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Introduction

This guide will help you to become familiar with the basic concepts required to use the VISTA Data Exchange Utility, also
referred to as DEX. The utility has the capability of retrieving data from external sources via two separate methods:

CSV File - A flat file created from a 3™ party source that contains comma-separated (CSV) fields of data. A
mapping tool is used to equate the fields. Files must be in CSV format only. Primary as well as additional
cardholders are supported under certain conditions.

RE* SQL Link - An external RAISER’S EDGE database running on the Microsoft SQL Server platform and that is
accessible on your network. This method allows for additional cardholders using the Relationships link in RE, not
the Member Card link. Please note that VISTA does not write data back to Raiser's Edge. This type of routine is
discussed in the document entitted DEx RE SOL GUIDE which can be located online at
http://www.tmvista.com/Support.asp.

Note:  * This document’s use of the term RE refers to Blackbaud """ Raiser’s Edge database.

Minimum Requirements

The table below lists the minimum requirements necessary to use the Data Exchange Utility.

Requirement Description

VISTA Version Version 6.0 or later

Security Access ID CARD Setup and DATA EXCHANGE executable
Required Modules Back Office with Membership*

You will need to specify the SQL Server username and

SQL Login for VISTA password. Contact your system admin for assistance.

Note: If you do not have this module, please contact your Account Services Manager at 1-800-296-8464, Option 3.

Pre-Installation Setup and Considerations

Prior to performing either procedure outlined in this document, you must set the ID Card Definition for membership
numbers. Setting the ID Card Definition only has to be done once.
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Setting ID Card Definitions

Setting ID Card definitions allows VISTA to make all numbers the same length, thus permitting use of barcode readers to
locate member records in Front Desk and Access Control scanners for Member Rapid Entry. For additional information on
VISTA’s barcode technologies, please contact your Account Services Manager.

To setup an ID Card Definition

1. From VISTA’s Main menu, select Setup > ID Card Types.

2. Select the VISTA Membership Card Number Definition, enter your information in the following fields:

7t Access Control Card Type Definitions ] B3

=& Ticket Serial Mumber Definition _] & X [ Close

d Mumber Definition

=8 Gift Certificate Mumber Definition
.[8 Gift Certificate Mumber Definition (5)

[—]{E TicketFast Mumber Definition 1D Card Description: |VISTA Mermbership Card Murmber Definitior

------ [E] ticketFast serial number (1)

Total Lenath: I 7 3:

— ldentifying Token Definition
|dentifying Token: |

Taoken Start: n= Pad Character: ID

— Serial Mumber Definition

Setial Mo. Start: I 1 3: Serial Mo. Length: i —

™ Encode the Serial Mumber ta avoid sequencial num

Sample ID Card Mumber: (# symbols represent the serial numhber)
[#aesass

Note: The Sample Member Card Number field must only contain number symbols as
shown above. VISTA will display INVALID SERIAL NUMBER if this is not done.

3. Click ki to Save, then close the ID Card Type Definition window.
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ticketmaster



VIST
e L DATA EXCHANGE — CSV FILE

Ongoing Best Practices for Importing CSV Files

Below are best practices to consider when using the DEx Utility to import CSV files.

A E C 8] E F G H ] J K L [ ] [5] F ] 5] El
Fersa |Fersa (Ferso
Member Member  |Member [Persoln n n Perzon Addres |Addres | Address Addres | Address address. | Category
Mumber | Member Mame Walid From|Expires  [n Title [FMam_ | Minitial| LMame| Home Phone | Person Email Gender | Address Linel zLine? [sLlined |City = State | Zip Country ||Mame
443602 | M= Susan Miller TIEME83)  IME0i0|Ms. | Susan |B Miller | (300) 555-1234 | smiller@gmail com| F 123 Main St Apt Frarnkfort  |IL BO423-3452[USA Individual
449792 | MIr Robert & Jackie Smith | EM20M986|  TH02009 | Mr. Fuobert |5 Smith | [200] 555-1212 | bobsmithi@att net (1M 8421 Second Aue | #1200 Erookfield | wl B2005-2826( S A Family

Source File Preparation - When using an editor such as Microsoft Excel, one should always remove all commas from
the data prior to converting to a CSV format. Commas in field data cause mapping controls to be lost. Most errors
returned in the utility come from improperly formatted CSV files. Additionally, always view your source in a text editor
such as Word or Notepad, as Excel has a tendency to strip out leading characters.

Header Records - It is easier to use the mapping tool if the file contains field names in the 1% row.
Sharing Errors - The CSV file cannot be open when running the import routine.
Backups - Always perform a valid SQL backup prior to running any import routine.

Lifetime Members - If the MemberVisitor.Expires field is not mapped or is empty, VISTA will take the
MemberVisitor.ValidFrom field and add 50 years. This is due to the fact that VISTA doesn’t support null (empty)
expiration dates on records.

Memberships with Additional Cardholders Names

If your organization has family type levels where you capture the name of all persons on the membership, you may be
able to import all names via your CSV file. The following rules must be adhered to:

e All persons MUST share the same Member Number.
e Records must appear sequential in the file.

e When VISTA finds 2 identical numbers, one after the other, it will automatically make the 1* record the Primary
Member and any that follow as Additional Card Holders. You must ensure that your CSV file is in the proper
order. You may import a relationship type as shown below, but it is not required.

A, B [ 5] it
NE::E;: Last First Relationship 3
100235 [Smith Robert b
101756 |Miller Susan ;
100456 |Jones William
100456 [Jones Mary Spouse 1
100456 |Jones Billy Child F
100279 [Wood Mancy b
100547 |Adamns Paula s

|_ 100356 _IGwene,  [Richarda. e gpon o
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Initial Production Usage
Ticketmaster recommends thorough testing of any routines in a non-production environment prior to deployment. Initially,
you want to bring over all of your current members.

Since server environments vary, it is imperative that you benchmark a file size that runs completely. If your server

@ runs out of memory prior to completion, the routine will stop and your import routine will fail. Additionally, some users
choose to go backwards and import lapsed records for the past year or so. This allows users to access these former
members for informational purposes.

Using the VISTA Data Exchange Utility
Open the VISTA DEx Utility

1. From VISTA’s Main menu, select Administration > Tools > Data Exchange Utility.

L ER S Window  Help

(= Syskem Configuration

@“ Reqistry

@ Wworkstation Configuration

B2 Front Desk Configuration

B Kiosk Configuration

PJ Red Flag Setup Configuration
Tender Retail

@ Security

28 vi5TA Sessions

3 58] Configure Taols

&1
252} Purge Unused Events

m Release Event Holds...
3 Change Sale Status Wizard...

Note: If the menu is missing the shortcuts, contact the Help Desk. It may
also be run directly from \\vistaroot\dataexchange.exe .

2. After login, the VISTA Data Exchange Utility appears as shown.

€@ VISTA® Data Exchange Lltility - CSV K3 =1 [ B3
File Setup Help

Wiew

R 0. Test

Mew : 9 Open Edit Save % Import % Fiun

u @ H Data Import 0

=eH o Z 95

Srv: TMPH:-KEOSTICh2g/2005 DB: webinars User QAUSER 253 PM [ CAPS | NUN 2

Dirag a column header here ta group by that colurn

Batch Number [+ ]|Run Date [*]|5uccess [+]|Memn [*]||Records [«]|Emars [+

December 15, 2010 Data Exchange for CSV Import Page 4 of 26
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Main Toolbar Functions

The table below describes the main toolbar functions in the utility.

Button Description
| Mew Begins a new build of either type of routines.
> o Opens a previously saved routine (DPT file extension). This is helpful

when transitioning from a test to production environment.

& Edt Permits editing of a saved routine based on the directory selection.
I oo Saves the current routine manually. The DEx auto-saves whenever you
switch tabbed views.

Wigw . .

B i Provides a table preview of the source data

0g Tes Performs a simulated test of how the source data would import, in
Impart relation to existing Person records.

Q Fw Begins the import process for the current routine.

Routines List Functions

The left pane of the Data Exchange utility keeps track of all saved routines and lists information about each one.

Procedure Description
When selected, sets the DEx to Membership mode
| C itk ] When selected, sets the DEx to Person (Individual) mode
m— HI- When selected, sets the DEx to Group mode
¥ T116/2010
S g;cc;m; AM Indicates the Source|Destination types as a File
sample C5Y
Mo Run Date I} Indicates the Source|Destination types as a Database
RE Sample Date/Time  Indicates routine is Scheduled and the Next Run Time
Right-Clicking on a routine name will provide a context menu
[ with shortcuts, history views, logs and properties
December 15, 2010 Data Exchange for CSV Import Page 5 of 26
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Creating a CSV Routine

Complete the following procedures using the Data Exchange Utility to import a CSV file into VISTA. Be certain that your
source file follows the Best Practices outlined previously.

Data |FiE I:Iptiunsl Schedulel Log Setupl E:-:l:lusil:nnsl YISTA Search I:riterial *—— Tabs

Procedure Tab

Data Source

Scheduling the
Routine

Mapping Fields

Setting Up a Log

Adding Exclusions

Setting VISTA
Search Criteria

View, Test & Run

W Active
Settings For: ISampIe Csv Type: II'H'Iemherships
Description: | Enter optional description =

Description

Under the Data tab, you will select the CSV file to import and
the destination login parameters.

Under the Schedule tab, you will enable and setup the
conditions under which the routine will auto-run. This is optional.

Under the From Field Mappings tab, you will match the fields
from the CSV file to fields within the VISTA database.

Under the Log Setup tab, you can create a log file every time
the routine is run. This is optional.

Under the Exclusions tab, you can select MemberIDs to
permanently exclude them for the import. This is optional.

Under the VISTA Search Criteria tab, you will specify what
fields to match on existing VISTA Individual records when
importing the external records. This prevents duplicate records.

From the main toolbar, you can verify that you are getting the
expected results and run the routine to import your records.

December 15, 2010
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Data Tab - Specify Source and Destination Locations
Click the New button and the following screen will appear. Complete the fields to match your working environment

based on the parameters defined below:

Parameter

Settings For
Description (Optional)
Retrieve Data From

Directory

Process All Files in this
Directory

Only Process this File

First Line is Header

Send Data To

Server& Database Name

User Name & Password

Test

I :chessin | Ficon Fskd Misppings | Losg Setup | Esecusionn: | VISTA Search Ciesia |

F Acthve
Seftings Forz [Sample CSV

Description: [ Erier optional description =]

=

Type: [Memberships

[Featrieve Dists Feom:
" Daetabase Fie
File brfemation:

Dimctory: [C1 Diata Exchange [=

= Process Al Files i ths Deeciony
= Oy Prccess it Pl |10 Recondi eav [= |
F# First Liree i Heades

Send Data Too
% Databme 1 Fila

Dratsbase Information
Daatabasse Typs: [\5TA ®]  SorvesMame: [THPHTE0STICG06 | of Temt |
Dialabase Mame: [webnar:

User Mame: ks

Description

Give the routine a Name
Enter a description for this routine

Select File
Browse to the folder that contains the CSV file

If you have the CSV files in smaller subsets, you can use this setting to
process all the CSV files in the selected folder. This feature is helpful on the
initial routine containing your complete set of member records.

Browse and select one specific CSV file to import.

Check this if the first record in the file contains the header information.
Headers are the field labels and make the mapping steps much easier.
Header records are ignored when importing

Select Database

These are auto-populated from your VISTA.ini settings

Enter the ODBC SQL Server login name and password in the following field.
This is not your VISTA User name. If unknown, contact your system
administrator.

Click this button to verify the ability to connect to the database. If you cannot
connect, contact your SQL administrator

December 15, 2010
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Schedule Tab

Routines can be scheduled to run based on an interval, frequency and duration. First, determine how you want to run the
routine, and then select the appropriate procedure.

Date [ Fom Fieid Mapping: | Lop Setup| Exchisions | VISTA Search Citeria |
I¥ Schedule Enabled
Daiy

Decurs
~ Dl Bvey | dad } Interval

ekl
 Monihiy

— Daily frequency
CoOccgsoncess  [1200a =
G Ocowsovey: [ 2 [owl =] Sutoge [ 000 = }Frequency
Epdrgat [ s0n00PM =
Duration

Stetdate: [11/16/2000  ¥]  C Enddate | 7 } Duration

' Moenddaie

[ < GanNetpnpas |

Mt Rurc

Schedule Enabled — Check this box to turn the automated scheduling feature on. Failure to do this will result in
the service not running this routine.

= Interval — Daily (shown above)
Every XX day(s) - Select the frequency the routine will run per day

= Interval — Weekly

Decurs ‘weekly

¢ Daip = :ll week(s] on;

e Weskly W Mon [~ Tue [ wed [ Thu [ Fi
= Monthly [ Sat ™ Sun

Every XX week(s) - Select the frequency the routine will run

Day(s) of Week — Select which day(s) of the week the routine will run

December 15, 2010 Data Exchange for CSV Import Page 8 of 26
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= Interval — Monthly

— Ocowrs — Monthly
 Daiy D [ = creven |1 & metis)
O wleskly |
* The |2n|:| =] ISunda_l,l | of every |1 j marth]s)
{* Manthly

The Monthly interval is a bit different, in that it allows you to specify 2 different statement parameters:

 Day |15 ill of evern Iz_ill rnonthz]

Select what day of the month plus a month interval. This equates to the statement of
“The 15" of the month for every other month”.

(o lhE I'Ist j Ih’ll:unn:leqrI j af every I'l_:ll month(z]

Select what day-of-week interval plus a month interval. This equates to the statement of
“The1st Monday of every month”.

= Daily Frequency Parameters

Regardless of the occurrence intervals used, the daily frequency settings determine what time(s) the
routine will run.

— Daily frequency

™ Dcewrs once at: I12:EIEI: ogam =
_________ Starting at | L00008M =
Ending at: | EODOOPHW ==

& Ocours even: I'I ill IH
‘i

Occurs once at XX - Runs the routine once at the specified time. Enter a time for the routine to run.

Occurs Every XX - Runs the routine a number of times for a specified period of time starting at a
specified time, daily. Enter amounts in the fields then select minute(s) or hour(s) and the required time. If

December 15, 2010 Data Exchange for CSV Import Page 9 of 26
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your venue creates many new records or makes updates in RE during business hours, you may wish to
schedule routines to occur throughout the day, as shown here.

= Duration

Duration

Start date: |11£18£2D1D Vl ¢ End date: |11.-’18£2D1D "l

* Moend date

Enter the Start Date and End Date you desire the routine to run. If no End Date is necessary, select No
end date.

Start Date: End Date:

=  Get Next Run Date

¢ Get Mext Bun Date

Mext Fun: [11/19/2010 4:00 PM

Pressing this button returns the date on which the routine will auto-start based on all the above settings.

Note: This does not take into account the interval upon which the DEx Scheduler Service runs, therefore the
date and time may be misleading.

Data Validation — Prior to enabling any scheduled routines, it is highly recommended that you perform several runs
Q in a test environment and that you follow the validation guidelines.

@ Scheduler Service — VISTA’s DEx Scheduler Service must be installed on the server by an administrator and
running for any scheduled routines to work. Please see Appendix B for Installing the DEx Scheduler Service.

December 15, 2010 Data Exchange for CSV Import Page 10 of 26
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Field Mapping

The fields from the CSV file must be mapped to their corresponding fields within the VISTA database. You must specify
the Key CSV Field and Address Type the 1* time that you build the routine.

Drata I Schedule _l Log Setupl Exclusionsl WVISTA Search Eriterial

Field Matchup:

Kep CSV Fisld: [Humber =l

Humber
M ame

Memberyizitor. M ame

Source File: IE:\‘I Drata ExchangehSubs Testh10 Records.cav

Address Type: I j

Available Fields:

tember.MembershipT ypelesc
Member. MembershipCategoryDesc
Memberyisitor. Munber
Memberyisitor Visitark ind

A4

The following table provides field descriptions on the From Field Mappings tab shown above:

Field
Key CSV Field

Address Type

Source

Destination

Available Fields

Only Show

Preview Pane

Description

Tells VISTA what field is unique to each record in the CSV file. If

Frame Perzon.FM ame Memberyisitor. M ame
Lname Person.LMarme Memberyisitor. ¥ alidFrom
f f Memberyizsitor E xpires

L!ne‘l Address.L!ne‘I Memberyisitor. NumnCards

Line2 Address Line2 Memberyisitor. Printed

City Address. City Perzon. Title

State Address State Perzon.FMame

Zip Address.Zip Perzon. Mnitial

Fhone Cammon Phone Person LHame

- - - Perzon,. Suffix

Email Commaon,E mail Perzon WaorkPhone

Type Member.MembershipTypele Perzon.DOE

Cateapnilese ermher Mermhershin™ atennnad | Person. Gendsr

Fl I I » Perzan. 55 LI

Only show: ITnp 10 records 'l

MHumber I ame | Frame | Lname | Linel | Line2 City State Zip Phone Type Iﬂ
Rick & Sarsh Richard Anrual

10 Migl & Alice | Miel Anrual

100004 Elizabeth Sm Elizabeth Anrual

h235 Mike & Manc Michael 961377 Annual

1048 Tom Sulican | Thomas

Anrual T
3

empty, you must set it. The member number is usually the

identifier.

Select which VISTA current Address Type to update with the
CSV data. Mailing is the hidden default

Lists fields from the source CSV file. If there are no headers,
then it will say Fieldl, Field2, and so on.

The VISTA database fields into which you are sending your
data. Not all fields must be mapped. Un-mapped fields are
simply ignored.

Destination fields list for you to associate with your source fields.

Required fields are in RED

Controls how many records display in the Preview Panel.

Displays a preview of your CSV data

December 15, 2010
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Mapping Toolbar
The following table shows helpful features on the Main Toolbar when on the Mapping tab.

Feature Description
e Refreshes the CSV file in the Preview Pane.

T Brings in a previously stored set of field-mappings. Useful if you've

@ Fg:g previously used the Import.exe.
- Saves the current mapping to an external FMU file. Useful if working in
;F' FHU a test environment and then moving into production.
e

Clears the current mapping then re-initiates the Auto-map feature.

Clear
Mapping

= Mapping fields

1. Selecta Source field to map to

2. From the Available Fields list, drag-and-drop or double-click the field to map in the Destination field.

For a list of available fields and descriptions, see Appendix B Available Fields for CSV Mapping.

3. Repeat Step 2 to map all desired fields.

4. Click the Save button on the Main Toolbar.

= Clear amapped field

1. To change mapping of a field, right-click on the Source field you want to clear.
2. Select Clear Dest Field from the pop-up menu. Then information in that field is deleted.

= Clear all mapped fields and auto-map
1. Select the Clear Mapping button from the main toolbar and say Yes.
2. To have the DEx auto-map all fields for you, say Yes to the auto-map prompt. The DEx will attempt to match

based on the text in each field label. Any fields that are missed can then be manually mapped.

December 15, 2010 Data Exchange for CSV Import Page 12 of 26
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Setting up a Log File
The Data Exchange Utility allows you the option of creating a log each time the routine runs.

[ ata | Schedule | From Field kappings _ EHcIusionsI YISTA Search Critenia |
"Log Ermors Tao:

¥ Enable:  File MName: Il::\EVista\Logs\Sample.log EI ierllag |

Schedule Enabled — Check this box to turn on routine logging.

File Name — Browse to the folder in which you want the log file created and specify a name in the Save As
dialogue.

Adding Exclusions

Under the Exclusions tab you can block any records that you want to permanently exclude from the import using the
MemberlID. Examples would be high-profile members such as celebrities, board members, and management.

Data | Schedule | From Field Mappings | Log Setup [N VISTA Search Crieria |

Delete | Clear Al | B
0000707
0000298 add Member ID | X]
00553071
0173251 Member ID
| ok | concel | |

= To add a Member ID for exclusion

1. Click the Add button. The Add Member ID window appears.
2. Inthe Member ID field, enter the Member ID to exclude.
3. Click OK.

= To delete a Member ID from exclusion

1. Selectthe Member ID of the record to no longer exclude.
2. Click the Delete button.

= To clear all Member IDs from exclusion

1. Click the Clear All button.

2. Click Yes to confirm then save on main toolbar.

December 15, 2010 Data Exchange for CSV Import Page 13 of 26
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Setting VISTA Search Criteria

Under the Search Criteria tab you specify what fields to match on existing VISTA Person records when importing the
external records. If a match is found, the existing record will be appended with the member data in the file. If not a match,
then all data will be imported. The default settings are depicted in the image below.

Diata I Schedulel From Field Mappingsl Log Setupl Exclusions —
Find By Criteria

—Search Criteria Selectiorn

MOTE: Initial attempt to locate & record is via the Member Number. If not found then the external ID is used to lookup
the recard. If still not found then the following selection(s) is used to assistin finding existing records in VISTA.

¥ iPad Member Mumber to match %ISTA D Card Setups

I™ Social Security Number

[~ OB

IV First Name lﬂ_j Max number of characters to match on [zero = match entirely)

IV Last Name lﬂ_j Max number of characters to match on [zero = match entirely)

IV Home Phane lﬂ_j Max number of characters to match on [zero = match entirely)

[T Addrezs Line 1 lﬂ_j Max number of characters to match on [zero = match entirely)

™ Zip Code lﬂ_j Max number of characters to match on [zero = match entirely)
r—Criteria Action:

* Automatically add the code and impart the record
= Do nat import the record

Record Update Action
= Update Membership Information OMLY
* Update Membership and Individual # Group Infarmation

Find an existing record in WIS TA using:
The entire first name

and

The entire last name

and

The entire home phone

The table below describes the functions of the relevant sections.

Section Description

Pad Member Makes all numbers match the ID Card Setup length specified in
Number the setup. Required for all barcode scanning.

Criteria Selection Determines which fields of existing Individual records (if any) to

attempt a match. Also allows user to specify the number of
characters before a match is ruled.

Criteria Actions Determines how to handle records containing codes that do not
already exist in VISTA. Some examples would be a new member
type or campaign in the CSV file and you want it automatically
added to the member category definitions in VISTA.

Record Update Determines how to update previously imported records in VISTA.
Actions

Prior to performing an import, you may wish to run VISTA’s new Validate Person Data Utility to locate and cleanup any
duplicate Person records that may exist in your data. For more information, go to http:/tmvista.com/Support.asp .

December 15, 2010
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View Import Data

The View Import feature allows you to validate your source data, by seeing what it will look like prior to importing it. The
View feature is only looking at your source data. It is not looking at an existing Person data in your VISTA database. For
large files, the collecting process may be time consuming. However, you may abort at any time and view what has been
collected at that point.

There are 2 view options as shown below:

€p View Data o lell- (O] =]

iew Options Motes Preview Option
’7 © Categaries = iembershin Tpes " Log File ‘ ’7(‘ MNone " Member i+ Person ‘ ml

a colurn header here ta b that colurn

KeyField | +||MemberD [+ Number [+ ]| Title [+ ]| FName [+]][~]| LN ame [+ || CardN ame [+]|MemberTypeless [+ || MemberCategary... # [+]|\alidFrom [+ || Expires
0100900 -1/ 0100900 Richard Annual Fammily 8/25/1982 2415/2012
noaoaio -1 00000 Higl B Annual F amily 1272041999 1/31/2010
0005235 -1/ 0005235 Michael Annual Family 10/25/2005 1/3/2010
0001048 -1/ 0001048 Thomas Annual Fammily 114142005 14312010
oo 7e -1/0001178 Richard Annual F amily 10427/2005 /372000
0011528 -1/0011528 Lawrence ” ” Annual Family 10/27/2005 4/30/2010
0100045 -1/ 0100043 Gary Annual Family 10422415991 2/28/2010
0100004 -1/ 0100004 Elizabeth Annual Spongar 114142005 4/30/2010
0001956 -1/ 0001956 Scott Annual Sponsar 10427/2005 1243142008
0100050 -1/ 0100050 Anha Annual Sponsar 10427/2005 1/31/2010
|Count i10

_

Cp View Data 3 =S ]
Wiew Options Motes Preview Option
’7 = tMemberships = Categnries = fembershiz Tppes - ‘ ’7(‘ Mone = Member % Person ‘ X Cancel |

12/2/2010 9:44:13 PM - Information: Sample CS5Y started at: 12/2/2010 3:44:19 P

12/2/2010 9:44:19 PM - Information: S ample TSV retrieving data started at: 12/2/20109:44:19 P
12/2/2010 9:44:19 PM - Information: S ample CSY: Preparing Membership Data

12/2/2010 3:44:19 PM - Information: S ample C5%: Collecting data for 10 Memberships
12/2/20109:44:20 PM - Information: Total Member + ACH records to import: 10

View Options Description

Membership Shows a per record preview with each field that was
mapped to your source file

Log File Shows a brief record count
Notes Preview Option Description
None
Member Not used with View Data, Only Test Data
Person
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Test Import Data

The test import feature simulates the complete routine, including assessing how your existing Person data matches your
source data, based on the Find By Criteria from the routines Search Criteria tab. To help you understand what the output
is telling you, we have provided 2 scenarios and will use the log files to explain it. Matchup the corresponding reference

numbers to follow the explanation below.

@ The DEx found an existing Person record matching Member 0000010 and will perform the following:

Attach the existing Person to a new MemberVisitor record
Create or overwrite the existing Address record for the Person

£p View Data

" View Options

) Categaries

€] embership Tnpes

) Log il

Motes Preview Option
’7('“ Nore

= Member

¥ Perzon

Dirag a column header here to group by that column

[*]|Grouptame [+ CardHame

|+ [2fl_ (O] x]

X Cancel |

KeyField # [=|[tMembedD [+]|Number [~]|[=[LName  [=]|Sufix
Qoaaoia -1/ 0000010 Migl
TEST MODE Active: dddress record would get created
TEST MODE Active: Memberyizitar record waould get created. 1
0001 048 -1/ 0001048 Tharnas
TEST MODE Active: Person record would get created using 99 as Person D
TEST MODE Active: Address record would get created 2
TEST MODE Active: Membervizitor record would get created.
000178 110001178 Richard
TESTMODE Achi n_wd would get created ysing 33 a2 Person D

(’,’n View Data

“iew Oplions
’7 i~ Memberships

i Eateanres

= I embership Tipes _

Motes Preview O
‘ " Mone a

12/2/201010:27:47 PM

12/2/201010:27:47 PM
12/2/201010:27:47 PM
12/2/201010:27:47 PM
12/2/201010:27:47 PM
12/2/201010:27:43 PM

12/2/201010:27:43 PM
12/2/201010:27:43 PM
12/2/201010:27:43 PM

12/2/201010:27:43 PM
12/2/201010:27:43 PM
12/2/201010:27:43 PM
12/2/201010:27:43 PM
12/2/201010:27:49 P
12/2/201010:27:43 PM
12/2/201010:27:43 PM
12/2/201010:27:43 PM
12/2/201010:27:43 PM
12/2/201010:27:43 PM
12/2/201010:27:43 PM
12/2/201010:27:43 PM
12/2/201010:27:43 PM
12/2/201010:27:43 PM
12/2/201010:27:43 PM
12/2/201010:27:43 PM

12/2/2010 10:27:49 PM
WA,

- Information: 5ample C5% TEST MODE IS ACTIVE

- Information: 5 ample C5Y started at 12/2/2010 10:27:47 PM

- Information: 5 ample C5Y retieving data stated at: 12/2/2010 10: 2747 P
- Information: 5 ample C5Y: Preparing Membership Data

- Informatior: 5 ample C5Y: Collecting data for 10 bemberships

- Information: Total Member + ACH records to import: 10

- Information: 5 ample CSY processing data started at 12/2/2010 10:27:49 P
- Informatior: 5 ample C5Y: Preparning Membership Data
- Intormation: UPDATIMG esisting VIS TA Membership [MemberlD 745546]

- Intormmation: Start Processing Member: 0000070

- Information: Primary member vizitar: -1

- Intormmation: Imparting Member Type: Annual and Category: Famnily

- Information: Primary member found. Primany kMember Mame: Miel iy

- Information: "farking on 1S TA Membership for: Niel 950

- Information:  FindW|STAPerson: Attempting ta find: Miel 1
- Informatiorn:  Findvisitor. Execute: Attempting to find by EsternallD table

- Information;  Findvizitor Execute: Attempting to find by Member number

- Informatior:  Findvisitor. Execute: Attempting to find by Member number PRIMARY anly
- Information:  Findyisitor, Execute result: Match Found [VISTAID: 745529)

- Information:  UpdateAddress: Updating Address: Home

- Information; TEST MODE Active: Address record would get Updated

- Informatiore TEST MODE Active: Memberisitor record would get Updated

- Information: End Processing Member: 0000010

- Informatior: Tlmport/1S T AMemberships. Execute imported count: 1

- Information; UPDATING existing 15 T4 Membership (MemberlD 745553)

- Infarmatior; Start
0]

. Proceising Membz_al: 000104 l b m" "\

P W PRNC S N T S

.
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@ The DEXx could not find an existing Person record matching Member 0001048 and will perform the following:

= Create a new Person record from the source data
= Attach the Person to a new MemberVisitor record
= Create a new Address record for the Person

Note the line in both views for #0001048. The statement “Person record would get created using 99 as the Person ID”.
This simply says that for the purpose of the test view, it is using a false ID number of 99 in the display.

( View Data

Wiew Optiong Motes Preview Option
’7  Memberchips ] Criegnies e ertesinmees (R ‘ ’Vr‘ None © Member

12/2/2M010:57:42 PM - Infarmation: Sample C5Y TEST MODE 15 ACTIVE

12/2/201010:57:42 PM - Information: Sample C5Y started at 12/2/2010 10:57:42 P
12/2/201010:57:42 PM - Information: Sample CSY retrieving data started at: 12/2/20010 1005742 PM
12/2/2010 10:57:42 PM - Information: Sample CSV: Preparing Membership Data

12/2/20M0 10:57:43 PM - Information: Sample C5V: Collecting data for 10 Memberships

12/2/2M0 10:57:43 PM - Information: Total Member + ACH records to import: 10

12/2/2M0 10:57:44 PM - Information: Start Processing Member: 0001048

12/2/2M0 10:57:44 PM - Information: Primary member visitor: -1

12/2¢/201010:57:44 PM - Information: Importing Member Type: Annual and Cateaary: Family

12/2/201010:57:44 PM - Information: Primary member found. Primary Member Name: Thamas
12/2/201010:57:44 PM - Information: working on Y1STA Membership for: Thomas

12/2/2M0 10:57:44 PM - Information:  FindWISTAPerson: Attempting to find: Thomas

12/2/20M0 10:57:44 PM - Information:  FindWisitor, Execute: Attempting to find by ExtermallD table

12/2/2M0 10:57:44 PM - Information:  FindVisitor. Execute: Attempting to find by Member number 2
12/2/2M0 10:57:44 PM - Information:  FindVisitor Execute: Attempting to find by Member number PRIMARY only
12/2/2M010:57:44 PM - Information:  FindWisitor Execute: Attempling to find by VISTA criteria used in DE
12/2/2010 10:57:44 PM - Infarmation:  FindYisitor. Execute result: Mo Match Found

12/2/20M010:57:44 PM - Information: - TEST MODE: Person record would get created using 99 as Person ID
12/2/2010 10:57:44 PM - Information:  UpdateAddress: Creating new Address record: Home
12/2/2M010:57:44 PM - Information:  TEST MODE Active: Address record would get Created
12/2/2M010:57:44 PM - Information:  TEST MODE Active: Memberisitor record would get Created
12/2/2M0 10:57:44 PM - Information: End Processing Member: 0001048

e Y s T \’ s T W R

Note: As with all list views in the VISTA system, you can right-click to save the data in a text based file.

Wiew Motes... Ctrl+r
Save List Data.. Chl+5

Re-Viewing or Re-Testing

If you have previously performed a View or Test on a routine, the following Confirm prompt may appear.

Confirm = E

9 There iz existing data, would you like to view the existing data? [ves=View existing; Mo=Refresh data)

-
] s |

-

Views are stored within the routine and you are being asked if you want to re-use the previous (existing) one or have a
new (refreshed) view created. For large files, the refresh may be time consuming. However, you may abort at any time
and view what has been collected at that point.
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Validating your data

You must validate your data for accuracy.

While every attempt is made to prevent data compatibility issues, you are working with simple text based CSV data. Itis
important that you validate that your data imports properly. The View and Test features have been created to assist you
with making certain your data is going where you want it to. Once you have thoroughly tested and validated your
routine(s), proceed with running the routine.

= Incorrect field mapping — wrong data in the wrong field
= Data truncation — data in a field was cutoff

= Date Formatting — Dates view incorrectly

= Phone Numbers — Area code format issues

= Field Skips — Are there commas within a field?

Re-check your data against the Best Practices for CSV Files mentioned earlier and the list of fields and formats outlined in
Appendix B Available Fields for CSV Mapping.

Backup your data!

Prior to running any routine against a production database, perform a valid SQL backup. There is no roll-back or Undo
capability built into the DEX utility. If you run a routine that encounters problems, you would need to perform a database
restore to return your data to its previous state.

Running the Routine

After setting up the parameters, run the routine.

Click the Run button.

‘:’F ¥ISTAR Data Exchange Utility - sample

File Setup Help

The DEXx interface will disappear and the Processing screen will appear. The elapsed and estimated time remaining for
each step in the conversion process until the routine is complete and the DEX interface is once again displayed. This time
is an estimate only. The record count is actual, as it is obtained prior to any processes starting.
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Processing

Retrieving Data

] 33%

| E |

Collecting Membership Data
[ - S

| 78 of 99 |

process lime
elapsed: 00:00:01 remaining: 00:00:00
estimated total: D0:00:01

Batch History

Batch summary information is displayed, indicating a successful run, a brief memo if any errors are found, and the number
of records imported with any errors found.

Wiew
) Test
u MHew @ Open @ Edit H Save % InDﬂg;:;t g@ Imszrt 0 Run
= e =T
I Batch Mumber [+ | Run Date [*]|5uccess [+]|Mema [*||Recards [«]|Enars [+]
1P N Feun Dates | | 746248 12/3/2010 12:24.38 FM 10 0
Sample SV 746246 12/342M012:24: 28 PM TEST MODE 10 1]
Srv: TMPH<-KBOSTIChsql2005 DB: wehinars User OAUSER 12:25 PM Fri, Dec 3, 2010 CARE | WUK 4

Note: Record number counts are based on number of Primary Members processed. If your file has ACH records, the
count will not include them.

Duplicate Record Exceptions

If the VISTA database has duplicate records, an exception occurs when the CSV file has a matching member record. An
error is shown in the batch summary and the record is ignored. A record match is determined by the settings on the
VISTA Search Criteria tab.
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%= Yizitors - Individual

| wis @

<3p|

> 2| X || ¥

J [JONES. R

Drag a colurnn header here

Jonez, Robert
Jones, Robert

to group by that column

[404] 8731234

E sternal bbr Mbr

| Count: 2

| Perzon Type: < All =

| New

Dupficate names wese found.

EH

€p Notes

Copy Error bo Clipboard  CerH-C

Duplicate names were found.

Duplicate Mame: Robert Jones (404) §73-1234

Based on the default settings of Fname, LName, Home Phone, the records above would be read as duplicates and would
generate an exception memo as shown. You could then manually cleanup the data, or use VISTA’s new Validate Person
Data Utility to locate and cleanup any duplicate Person records that may exist in your data. For more information, go to

http://tmvista.com/Support.asp
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Viewing Records from the VISTA Application

Member records are accessible on an Individual’s visitor record. Additional information such as primary members with
additional account holders and members with multiple memberships can also be viewed.

Primary Members

All memberships are based on a primary member, where 1 member record is associated with 1 person record.

Primary with additional Cardholder Users

Under certain conditions, other persons can be linked to a primary member's membership. These are referred in VISTA
as Additional Cardholders (ACH). For CSV based imports, all ACH members must use the same member ID as the
primary. Only RE SQL routines permit unique IDs per person.

Visitors - Member View

Because all ACH records share the same Member Number, opening any related members from the member list view will
go directly to the Primary Member account. However, when using the Visitors — Individual view, each person is shown as
unique person records and can be edited as such.

10/]
| KR8 @B kIS XDV
| [#o0000041

Expres
Tayhor, Bothany 00000041 173172012 Sustaines §3301 Trepbrock €
Taghor, Kimbedy 00000041  1/312012  Sustarer 307 Dawson St § j
T ador, Max 4 173172012 3327 b 4
T ayor, Melares 00000041 173172012 Sustares 41633 Haroves L €
Tayhor, Michele 00000041 173172012 Sustarwe 3327 Damsen St §
| Count: 5 | Member Type < AR > y
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Basic Information Tab

The primary membership is displayed upon the record. The header contains all information about the membership. The

Additional Cardholders view appears with their relationship types, if imported with the records. The Status = | indicates
that the record came from an import routine.

History Tab

[€ Membership: <Sale: 0>

<open> EEE
Taylor, Max - Sustainer
-
Member Name: Taylor, Max Purchase Type:
Card Name: Max & Michelle Taylor Renew To: Member
Contact Neme Campaign:
Number. 00000041 Membpe el
Vakid From: 2/22/2000 m
Expires; 1312012 M Bl
Additional Card Holders
4 New Name Number Expites Relationship Prce
Miss Bethany Masgaset T|
+cr Miss Melarse Taylor (00000041 |1/31/2012 Daughter $0.00
¥ Eat Kamberly Jane Teylor 00000041 | 1/31/2012 Daughter $0.00
Mus. Michelle Taylor 00000041 1312012 Spouse $0.00
4 Change
o Renew v Oose
Mombershp Totak Card Fkdes Totak
snaol $000

Anytime data relating to this membership is imported, VISTA writes a log of that activity.

[y
[™ Primary Ordy Filter Bly Vishor. -]
TiansschonDste | Hame [acton] Compsgn | valdFiom | Evpmes  [Categonil A

L BS242009 F0351 PM | Taphor Mas 1 2222000 NFANZ | Sustaines
|| 2420090351 PM | Taglo Bethany [ B0 VNFANZ  Sumbaines
|| 2420093035 PM | Tagk Melarie l A0 VNFANZ  Susbene
| | 22009 G051 PM | Tagk Kinbedy | 273002000 VANFANE | Sushamne
| | BRAV2009 3035 P Tayket Mickede | 2 28/2000 VANFAME | Susbiret

iy of

Individuals with Multiple Memberships

When an individual has more than 1 membership, they will appear as a duplicate in list windows. In actuality, both records
are the same Individual but they must list separately anywhere that the Member Number or Primary check-box appear.

42 Visitors - Individual = O] |
| %8 @B

=2 X ||

€ Gary Miller - Individual

J |miller

Miller, Gary

Drag a column heads

KW X # 2 & @

here ta group by that colurin Generall Detail I Histor_l,ll Action " Membership |InterestGroups| Memol

e |Phone

""" (513) 941-5938

eachiree Dr [513) 941-5338 0100063

Member Mo Walid From E xpires

Gary Maitin & Marsha Miller 0100069 Corporate

10/1/2003 2/28/2016

\
[Court: 2 —— | Person Type: < All> &* e 1 Individual record with 2 memberships @
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Appendix A - Available Fields for CSV Mapping

The table lists the available fields for CSV file mapping. Required fields are Bolded.

Name Date Type Length  Format
Address.TypDesc varchar 40
Address.Linel varchar 40
Address.Line2 varchar 40
Address.Line3 varchar 40
Address.City varchar 40
Address.State varchar 20
Address.Zip varchar 10 FHEHE Or #HEHH-HHEHHE
Address.Country varchar 20
Common.Email varchar 60
Common.Phone varchar 20 (H#H) HH#-HHHH
Common.Fax varchar 20 (B #H##-HHHH
Common.MobilePhone varchar 20 (H#H) HHH#-HHHHH
Common.lastVisit varchar 8 As Windows Regional
Common.AccountNo varchar 15
Common.AllowDirectMarketing char 1
Common.DeprDesc varchar 40
Common.Taxable bit 1
Common.SourceDesc varchar 40
Common.RegionDesc varchar 40
Common.TypeDesc varchar 40
Grp.Name varchar 50
Grp.Website varchar 80
Gr.Schol DistDesc varchar 40
Grp.Grades varchar 30
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Member.MembershipTypeDesc

Member.MembershipCategoryDesc

Member.VisitorNumber
MemberVisitor.VisitorKind

MemberVisitor.Name

MemberVisitor.ValidFrom

MemberVisitor.Expires
MemberVisitor.NumCards
MemberVisitor.Printed
Person.Title
Person.FName
Person.Minitial
Person.Lname
Person.Suffix
Person.WorkPhone
Person.DOB
Person.Gender
Person.CanAcceptHTML
PersonNationality

Person.SSN

varchar
string
varchar
varchar
varchar
date/time
date/time
integer
date/time
varchar
varchar
varchar
varchar
varchar
varchar
date/time
varchar
varchar
varchar

varchar

40
80

10

65

10

20

25

10

20

20

20

as Windows Regional

as Windows Regional

as Windows Regional
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Appendix B - Installing the DEx Scheduler Service

VISTA’s Data Exchange (DEXx) Utility has the ability to be automated based on stored routines being run via a Windows
service. The DEX service must be installed with admin rights on the VISTA server, following the parameters defined in this
document.

Service Installation

1. Run, as administrator, the \\vistaroot\dataexchange\VISTA_DEXx_Service.exe

Warning

L] E Continue inztalling the WISTA_DEx_Service zervice?
L

ez Mo |

2. Choose YES to install the service

Status

\l|) Successfully inztalled the YISTA_DEx_Service service.

3. Choose OK

Configure the Service

1. Run, as administrator, the \\vistaroot\dataexchange\config\DExConfigEditor.exe

2. Complete all parameters to match your install of VISTA and your preferences.
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Il DEx Scheduler Service Configuration Tool 9 =] B3 I

Fird your configuration file below (VISTA_DEx_Service exe config)
I CEVista\DExSchedulerVISTA_DEx_Service exe config Browse

WISTA INI File Location

I CEVistalwista ini Browse
Log File Path
I o \BvistaiLogs! Browse

DPImport exe File Location

45

I C\Bwsa\DFlmport exe Browse
Log Level Timer interval
2 - Informational |E| |5 IMinutes |E|
0- \EI‘IDI’S_ Cnly Sconds
i
Service | START DEx Service |
Parameter Description
INI File Location The location of the vista.ini file that contains the database connection information.
Log File Path The file path where the DEx Scheduler log will be stored
Log Level The level of details written to the log file: Errors Only, Warnings, Informational or
Verbose
Timer Interval The interval that determines how often the service will start looking for enabled
scheduled routines
Stop/Start Use to stop and then restart the service, after making configuration changes.

3. Click START DEx Service

The DEx Scheduler Service is now running.

IMPORTANT NOTE: If any of these values are changed when the service is running, the changes will not be
reflected until the service is stopped and restarted.
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