown if an email was taken as a
template:

From the list of "Fields within email" you can move needed fields for fetching to "Fields for

Fetch" list. Additionally you can create fields by clicking on the  button. However, we
recommend using this option only by experts. If you need to remove some fields, you can

use  button.

For creating a schema for Import, click on the following button: . It
will be created and saved to the folder defined before.

See also
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Home > Fetch IT schema > Define of Fields > More Field Settings

More Field Settings
If you would like to define additional settings for your fields, just click 

 button:

 Name Description

Field is a MUST Field If this option is checked then only emails containing this field will be
fetched 

Separator for this fieldSpecify a separate separator for this field (is not recommended if a
template was used)

Maximal length of
characters

Here you can specify a number of characters that will be fetched for
this field

Maximal amount of
lines

Here you can specify a number of lines that will be fetched for this
field

Read to the end of If checked the whole email will be parsed



Read to the end of
email If checked the whole email will be parsed

 Read to the next field  Only data till the next field will be parsed

See also

 

Home > Fetch IT schema > Define of Fields > More Field Settings

Application Import IT

How to create a new Schema

To create a new schema, please follow Main / New Schema in the top menu of Import IT application. Import IT tools
allows importing different information from different sources. Please have a look at the below example:

Schema settings window

1. Specify the name for your new Schema
2. Select a type for your new Schema. You can select from various types of Schemas, like Activities, Contacts,

Companies, Groups, etc. 

#_Anchor_FetchURMail_EN:fetch_it_schema
#_Anchor_FetchURMail_EN:define_of_fields
#_Anchor_FetchURMail_EN:more_field_settings


3. Specify path to your ACT! Database where you are planning to import
4. Log into your ACT! Database with your username and password
5. Select Input source type for the file you are importing:                      

6. 



1. Schemas. 
When you open 



1. 



Schema tabs





name field is only used if the contact name field is empty in the source file. This function is checking if the source field
is empty. If yes, then it would 

take the last name field, if not, then it would import the contact name and not the last name.

     3.    



3. Link to Companies.

This Tab appears if you import your Contacts and allows you to assign Contacts to Companies in your ACT!
Database. It has the following look:

Link to Companies



Example: You have data records which are completely filled in and others which are only partly filled in and you would
like 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.

Verification window

In Verification window you can create a single verification item or verification group. To create a single verification
item define Data source field, set compare operator and values. 



Click   button to add a rule. Use  button to view data after verification.

By clicking on the following button  you can create a verification group.

5. Merge Settings.



Merge settings window 

Click on the following button  to specify primary key mapping or duplicates checking. Once you click on this
button, the following list will appear:

This option allows you to specify rules for merging in case of duplicates.

 

1. 



1. Ignore record, do not Import - If a duplicate is identified during the import it will not be imported.
2. Create New Record



Conditions settings window

You can specify certain conditions under 





US states. In this case you need to fill in the fields in the Translation Settings part as shown on the example below.

Then click  button  to add an exception. If you would like to remove an exception, just click  button.

If you use  button to add your exception, then it will be added and all exceptions will be saved. If you use this
button, the program considers that this is the last exception and you would like to finish with adding them.

Translation Settings Window

9. Group Settings.

In this tab you can merge several data records into groups in ACT!. You can move contacts with specific values to

specific groups. Use   button to add these exceptions for importing.



For example, you can add some specific contact to group of your friends or prospective customers. This will be done
during the import and you will not need to waste your time for this in future.

You just need to create exceptions and add them to the list, all of them will be applied during the import.

You can use  button to remove an item from your list or  button to clear all items.

Group Settings Window

On the above tab you can create an exception for your importing file.

1. Here a record group can be specified



2. You can select an operator for the records in the group:  
3. 



 

 

Once a new schema is successfully configured everything is ready for importing.

Important order during Import.

If you want to import an old database with all available data, please proceed with the following order:

1. Always import the user, otherwise Import IT will not be able to assign contacts to record managers.





Index

Event type - time

A
Activities import
add a mapping rule
Add imported contacts to the group
Add license
add mapping
Additional duplicates checking settings for Opportunities
Additional fields settings
Advanced options
analyse settings
Analyse your license
Ask to reset your computer from license
Attachments
auto assignment
Autoassignment

B
Backup
backup task
backup to file
backup to FTP
beta version

C
combine fields
Companies Import
Conditions
constant value
Contacts Import
Copy Schema
Create Company
create schema
CSV Files Import
custom expression
custom field
custom table

D
Daily
data for fetch
Deactivate computer from license
Deactivate local computer from license
Deactivate other computers from license
Default activity
Default opportunity
Default Values for opportunities

E
easy mapping
edit a mapping rule
Edit Schema
Email
Email reports
email saving settings
Emails loading
Evaluate
Export Schema

F
Fetch IT schema
field separator
Fields definition
Fields settings
folder for import template
Frequency
Frequency options

G
Group Settings
Groups Import

H
Histories Import
History Settings

I
Import map
Import records
Import Schema
import several fields in one
Import task
Importing order
Importing products with opportunities
Installing from the Internet
invalid mapping

L
Language
License
License details
License info
Licensing
Link Contact with Company
Link to Companies
log
Logs

M

Importing process can be aborted by pressing 'Esc' button. 

When importing is finished reports window will open in your default browser.
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Default Values for opportunities
Delete Schema
Deleting activities
duplicate
Duplicates check
Duplicates checking

M
make backups after each task
Merge
Merge fields
Merge Settings
Microsoft SQL

Minimal mapping
Misc Options
Misc Options for Opportunities
Monthly
MySQL

N
New Schema
Notes Import
null value

O
Once
Opportunities Import
Opportunities Process and Stage
Opportunities Settings
Opportunities Status
Order license

P
Parent Record Identification
Parent task
Phone parsing
Prefetch
Primary key mapping
Program path

R
Records for import
Refresh Schemas
Registration key
remove a mapping rule
remove schema
report
report issue
Run Import automatically
Run Program
Run scheduled program

S
Save FTP account details
Schema's Directory
Secondary Contacts Import
Send request
Send request to support
Send reset request
separator
server settings
Set a delay
Set automated Import
SQL-cache
Start Task Service
submit ticket

Teams Import
Template
Translation Options
Trial
TXT files import

U
Update contact
Update license
Update license online
Upgrade ACT
Upgrade product version
Users Import
Using Views

V
Verification
Verification group

W
Weekly
Wizard options



submit ticket
System Requirements

T
Task name
Task sequence


