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Creating Groups in Aristotle 360 

Use these instructions to add groups to Aristotle 360 so contribution information can be quickly 

pulled for an entire group of individuals at any time. This is commonly done for committees to 

check participation throughout the year.  

 

Prior to following these instructions, you need to have the Member IDs for each individual in 

the group saved in an excel document. The acceptable excel formats are .xls (Excel 97-2003) 

and .csv. If you are importing multiple groups, you will need one excel file per group.  

 

Below is an example of a spreadsheet that is ready for import. This example has the member 

IDs and names. The only information required is the Member IDs. All other information will be 

filtered out during the import process. 
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Starting the Import: 

From the Aristotle 360 home screen, go to File > Import Manager 

 

 

From the Import Manager screen, click Start New Import 
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Select Your Data File: 

1) Click Browse and select the file to be imported. (Helpful hint: Name your excel file what you 

plan to name the Group in Aristotle 360. It should always begin with the current year. 

Example: 2022 BOD. For simplicity, this should also be the import title.) 

2) Type Import Title 

3) Choose Federated Group 

4) Click Next 

 

Confirm Your File: 

In this step, you are shown a preview of your import group. Click Next. 
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Map Your Data Points: 

This is where you will map the data to the Aristotle 360 database. The Source Preview column 

will automatically display the information from the first row in your list. Go to the column that 

has the Member ID. That is the only column you will do anything with. 

1) Under Field Data Type, select Basic Info 

2) Under Destination Field, select Source ID for the line with the Member ID  

3) Click Next 

 

 

Assign to Groups: 

This is where you will create a category, if not already done, and add your group name. The 

category is where you put all of your groups. Categories only need to be created once. 

About Categories: 

• For Local Associations, your category is your State abbreviation with your Local 

Association name or abbreviation. Example: for Tucson Association of REALTORS® in 

Arizona, your category could be AZ-Tucson or AZ-TAR. 

• For State Associations, your category is the name of your state. E.g. California. 

• For NAR, most of the categories have already been created, but a new category can be 

created if needed. 
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For this process, you will only be using Step 4A shown in the image below.  

 
To create a new Category, type the new Category name into the Box to the left of Add New 

Category, then click the Add New Category button.  

 
To select the Category, click the box for Add All Imported to Below Selected Groups. This will 

populate a dropdown box with all the categories you can choose from, including any you may 

have created in the prior step.  

 
Next, you will add your Group. If you are importing your list to add to an existing group, you can 

choose the existing group name from the Group dropdown. If this is a new group, type the 

group name in the box to the left of Add New Group, then click the Add New Group button.  
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Choose the name of the Groups from the dropdown and click Next.  

 

Record Matching: 

Select the criteria as shown below, then click next. 
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Final Step: 

Enter your email address into the box for Email Notification, then click Finish. 

 

 

An address validation box will pop up. Choose Continue with Current Preference.  

 

 

Next a dialogue box will pop up to let you know that the import has started. Click OK.  

 

 

You will receive an email from Aristotle 360 with the status of the import once it has 

completed. This can take a few minutes.  


