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CSV Upload for Events

This guide will assist you in marking attendance for events by uploading a CSV file on the event roster for one-
time, multiple session and self-paced events.

Manage Roster

#7671

Strengthening Families Protective Factors Framework: Social and Emotional Competence of Children

= 04/08/2021

& The date for this event has been finalized.

Instructor Led Training / @ 06:30 PM - 08:30 PM

Clazzroom Hours 2.00 f Course Level Developing

Wiew Course Details

Event Status

Accepted A

4 Updated 02/05/2021 / &by Arika Bumhoffertest
‘9Created 02/05/2021 / &by Arika Bumhoffertest

Orline Registration Active (02/05/2021)

¥ This event will show in public search results.

1. Once you click on your event, you will click on the MANAGE menu.
2. Click the IMPORT ATTENDEES option.

Roster

& Artendees 5

c,

& Import Attendees
& Message Roster

| D Message History
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Import Attendees: One-time and Multiple Session Events

#127514
Another Test Conference Session 1

#Dste Monday, April 2, 2023 / (DTime 8:00 AM - 2:00 AM

Click the button below to upload your attendee roster file and import it for this event.

[ aseecre =]

I Plesze remain on thiz psge until the import process is completed and your roster has been updated.

Need Help Importing Your File? _

In arder for your impart to be successful please review the following tips for a successful import.

1. Only C5V file types can be imported.

2. The first row of the C5V file must be column headers

3. Only include individuals who were in attendance

4. In order to successfully import attendees with potential user accounts, an exact match of one of the following combinations is required:

Registry ID, First Name, Last Name
Registry ID, First Name, Email Address
Registry 1D, Last Name, Email Address
First Mame, Last Name, Phone

First Name, Last Name, Zip

Email Address, First Mame, Last Name
Email Address, Last Mame, Phone
Email Address, Last Name, Zip

o o o o o o 0o o

We have provided a sample import file to help identify desired format and structure.

1. Onthe import attendees screen, you will find a Sample Import File- you can download that file to fill in for the
upload or you can create your own file. The file must be saved as a CSV file for the upload. (Please note that
you should only add individuals who attended the training on the file for the upload- the system will
automatically mark them as attended when they are uploaded.)

2. To begin the import, click the SELECT FILE button.
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| 4 = | Event Attendees

Share View
* L‘I Cut
W-| Copy path
Pin to Quick Copy Paste . Move Copy
access #| Paste shortcut ta ta
Clipboard Crganize
« v > This PC » Desktop » Event Attendees

A
@ OneDrive - Persor 00 Mame

@ Event Attendees 76771

@ OneDrive - The Re =
B Event Attendees 12343

™ This PC

P 3D Objects

I Desktop

= Documents

4 Downloads

b Music

& Pictures

B Videos

2 Local Disk (C:)
= Master Registry |

Wb Metwork

2 items

Delete Rename

Mew
folder

L ': New item ~

ﬂ Easy access ~

1. From your saved files on your computer, choose the correct CSV file.

|
Properties

Open
Edit
& History

Open

v

[¢]

Date modified

9

=1

2021 3:31 PM
/2021 3

3:54 PM

jo)

= Select all
Select none
= Invert selection

Select
Search Event Atte...

Type

Micrg

Micrc
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We have identified the following columns as part of your file upload.

Flease review your columns and select the appropriate filed name to associate the data to in order to finish the import.

Impaorted Figld Column Fi=id Match
Registry ID
gistry Registry I e
Imported Field Column Fi=id Match
First Name )
First Mame e
Impaorted Figld Column Fi=id Match
Last Mame
Last Mame w
Imported Field Column Fi=id Match
Full Narme {if combined) . .
- Mo Selection - w
Impaorted Figld Column Fi=id Match
Email i
Email '
Imported Field Column Fi=id Match
Phone
Phone hd
Impaorted Figld Column Fi=id Match
Zip Code
P Jip w

Import Data Close

1. Match the imported field column that is listed on your CSV file to the field match in the system.

2. You must choose a minimum of 3 fields to continue with the upload. We highly recommend Registry ID, First
Name, and Last Name.

3. After the fields are chosen, click IMPORT DATA.
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Import Attendees: Self-paced Events

Click the button below to upload your attendee roster file and importit for this event.

aseeccric R

I Pleaze remain an thiz page until the impeort process is completed and your roster has been updated.

Need Help Importing Your File? _

In order for your import to be successful please review the following tips for a successful import.

1. Only CSV file types can be imported.

2. The first row of the CSV file must be column headers

3. Only include individuals who were in attendance

4. In order to successfully import attendees with potential user accounts, an exact match of one of the following combinations is required:
o Registry 1D, First Name, Last Name

Registry ID, First Name, Email Address

Registry ID, Last Name, Email Address

First Name, Last Mame, Phone

First Name, Last Name, Zip

Email Address, First Name, Last Name

Email Address, Last Mame, Phone
o Email Address, Last Name, Zip

5. Training Completion Date required for each atrendee

¢ @ ©o 0 o O

We have provided a sample import file to help identify desired format and structure.

3. Onthe import attendees screen, you will find a Sample Import File- you can download that file to fill in for the
upload or you can create your own file. The file must be saved as a CSV file for the upload. (Please note that
you should only add individuals who attended the training on the file for the upload- the system will
automatically mark them as attended when they are uploaded.)

4. To begin the import, click the SELECT FILE button.
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| 4 = | Event Attendees

Share View
* L‘I Cut
W-| Copy path
Pin to Quick Copy Paste . Move Copy
access #| Paste shortcut ta ta
Clipboard Crganize
« v > This PC » Desktop » Event Attendees

A
@ OneDrive - Persor 00 Mame

@ Event Attendees 76771

@ OneDrive - The Re =
B Event Attendees 12343

™ This PC

P 3D Objects

I Desktop

= Documents

4 Downloads

b Music

& Pictures

B Videos

2 Local Disk (C:)
= Master Registry |

Wb Metwork

2 items

Delete Rename

Mew
folder

L ': New item ~

ﬂ Easy access ~

2. From your saved files on your computer, choose the correct CSV file.

|
Properties

Open
Edit
& History

Open

v

[¢]

Date modified

9

=1

2021 3:31 PM
/2021 3

3:54 PM

jo)

= Select all
Select none
= Invert selection

Select
Search Event Atte...

Type

Micrg

Micrc
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ORI B LWLy YU LI U U ICLL LI G| L T 8 AT L LSRG LR L L B U ] L I L T
Imported Field Column Figld Match
Registry IO
gty - o Selection - v
Imported Field Column Figld Match
First Mame )
-No Selection - hd
Imported Field Column Field Match
Last Name .
- No Selection - hd
Imported Field Column Figld Match
Email )
- Wo Selection - e
Imported Field Column Figld Match
Fhone - No Selection - w
Imported Field Column Figld Match
Zip Code )
- No Selection - v
Imported Field Column Figld Match

Completion Date )
- Mo Selection - il

Import Data Close

4. Match the imported field column that is listed on your CSV file to the field match in the system.

5. You must choose a minimum of 3 fields to continue with the upload. We highly recommend Registry ID, First
Name, and Last Name. As this is a self-paced event, you must choose Completion date as well.

6. After the fields are chosen, click IMPORT DATA.
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Import Results

Below are some general metrics regarding the success of this import.
& g

The roster for this event has been updated with the total matched accounts.

Import Results

Total Rows 5 f Total Matched 2 / Total Unmatched

We uzed the following selected columns to match import records to existing user records.
+ Registry ID
+ First Name
+ Last Name

~ Email
& Manage Roster

I Drowenload the provided “Import Results™ to view what attendees were successfully imported

1. The import results section will show you the number of individuals that were matched and the number of
individuals that were not matched.

2. You can select the IMPORT RESULTS button to download the file that will show you which individuals were
matched, and which individuals were not.
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AutoSave (@ off)

ImportResults_Conference Attendees -

pe)

Carlie McKinney

File Home Insert Draw Page Layout Formulas Data Review View Help Acrobat 1 Share 2 Comments
I‘f'lj A ﬁ = % [Ef Conditional Formatting ~ ﬂ jol [1
e E@ - Font Alignment | Number H% Format as Table ~ Cells Editing Analyze
; - v v - v Data
< B Cell Styles ~
Clipboard ] Styles Analysis Sensitivity ~
Al 5 fe Registry ID v
A B 1 C 1 D 1 E 1 F 1 G 1 H 1 1 -

1 |Registry ID lFirst Name Last Name Full Name Email Phone Zip Code MatchedRegistrylD

2 | 11288 Ablintest Sarah sarah.ablintest@email.com 248-767-4251 49946 11288

3 | 67088 Abrahamtest Megan megan.abrahamtest@email.com 231-878-2885 48915 67088

4 | 55650 Aldrichtest Johnnie johnnie.aldrichtest@email.com  517-392-2956 48116 55650

5 | 28994 Adamstest Carlos carlos.adamstest 517-505-0021 48101

6 | 24078 Ailingtest Samar samar.ailingtest@email.com 313-820-8825 49455

? —

8 -

9 -
10 |

ImportResults_Conference Attend ()] [ 3

Ready L&l Display Settings B b ———+ 100

individuals will not have a Registry ID listed.

On the downloaded file, you will see the Matched Registry ID’s listed on the last column. The unmatched

You can double check and update the information and reupload the CSV file to match the previously unmatched

attendees. (Please note that only the attendees that were not previously matched will be added to the roster,
the system will not create a double attendance record.)
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Manage Roster

Impor‘t Results & Import Results

Total Rows 5 f Total Marched 3 / Total Unmatched 2

We used the following selected columns to match import records to existing user records.

« Registry IO
« First Name
~ Last Name

~ Email
# Manage Roster

I Drownload the prowvided “Import Results™ to view what attendees wers successfully imported.

1. To access the roster, click the MANAGE ROSTER button. This will allow you to double-check the attendance.

Active Roster Removed Attendees (1) | REgalut=s =

Mame

Registry ID Address Phone Type Registered Paid Artended

11258 Ablintest, Sarah [248) 757-4251 |E|
15263 BILTOMEN RO
Homer, M| 455458406

E70EE A test, Megan [225) 414-6975 IE'
TIEWIONIAST
Kingsford, M| 48315-1852

55550 Ald . Johnnie [517) 352-2956 El
2140 WINANS LAKE RD
Dietroiz, Ml 42116-8222

EEmail Attendees £ Update Attendance

1. The attendees will be added to the roster and marked as attended. If the event is self-paced, the date of
completion will be listed under the attended column.
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