View Import History
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Permissions
You will require an Access Role with the following permissions:
e Imports/Exports

1. Navigate from the Home page to Administrative Settings | Imports/Exports | Import History. A
list of files will be displayed.

Imports / Exports
Import History
Import History
Filter Al v|
|
lnun
9 29/07/2020 Success with Errors ESR Outbound V2.0

X 0 £ 29/07/2020 Import in Progress ESR Outbound V2.0

X % 9 28/03/2019 Import in Progress ESR Outbound V2.0

X D 9 28/03/2019 Import in Progress ESR Outbound V2.0

2. Within the Import History section, use the drop-down list to filter byApplication Type.
3. Type the name of the import within the search field and clickFilter to display a list of results.

4. Once you have found the relevant file, there are several actions that can be performed:

Fields Description

b 4 Click Delete next to a file to permanently delete the import history.
% Click to Re-Import the file.

L Click to Export the file.

P Click to view the Import Log of the file.

View the Import Log
1. Click . The Import Log window will open for the file.



Import Log

Filter View All * Filter Element All v

#EgfAFEE Data ltemns S#E84788 -
#aaraas Validating worksheet Instructions. 31/10/2017 15:17:45 #&#&a88%
##ranes Worksheet Instructions has been validated successfully. #8F88577
war#Starting Spreadsheet Validation 31/10/2017 15:17:47 ##8s53+%
#as# Validating worksheet Departments, 31/10/2017 15:17:47 sss82858
#4884 Worksheet Departments has been validated successfully, 8884558
#as82Finished Spreadsheet Validation 31/10/2017 15:17:4T s5888258
saaasassttarting Spreadshest Import 31/10/2017 15:17:47 #8255842
#agddase Saving Departments. sgsdsass

Successfully Updated: Updated Department Department 1

Successfully Updated: Updated Department Department 2

gagassssFinished Spreadsheet Import 31/10/2017 15:17:47 snsnssss
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sEgERaEE Log Summary SEssaaE
Number of expected data fila lines=3
Number of processed data file lines =2
Mo of Successful Updates =0

Mo of Failed Updates =0

Mo of Warning Updates =0
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2. Refine the Import Log view using theFilter View and Filter Element drop-down lists.

3. Click Print to print the current view or clickClose to return to the Import History page.

Export a File

1. Click t to download a copy of the file that was imported. The copy will save as a .txt file as
shown below.

wj GO_261_MSC_20180817 _Test_00000001 - Notepad - [m] X

File Edit Format View Help

HDR,GO_261_MSC_20180110_Test 0e0000e1.DAT

PER,1507198,10885521, "Mr. ", "Alphao1","Alphao1”, "Bravoe1", "Cool", "Male", 1963112
ASG,127684@,10805521-2,20001124,20150304, "Active Assignment™,Contracted,”638 I
PER,1507217,10805522,"Mr. ", "Bravoe2","Bravoe2", " "Charliee2", "Awesome","Male",1¢
ASG,1261461,10805522,20030317,, "Active Assignment”,Contracted,”638 Monthly™,"C
FTR,GO_261_MSC_20180108_Test_80000001.DAT, 4|

2. To open the file in Excel, open Excel and create a blank document.

3. Click the Data tab and click From Text/CSV.
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4. Select the text file you previously downloaded in Step 1.

Hﬂ Import Data x
T  m « Users > jasons > Desktop v U Search Desktop L0
Organise = Mew folder = - m @
-~
# Quick access

nﬁl Microsoft Excel

& OneDrive
. GO_261_MSC_20
% This PC 180817 _Test_000

3 3D Objects 00001
m Desktop

|2 Documents

& Downloads

D Music

= Pictures

B Videos
&7 Local Disk (C:) -

v] Text Files w

File name:

5. A preview of the file will be displayed. At this stage, you can either clickLoad to add the file to
your spreadsheet, or click Edit to modify the format of the data before adding it to your

spreadsheet.



GO _261_MSC_20180817_Test_00000007.txt
File Origin

52: Western European (Windows) ~ |

Columnl

Py

HDR,GO_261_MSC_20180110_Test_0000G00L.DAT
PER,1507198,10805521,"Mr.","Alpha01,"Alpha01" “Br...
A5G,1276840,10805521-2,20001124,20150304, " Active...
PER,1507217,10805522,"Mr.","Bravo02","Brava02","C...
A5G,1261461,10805522,20030317,," Active Assignment...
FTR,GO_261_MSC_20180108_Test_00000001.DAT,4




