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Updating customer
information, many
customers at once

SWCS Tips and Tricks

2/14/2013

Using the SWCS 4.2 Export Utility, Microsoft Excel and the SWCS 4.2 Import Utility, update information
such as active status, shipping method, etc. for many customers at once.
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Overview

This article will step you through the process of exporting customers from your SWCS company database
using the SWCS 4.2 Export Utility, updating the exported data in Microsoft Excel and the using the SWCS
4.2 Import Utility to update the customers in your company database.

What you will need
e Solatech Window Covering Software 4.2, version 4.2.441 or higher.
e Microsoft Excel 2010
e SWCS 4.2 Export Utility
e SWACS 4.2 Import Utility

If you have not used the SWCS 4.2 Export Utility or the SWCS 4.2 Import Utility before then you should
read over their user’s guides. You can download the SWCs 4.2 Export Utility User’s guide from
http://www.solatech.com/manuals/swcs42euuserguide.pdf and the SWCS 4.2 Import Utility User’s
Guide from http://www.solatech.com/manuals/swcs42iuuserguide.pdf.

Before you start
Solatech recommended making a backup of your SWCS company database before performing any
importing of data.

NOTE: THIS MUST BE DONE FROM THE SERVER AS BACKUPS CANNOT BE MADE FROM NETWORK WORKSTATIONS.

1. Run SWCS.
From the File menu, click Other Company Functions, Backup.
Choose the type of backup to perform. Solatech recommends the third option, The active
company database, product files, reports and all other files.
Click Save As and select a location and file where the backup will be created.
5. Click Start to create the backup.

The Steps

Export the customers

1. Runthe SWCS 4.2 Export Utility.

2. Click the Select button to select the SWCS company that contains the customers you want to
create labels for.

3. Under What do you want to export, select Customers.
Under How do you want to filter the data, select how you want to filter the customers.

5. Click Save As and select a file where the exported data will be saved. This file will be the file
you open with Excel.
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6. The export utility should now look similar to this:

* SWC54.2 Export Utility (Beta) ==

General

Select the company that vou will be exporting the data from:

Yiserver\Solatech\WCS 4\Development\Companies\X12.psd

What do you want to export:
Customers |E|

How do you want to filter the data:

Active customers anly |E|

Select the file where the exported data will be saved:

Ci\Users'\kKevin\Documentsh My Customers.txt

Version: 4.3.21 Start ] [ Cancel

7. Click Start to export the customers. You may be prompted to login to the SWCS company.
8. Once the customers have been exported you can close the export utility.

Modify the exported data

1. Run Microsoft Excel by clicking on its shortcut.
Note: Don’t run Excel by double-clicking on the customer export file or right-clicking on the customer
export file and selecting Open with. This won’t open the export file the correct way.
Click File, Open.
Navigate to the folder where you saved the exported customer file, select it and click Open.
You may need to change the file filter on the Open dialog box to All Files.

4. The Text Import Wizard will start.

5. For the Original data type, select Delimited.
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Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Next, or choose the data type that best describes your data.
Criginal data type

Choose the file type that best describes your data:
@ Delimited - Characters such as commas or tabs separate each field.

") Fixed width - Fields are aligned in columns with spaces between each field.

Startimport at row: |1 =| File origin: 437 1 OEM United States

Preview of file C:\JsersiKevin\Documents My Customers. tit.

stomerNameiccountNumbe rContact Phonel Phone2FaxEMailBil1ToNameBil
"Ahercrombie, Eristy""Abercrombie,

Eristy""Eristy Abercrombie™"415-555

"Babcock's Music Shop™"Babeock's Music Shop""Eristie Babcocock™"&50-555-

"Baker, Chris""Baker, Chris""Chris Baker""415-555-Z253""""""ChrisB@
4 I I
| Cancel Einish
6. Click Next.

7. Check Tab in the list of delimiters. Make sure this is the only delimiter checked.

below.
Delimiters
Tab
[] semicalon [] Treat consecutive delimiters as one
|:| Comma
|:| Space
[ other:

Text gualifier: |* IZI

Data preview

8. Click Finish.
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This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
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9. Excel should now look similar to this:

My Customers - Microsoft Excel P
B or | et relvod  fomis  Dua  feew  Vew  Tem c@ovx
= i E:;y . Calibri <l ¥ Swaptea General - *g ﬁﬁ Normal Bad Good Neutral s jm f | i :‘:“‘:5“” N ’iv &a
P Fomatpainter | B 4 U <[ Hi- ERmergeacenter~ ) § - % » | 48| Condfional Tomel. I[ | input) et Delete POt | o Clear= P o
Al - Je | CustomerName v
A B C D E F G H 1 J K L M N o P Q R s T u \' w X Y z
1 Cus(umE;L«ccuumN Contact Phonel Phone2 Fax EMail  BillToNar BillToAdd BillToAdd BillToCity BillToStati BillToZip BillToCour ShipToNaiShipToAd:ShipToAd:ShipToCit ShipToSta ShipToZip ShipToCot Active  CreditHoli ShowCSRI CSRMessaSalesTaxhPS |
2 Abercrom Abercrom Kristy Abe 415-555-6579 kristy@sa Kristy Abe 5647 Cypress Hill Rd Bayshore CA 94326 Kristy Abe 5647 Cypress Hill Rd Bayshore CA 94326 1 0 0
3 Allard, Ro Allard, Ro Robert All 650-555-3: 650-555-8. 650-555-9irallard@m Robert All 92834 Chandler St. 94030 Robert All92834 Chandler St. Millbrae CA 94030 1 0 o
4 Babcock's Babcock's Ki Bal 650-555-2: 650-555-0! 650-555-9: kbabcock( Babcock's 10923 Samson Dr. 94030 Babcock's 10923 Samson Dr. Millbrae CA 94030 1 o o
5 Baker, Chi Baker, Chi Chris Bake 415-555-2253 ChrisB@s:Baker, Chr415 W. Desert Bloon Bayshore CA 1 0 o
6 Balak, Mik Balak, Mik Mike Bala 41 Bala 8753 S. Mountain Vi¢ Bayshore CA 94326 Mike Bala 8753 S. Mountain VieBayshore CA 94326 1 0 o
7 Barley, Re Barley, Re Renee Bar 415-555-7262 renee@se Renee Bar4417 N. Sun Valley R Middlefie CA 94471 Renee Bar4417 N. Sun Valley R Middlefie CA 94471 1 0 o
8 Bauman, ! Bauman, ! Mark Baur 41 Baur910S. lvy Bayshore CA 94326 Mark Baur910S. Ivy Bayshore CA 94326 1 0 o
9 Bolinski, F Bolinski, F Rafal Bolir 415-555-3262 r2b2@san Rafal Bolir1421 Silverbell Ave East Baysr CA 94327 Rafal Bolir1421 Silverbell Ave East Bayst CA 94327 1 0 o _|
10 Bristol, So Bristol, So Sonya Bric 41 < Bric5920 N. Lighthouse Bayshore CA 94326 Sonya Bric5920 N. Lighthouse Bayshore CA 94326 1 0 o
11 Burch, Jas Burch, Jas Jason Bur(415-555-2351 mr-b@sar Jason Burc5960 N. Wetmore Bayshore CA 94326 Jason Bur(5960 N. Wetmore Bayshore CA 94326 1 o o
12 Campbell, Campbell, Heather C 650-555-3: 650-555-0! pl Heather C 98342 Rc Millorae  CA 94030 Heather C 98342 Sharondale RcMillbrae  CA 94030 1 0 o
13 Carr's Pie Carr's Pie Steve Car 650-555-8. 650-555-91 650-555-2! scarr@my Carr's Pie 19348 Festing Lane  Millorae CA 94030 Carr's Pie 19348 FestingLane Millorae CA 94030 1 [ [
14 Castillo, E Castillo, E Eloisa Cas 41. 1 il Cas 8321 S. Flower E. Bayshor CA 94781 Eloisa Cas 8321 S. Flower E. BayshorCA 94781 1 0 o
15 Cook, Bria Cook, Bria Brian or Ci 415-555-2. 555-0220 becook@sz Brian K. C<345 Cherry Lane Middlefie CA 94432 Brian K. C(345 Cherry Lane Middlefie CA 94482 1 [ [
16 Craven, P: Craven, P: Pam Crave 415-555-7264 pamc@sal Pam Crave 7105 N. Landon E. Bayshor CA 94327 Pam Crave 7105 N. Landon E. BayshorCA 94327 1 0 o
17 Davies, A: Davies, A: Aaron Dav 650-555-9; 650-555-91 650-555-2! adavies@ Aaron Dav92104 Millford Way Millbrae CA 94030 Aaron Dav92104 Millford Way Millbrae CA 94030 1 0 o
18 Duncan, D Duncan, D Dave Duni415-555-3823 DoubleDEDuncan, D3442 W. Charleston Bayshore CA 94326 Duncan, D3442 W. Charleston Bayshore CA 94326 1 0 o |
19 Dunn, Eric Dunn, Eric C.W. [415-555-3866 edunn@s:Dunn, Eric97401 N. Liberty Ln  Bayshore CA 94326 Dunn, Eric 97401 N. Liberty Ln  Bayshore CA 94326 1 o o
20 Easley, Pa Easley, Pa Paula Easl 415-555-7311 paula@sa Paula Easl 140 Bay W East Baysr CA 94327 Paula Easl 140 Bay View East Baysr CA 94327 1 0 o
21 EckerDesiEcker DesiDeanna  415-555-6687 415-555-0i decker @s Deanna E¢95 Amber St Bayshore CA 94326 Ecker Desi95 Amber St Bayshore CA 94326 1 0 0
22 Fisher, Jei Fisher, Jet Jennifer F 415-555-5366 Ifischer@:Jennifer F 7882 N. Lantana Lane E. Bayshor CA 94326 Jennifer F 7882 N. Lantana LaneE. Bayshor CA 94326 1 0 o
23 Fomin, Slz Fomin, Sl Slava Fom 415-555-7528 sfomin@sSlava Fom 3366 E. Maple Bayshore CA 94326 Slava Fom 3366 E. Maple Bayshore CA 94326 1 0 o
24 Freeman, Freeman, Kirby Free 415-555-4!415-555-7414 kfreeman Kirby Free 6856 Ocean View Bayshore CA 94326 )y Free 6856 Ocean View Bayshore CA 94326 1 o o
25 Hendro Ri Hendro Ri Hendro Ri 415-555-3613 415-555-3 Hendro@| Hendro Ri 325 Perry Ave. N Bayshore CA 94326 Hendro Ri 325 Perry Ave. N Bayshore CA 94326 1 0 o
26 Jacobsen, Jacobsen, Doug or Li 415-555-4411 Jjacobsen( Doug Jaco 6845 Ocean View Bayshore CA 94326 Doug Jaco 6845 Ocean View Bayshore CA 94326 1 o o
27 Jimenez, (Jimenez, (Cristina Jil 415-555-5747 crissy-j @s Cristina Jil6642 W. Skyline Dr - Bayshore CA 94326 Cristina Jii6642 W. Skyline Dr  Bayshore CA 94326 1 0 o
28 Johnson, tJohnson, (Gordon Jo 415-555-5766 giohnson(Gordon Jo 7230 W. First Ave Bayshore CA 94326 Gordon Jo 7230 W, First Ave Bayshore CA 94326 1 [ [
29 Kanitz, Mz Kanitz, Mz Marion Ka 415-555-3!415-555-0!415-555-2! mkanitz@ Marion Ka 3340 Cleveland Lane Bayshore CA 94326 Marion Ka3940 Cleveland Lane Bayshore CA 94326 1 0 o
30 Keenan, BKeenan, B iget Ke415-555-2133 bridget@«Bridget Ke 213 Fern Lane East Bayst CA 94327 Bridget Ke 213 Fern Lane East Bayst CA 94327 1 o o
31 Lamb, Bra Lamb, Bra Brad Lamk 415-555-8:415-555-7633 bridget@: Brad Lamkt 1921 Appleseed Lan¢ Bayshore CA 94326 Brad Lamk 1921 Appleseed Lan¢Bayshore CA 94326 1 0 o
32 Larsen's P Larsen's P Jeff Larser 650-555-2! 650-555-1: 650-555-2! jlarsen @n Larsen's P Winston St. Millbrae CA 94030 Larsen's P Winston St. Millbrae CA 94030 1 o o
33 Lew Plum Lew Plum Glen L. Le'415-555-5483 glew@sar Glen Lew 221 Old Bayshore Rd Bayshore CA 94326 GlenLew 221 0ld Bayshore Rd Bayshore CA 94326 1 0 o
34 Luke, Noe Luke, Noe Noelani L1 415-555-1169 noelanil@Noelani L1913 Bay View Noelani L1913 Bay View 1 0 o
35 Mackey's | Mackey's | John Mact 650-555-2! 650-555-6 650-555-0: jmackey @ Mackey's | 2947 Central Ave Millbrae CA 94030 Mackey's 2947 Central Ave Millbrae CA 94030 1 0 o v
M 4 » M| My Customers < ¥J el n | (30}
Ready | |[EmE 100% o) ) (+)
10. When you are importing customer changes you want to make sure you only import the data
you are changing. The export file has all of the customer information so you will want to
delete the columns that don’t apply to what you are changing. For example if all you want to
change on your customers is the discount group then you would delete all the columns except
the CustomerName, AccountNumber and Discount Group.
11. In this tutorial we will be changing the sales tax code on all customers to (None). Start by
clicking the Excel column header for column C. This will highlight the entire column.
&9 My Customers - Microsoft Excel o 3 0=
none [ e c@csw
R Calibri BTN [=] ®  Siweptet General - iﬁ d5 [ Normar Bad Good Neutral T 3‘\ ; = Autosum = f\?’ 3
Ba Copy - = o - -|| & & - Z
P ot paner B 4 UL EMergearCenter - $ v % 2 | éﬁ',;‘;‘f{;";'v Jomat [aleulat I ] exclanatory... [Input e Josictcleornat { PR, sort A ind
c M x| contact v
A B C D E F G H 1 J K L M N o P Q R s T u i w X Y z ;
Icusmmer AccountN|Contact |Phonel Phone2 Fax EMail BillToNam BillToAdd BillToAdd BillToCity BillToStatBillToZip BillToCourShipToNai ShipToAd: ShipToAd: ShipToCit ShipToSta ShipToZip ShipToCot Active CreditHoli ShowCSR! CSRMessa SalesTax P!
2 |Abercrom AbercromfKristy Abegd15-555-6579 kristy@sa Kristy Abe 5647 Cypress Hill Rd Bayshore CA 94326 Kristy Abe 5647 Cypress Hill Rd Bayshore CA 94326 1 0 0
ZAIIard,Rn Allard, RojRobert Al 650-555-9¢ Robert All92834 Chandler St.  Millbrae CA 94030 Robert All92834 Chandler St.  Millbrae CA 94030 1 o o
Lﬁabcuck‘i Babcock's|Kristie Babcock's 10923 Samson Dr. Millbrae CA 94030 Babcock's 10923 Samson Dr. Millbrae CA 94030 1 1] 0
iEakEr, Chi Baker, Ch{Chris Bakg415-555-2253 ChrisB@szBaker, Cht 415 W. Desert Bloorr Bayshore CA 1 1] 0
iEalak, Mik Balak, MifMike Bal: r Bala 8753 S. Mount: VieBayshore CA 94326 Mike Bala 8753 S. Mountain Vie Bayshore CA 94326 1 1] 0
LEarley, Re Barley, ReRenee Baf415-555-7262 renee@szRenee Bar 4417 N. Sun Valley R Middlefie CA 94471 Renee Bat 4417 N. Sun Valley R Middlefie CA 94471 1 1] 0
| 8 |Bauman,  Bauman, Mark Bauy415-555-8669 mbauman Mark Baur 910 S. Ivy Bayshore CA 94326 Mark Baur 910 S. Ivy Bayshore CA 94326 1 o o
i Bolinski, F Bolinski, Rafal Boli§415-555-3262 r2b2@sar Rafal Bolit 1421 Silverbell Ave  East Bayst CA 94327 Rafal Bolit 1421 Silverbell Ave East Bayst CA 94327 1 1) 0
ﬂﬁrliml, Sa Bristol, SqSonya Bri nyab@s Sonya Bris 5920 N. Lighthouse Bayshore CA 94326 Sonya Bris 5920 N. Lighthouse Bayshore CA 94326 1 o o
iEurch,Jas Burch, Jasjlason Burd415-555-2351 mr-b@sar Jason Bur(5960 N. Wetmore Bayshore CA 94326 Jason Bur(5960 N. Wetmore Bayshore CA 94326 1 1] 0
| 12 |Campbell, campbel Heather C 98342 Sharondale Rc Millbrae  CA 94030 Heather C 98342 Sharondale Re Millbrae  CA 94030 1 [ [
13 (Carr's Pie Carr's Pie [Steve C; arr@my Carr's Pie 19348 Festinglane Millbrae CA 94030 Carr's Pie 19348 FestingLane Millbrae CA 94030 1 1] 0
ECastillu, E Castillo, EJEloisa Cas{41! 1 ] isa Cas 8321 5. Flower E. Bayshot CA 94781 Eloisa Cas 8321 5. Flower E.Bayshot CA 94781 1 4] o
15 |Cook, Bria Cook, BrigBrian or C}415-555-2.555-0220 bcook@sa Brian K. C(345 Cherry Lane Middlefie CA 94482 Brian K. C(345 Cherry Lane Middlefie CA 94482 1 1] 0
Ecraven, P:Craven, PiPam Cravg415-555-7264 pamc(@saiPam Crave 7105 N. Landon E. Bayshot CA 94327 Pam Crave 7105 N. Landon E.Bayshot CA 94327 1 o o
| 17 |Davies, Az Davies, AgAaron ‘Aaron Dav 92104 Millford Way Millbrae CA 94030 ‘Aaron Dav 92104 Millford Way Millbrae CA 94030 1 1] 0
| 18 |Duncan, D Duncan, [JDave Dunl415-555-3823 DoubleDEDuncan, D 3442 W. Charleston  Bayshore CA 94326 Duncan, D 2442 W. Charleston Bayshore CA 94326 1 1] 0 L
| 19 |Dunn, Eric Dunn, ErigEric C.W. §415-555-3866 edunn@siDunn, Eric 97401 N. Liberty Ln  Bayshore CA 94326 Dunn, Eric 97401 N. Liberty Ln  Bayshore CA 94326 1 1] 0
ﬂEasley, Pa Easley, PJPaula Eas§415-555-7311 paula@sa Paula Easl 140 Bay View East Baysk CA 94327 Paula Easl 140 Bay View East Bayst CA 94327 1 1] 0
AECKErDES\ Ecker 7 Deanna Ec 95 Amber St Bayshore CA 94326 Ecker Desi 95 Amber St Bayshore CA 94326 1 o o
EFIShEr,JEV Fisher, Jedlen fer 415-555-5366 Jfischer@:Jennifer F 7882 N. Lantana Lanc E. Bayshot CA 94326 Jennifer F 7882 N. Lantana Lane E. Bayshot CA 94326 1 1) 0
| 23 |Fomin, Sle Fomin, slgslava Forr}415-555-7528 sfomin@s Slava Fom 3366 E. Maple Bayshore CA 94326 Slava Fom 3366 E. Maple Bayshore CA 94326 1 o o
ﬂFreeman, Freeman, Kirby Freg415-555-4!415-555-7414 kfreeman Kirby Free 6856 Ocean View Bayshore CA 94326 Kirby Free 6856 Ocean View Bayshore CA 94326 1 1) 0
| 25 Hendro Ri Hendro R§Hendro RY415-555-3613 415-555-31Hendro@I Hendro Ri 325 Perry Ave. N Bayshore CA 94326 Hendro Ri 325 Perry Ave. N Bayshore CA 94326 1 [ [
Eiacubsen, Jacobsen JDoug or L§415-555-4411 jacobsenDoug Jaco 6845 Ocean View Bayshore CA 94326 Doug Jaco 6845 Ocean View Bayshore CA 94326 1 1] 0
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12. Right-click on the column header and select Delete from the menu.

@9 - My Customers - Microsoft Evcel P ]
Home | Inset  agelmyout  Fomuas  Data  Review  View  Team @@= R
% cut T e = B ) (ot | T T ,—] = sissin - A
B, Calibri no- AN B SiwapTet General 33‘#4 Normal Bad Good Neutral - e 2 o)
P ety B L U7 O A ElMergeacemer= | $ - % o | B Condiional Foml I | Exolanatory... [input nset Delee Fomet | ) sen Fnoa
Clipboard 3 Calibri - 11 - AT AT $ - % o B agnment W Number Styles Cells Editing
a hd BIEH-A-H-WA P
A a B ¢ [ n E F G H 1 1 K [ ° P a R s T u v w X Y z
| 1 |customer Accountnfcont] & cut Fax EMail  BillToNar BillToAdd BillToAdd BillToCity BillToStatiBillToZip BillToCoul ShipToNaiShipToAdiShipToAd:ShipToCit: ShipTosta ShipToZip ShipToCol Active  CreditHoli ShowCSR! CSRMessaSalesTaxvPS |
| 2 |abercrom Abercrom|krist 52 Copy kristy@sa Kristy Abe'5647 Cypress Hill Rd Bayshore CA 84326 Kristy Abe 5647 Cypress Hill Rd Bayshore CA 96326 1 0 0
3 |Allard, Ro Allard, RojRobe (5, D1 ~-8.650-555-9i 1 Robert All92834 Chandler St. 94030 Robert All92834 Chandler St. Millbrae CA 94030 1 0 o
IEabcuck‘s Babcock's|Kr 0! 650-555-9: kbabcock( Babcock's 10923 Samson Dr. 94030 Babcock's 10923 Samson Dr. Millbrae CA 94030 1 o o
iEakEr, Chi Baker, Ch{Chris Paste Special, ChrisB@s:Baker, Chr415 W. Desert Bloon Bayshore CA 1 0 o
iEalak, Mik Balak, MigMike mbalak@¢Mike Bala 8753 S. Mountain Vi¢ Bayshore CA 94326 Mike Bala 8753 S. Mountain VieBayshore CA 94326 1 0 o
| 7 |Barley, Re Barley, ReJRene Insert renee@sz Renee Bar4417 N. Sun Valley R Middlefie CA 94471 Renee Bar4417 N. Sun Valley R Middlefie CA 94471 1 0 0
| 8 |Bauman, 1 Bauman, {Mark Delete mbauman Mark Baur 910'S. Ivy. Bayshore CA 94326 Mark Baur9105. Ivy Bayshore CA 94326 1 0 0
| 9 |Bolinski, F Bolinski, jRafal Clear Contents r2b2@san Rafal Bolir1421 Silverbell Ave East Baysr CA 94327 Rafal Bolir1421 Silverbell Ave East Bayst CA 94327 1 0 o _|
| 20 Bristol, SoBristol, SJSoNY & Format ceiis... sonyab@s Sonya Bric5920 N. Lighthouse  Bayshore CA 94326 Sonya Bri<5920 N. Lightnouse  Bayshore CA 94326 1 0 0
| 11 |Burch, Jas Burch, Jasjiasor o i mr-b@sar Jason Bur¢5960 N. Wetmore  Bayshore CA 94326 Jason Bur(5960 N. Wetmore  Bayshore CA 94326 1 0 0
icamphell‘r‘ Hide -0t pl Heather C 98342 Rc Millorae  CA 94030 Heather C 98342 Sharondale RcMillbrae  CA 94030 1 0 o
|12 Carrspie CarrsPiefstew  C -91650-555-2: scarr@my Carr's Pie 19348 Festing Lane  Millbrae  CA 54030 Carr's Pie 19348 FestingLane  Millbrae CA 34030 1 0 0
icas(l"u, E Castillo, EJElois. ..~ ecastillo@Eloisa Cas 8321 S. Flower E. Bayshor CA 94781 Eloisa Cas 8321 S. Flower E. BayshorCA 94781 1 0 o
| 15 |caok, Bria Cook, BridBrian or Cl415-555-2:555-0220 beook@szBrian K. C¢345 Cherry Lane  Middlefie CA sadg2 BrianK. C(345Cherry Lane  Middlefie CA saa82 1 0 0
16 |Craven, P: Craven, P{Pam Cravg415-555-7264 pamc@sal Pam Crave 7105 N. Landon E. Bayshor CA 94327 Pam Crave 7105 N. Landon E. BayshorCA 94327 1 0 o
[17 |Davies, A: Davies, Adaaron b: 650-555-91 Aaron Dav52104 Millford Way Millbrae CA 54030 Aaron Dav82104 Millford Way Millbrae CA 94030 1 0 o
18 |Duncan, D Duncan, [JDave Dunj415-555-3823 DoubleDEDuncan, D3442 W. Charleston Bayshore CA 94326 Duncan, D3442 W. Charleston Bayshore CA 94326 1 0 o |
Eﬂuhh, Eric Dunn, Eric C.W. §415-555-3866 edunn@s:Dunn, Eric97401 N. Liberty Ln  Bayshore CA 94326 Dunn, Eric 97401 N. Liberty Ln  Bayshore CA 94326 1 o o
| 20 Easley, Pa Easley, PqPaula Eas§415-555-7311 paula@sa Paula Easl 140 Bay W East Baysr CA 94327 Paula Easl 140 Bay View East Baysr CA 94327 1 0 o
Ecker Desi Ecker Des|Deanna [415-555-6687 415555-01decker@s Deanna Ec95 Amber St Bayshore CA 94326 Ecker Desi95 Amber St Bayshore CA 91226 1 0 o
| 22 |Fisher, Jei Fisher, JegJennifer Ifischer@:Jennifer F 7882 N. Lantana Lane E. Bayshor CA 94326 Jennifer F 7882 N. Lantana LaneE. Bayshor CA 94326 1 0 o
| 23 |Fomin, Slz Fomin, SIdSlava Fom]415-555-7528 sfomin@sSlava Fom 3366 E. Maple Bayshore CA 94326 Slava Fom 3366 E. Maple Bayshore CA 94326 1 0 o
| 24 |Freeman, Freeman,| Kirby Freq415-555-4:415-555-7414 kfreeman Kirby Free 6856 Ocean View Bayshore CA 94326 )y Free 6856 Ocean View Bayshore CA 94326 1 o o
EHEHGFD Ri Hendro R{Hendro R§415-555-3613 415-555-3 Hendro@| Hendro Ri 325 Perry Ave. N Bayshore CA 94326 Hendro Ri 325 Perry Ave. N Bayshore CA 94326 1 0 o
ﬁlamhsen, J; b: D orLi 1 Jjacobsen( Doug Jaco 6845 Ocean View Bayshore CA 94326 Doug Jaco 6845 Ocean View Bayshore CA 94326 1 o o
| 27 |Jimenez, (Jimenez, {Cristina Jil415-555-5747 crissy-j @s Cristina Jil6642 W. Skyline Dr - Bayshore CA 94326 Cristina Jii6642 W. Skyline Dr  Bayshore CA 94326 1 0 o
| 28 |Johnson, Johnson, {Gordon Ida1s-555-5766 giohnson(Gerdon Jo7230 W. First Ave  Bayshore CA 54326 GordonJo 7230 W. FirstAve  Bayshore CA 96226 1 0 0
29 |Kanitz, Mz Kanitz, MdMarion Kg415-555-3!415-555-0!415-555-2! mkanitz@ Marion Ka 3840 Cleveland Lane Bayshore CA 94326 Marion Ka3940 Cleveland Lane Bayshore CA 94326 1 0 o
Ekeehan, B Keenan, iget K4415-555-2133 bridget@«Bridget Ke 213 Fern Lane East Bayst CA 94327 Bridget Ke 213 Fern Lane East Bayst CA 94327 1 o o
31 |Lamb, Bra Lamb, BrajBrad Laml415-555-8:415-555-7633 bridget@: Brad Lamkt 1921 Appleseed Lan¢ Bayshore CA 94326 Brad Lamk 1921 Appleseed Lan¢Bayshore CA 94326 1 0 o
ELEFSENS P Larsen's Plleff Larse 650-555-2! 650-555-1. 650-555-2 jlarsen @n Larsen's P Winston St. Millbrae CA 94030 Larsen's P Winston St. Millbrae CA 94030 1 o o
| 33 |Lew Plum Lew PlumjGlen L. Le|415-555-5483 glew@sar Glen Lew 221 Old Bayshore Rd Bayshore CA 94326 GlenLew 221 0ld Bayshore Rd Bayshore CA 94326 1 0 o
| 24 |Luke, Noe Luke, NogNoelani L1415-555-1169 noelanil @ Noelani L1913 Bay View Noelani L1913 Bay View 1 0 )]
35 |Mackey's | Mackey's Jlohn Macll650-555-2! 650-555-6 650-555-0: jmackey @ Mackey's | 2947 Central Ave Millbrae CA 94030 Mackey's 2947 Central Ave Millbrae CA 94030 1 0 o
[ < | My Customers 3 Mel i ]
Ready | Count:64 |[EE|@ @ 100% (=) )

13. Repeat this for all other columns except those that have CustomerName, AccountNumber and

TaxCode in row 1. When you are done your Excel data should look similar to this.

14. You need to change the column headings (the values in the first row) so that the import utility

can find what it needs. Change CustomerName to name, AccountNumber to account and

TaxCode to salestaxcode.
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&9~ My Customers - Microsoft Excel - B =
Home | imet  mgelyon  fomuss  oma  Revew  Viw Team c@=wx
=R Calibri S - Siweetet General - i}{jﬂ‘ Normal Bad Neutral  putosun - ;? &
- 152 Copy ~ @] Fill = y
2 | &) 20 WO Brwwgencontsr| § - % o | 25 Conatonn ramat | Il i s Dete Fomt | o, S8 P08
Al A Jfe | CustomerName v
A B [ D E F G H J L M N o P Q R S T u \4 w ;
1 |CustomerName |AccountNumber TaxCode Im
2 Abercrombie, Kristy Abercrombie, Kristy  San Tomas
3 Allard, Robert Allard, Robert San Tomas
4 Babcock's MusicShop  Babcock's Music Shop  San Tomas
5 Baker, Chris Baker, Chris San Tomas
6 Balak, Mike Balak, Mike San Tomas
7 Barley, Renee Barley, Renee San Tomas
8 Bauman, Mark Bauman, Mark San Tomas
9 Bolinski, Rafal Bolinski, Rafal San Tomas _|
10 Bristol, Sonya Bristol, Sonya San Tomas
11 Burch, Jason Burch, Jason San Tomas
12 Campbell, Heather campbell, Heather San Tomas
13 Carr's Pie Shop Carr's Pie Shop San Tomas
14 Castillo, Eloisa Castillo, Eloisa East Bayshore
15 Cook, Brian Cook, Brian San Domingo
16 Craven, Pam Craven, Pam East Bayshore
17 Davies, Aaron Davies, Aaron San Tomas
18 Duncan, Dave Duncan, Dave San Tomas L
13 |Dunn, Eric C.W. Dunn, Eric C.W.. San Tomas
20 Easley, Paula Easley, Paula San Tomas
21 Ecker Designs Ecker Designs San Tomas
22 Fisher, Jennifer Fisher, Jennifer San Tomas
23 Fomin, Slava Fomin, Slava San Tomas
24 Freeman, Kirby Freeman, Kirby San Tomas




15. Now you are ready to make any changes to the data. You can add columns of data if you need
to. Refer to the SWCS 4.2 Import Utility User’s Guide for information on the supported
columns. In this tutorial we are changing the sales tax code on all customers to (None) so we
replace all the values Column C (except the first row since that’s the column heading row) to
(None).

a. Refertothe SWCS 4.2 Import Utility User’s Guide for information on allowed values.

16. Save the workbook (File, Save). When prompted if you want keep the workbook format, click
Yes.

17. Close Excel.

Update the customers by doing an import

1. Runthe SWCS 4.2 Import Utility.

2. Click Select and select the company that you want to import data into.

3. Under What do you want to import, select the type of data you are importing. For this tutorial
we will be importing customers.

4. Click Open and select the file you want to import. This will be the file you saved the in previous
steps.

5. Under How is this file formatted, click select Tab Delimited.

6. Click Start. The data will be imported.

7. Close the SWCS 4.2 Import Utility.
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