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Importing Lists into Aristotle 360

This guides you through importing lists and volunteer lists (for phone banks) into Aristotle 360.
For phone banks you will need to two lists, one for volunteers and one for targets. Each file
must be formatted as follows:

e .csvor .xlIs(Excel 97-2003)
e One column contains 9-digit Member ID, or contains name (for all lists regardless of
phone bank)

1. Go to File —Import Manager.
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2. Click Start New Import

Import Manager
@' The Import Manager allows you to sslect frem your recent record imports and re-import new data.

START NEW IMPORT {WITH NEW SETTINGS):

“Start New Import

3. Click the Browse button to select your source file. Leave import type as Individual, type
in the Import Title, and select the Federated Group (this is your Local Association 4-digit
ID. E.g. AK—(1005). If you are with a State Association, select the State Association 3-
digit ID. Eg. AK:802) Then check the box “first row contains column headings.” There can
be no spaces above the first row of headings.
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Aristotle 360 Import Wizard

This wizard allows you to import a list of individuals, organizations, committees, transactions and other related records.

STEP 1: SELECT YOUR DATA FILE...

Select the source file that contains the data you wish to bring in and describe the file and data types.
- View our Sample Preformatted Files for examples on how to setup your import file(s), The maximum supported file size for a single
import file is S0MB.

22 State Contacts .csv
(Max Filz Size: SOMB)

Individual ol

2 | 2022 State Contacts | |

Federated Group: | mT - (54soj i
MT - (5455)

MT - {5460

MT:850

HMational b

First row contains column headings. (Mot valid for \DBF files) -

4. Click NEXT
5. You will now be taken to the Confirm Your File step. This shows you a preview of your
import group. Click NEXT.

STEP 2: CONFIRM YOUR FILE...

Confirm that your source data is properly formatted, is being accurately interpreted by the import wizard, and that the number of
records is accurate.

022 State Contacts

Source File: | 2022 State Contacts .csv

Source File Type: CSV

Destination Data Type: & Individual

Number of Records: 80

FILE PREVIEW:

MemberlID | Columni

10151116

198036372

80697568

80860112

81052050

FILE OPTIONS:

lz‘ of 80

Start a

v

KN oo

6. Now you must map your data.
a. Select the row with the Member ID number (in the Source Preview Column), and
under the Field Data Type menu, select Basic Info.
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b. This will prompt a window in the destination field, select Source ID from the
menu.

STEP 3: MAP YOUR DATAPOINTS...

Map each of the fields from your source data file to a corresponding field in the database. You may choose not to import selected fields.

DATA MAPPING:

Source Column

Field Data Type Dastination Field Default Email

R
10151116 Basic Info W || Source 1D b |

-- Do not Import — v

e
7. Type in the name of your list under the header Step 4B: Assign to List and click Add

New List. (This is not optional for lists) When you get the confirmation “List Has Been
Added” click Next.

STEP 4A: ASSIGN TO GROUP

Assign the records from your source data file to a group or to multiple groups. You may use existing groups in the system, create new
groups, or use data from your source data file to assign the groups. This step is optional.

| i v cotegon] [ new Growe|

[Jadd Al imported to Below Selected Groups

D]mpol—. Groups From Source

[STEP 4B: ASSIGN TO LIST

Iussign the records from your source data file to a New List. This step is optional.

2022 State Contacts |

KN oo

8. Following criteria in the Record Matching page:
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STEP 5: RECORD MATCHING...

Select options for importing new and updating the existing records. Also make sure to select how the import procedure should match that

data.

ADDING
NEW

\_{Create
Mon-Existing
Individuals
@lgnnre
Mon-Existing

Individuals

UPDATING EXISTING

ADDRESS
VALIDATION

a‘ufa-"rdate
address with
latest district
infarmation.

@Lrpdat-z Individuzl Info

\_/Da Mot Update Individual Info

MATCHING CRITERIA

First Mame, Last Name, Source ID

First Name, Last Name, Addrass Line 1

Fret-Merme—jast Name

@'Suurce (2]

Voter 1D

First Name, Last Mame, Address Line 1, Zip5

First Name, Last Name, ZipS

Parsonal Email

SOURCE ID
Add Padding to Beginning of Source ID

Character to be appended to Beginning of Source 1D

Enter the number of characters that make up yvour entire
source ID

[rrovoos e

9. Enter your email into the Email Notification field. Click FINISH, you do not need to save

settings.

FINAL STEP...

Clicking the Finish button will start the import procedure. Please make sure to save your settings if you will reuse the same data structure
|ater on. Also make sure to type in your email address, so we can send you a detailed report about your impaort.

SAVE SETTINGS:

Save Az (Mame]: | Save Sethings
Description
EMAIL NOTIFICATION:
Send Email to: | brandon.garmer@aristotle.com
4
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