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Getting Started

Welcome to the Servant Keeper 7 Import Tool

The Servant Keeper 7 Import Tool gives you the ability to easily import existing
memberhsip data from an Excel, CSV or TXT file into Servant Keeper 7.

You can import data into 60 fields in Servant Keeper 7.
Servant Keeper 7 Import Tool field list:

Title

First Name
Salutation
Preferred Name
Middle Name
Last Name
Address
Address line 2
City

State

Zip Code
Country
Baptized Date
Birth Date
Confirmed Date
Carrier Sort
Home Phone
Cell Phone
Work Phone #
Date Joined
Email (up to 3)
Employer
Occupation
Envelope #
How Joined
Gender

Marital Status
Member Status
School Grade
Sunday School
Wedding Date
Alt Address

Alt City

Alt State

Alt Zip Code
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Alt Carrier Sort

Alt Country

Alt Home Phone

8 Extra Date Fields

9 Extra Text Fields

3 Extra Phone number fields
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Getting Help while using the SK7 Import Tool

When using the Servant Keeper 7 Import Tool if you
have an trouble understanding what a certain section
is used for find that sections help icon and put you
cursor over it for a detailed explanation of what that
section is used for.

Below is what you will see when you put your cursor over the help bubble for using the
section named "Join Family Members Together"
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Join Family Members Together Family Relationships

First By [address Line 2 | % Farnily Relationship Field | Relationship

Then By | Ciky v % Head of Household |Head of Hou

Join Family Members Together |
Inlisted Home Phone Mumbers Thisz tellz the import wtility what field(s] to
i uze to determine If people are in the zame
Unlisted Field |Phane unlisked s farnily.
i Servant K.eeper recommends wzing a

nlisted Yalue W

farily id or Family nurmber For joining Family
mermbers together. IF a family number iz
Date Format not available then uge address and city
1 for these bwio figlds.
mmnfddfyyyy v _j;a

The impart utility will then add individualz
[ ]Replace invalid mmidd in a date wit| who have the zame value(s] in theze bwo
fields inta the zarme family.

Preview of Import File
[f you da not choose a field ta jain family

Member Status | Last Mame members together each person impaorted

Member Status  Lask Mame will be added az a new Family. =
Check, Abad-5algado i
Real Faith Abbey - )

Supported File Types

The Data Import Utility can import data from the follow file types.

o Microsoft Excel file File types. (xls, xlsx)**
« Comma, Semi-Colon, and Space Delimited text files. (csv, txt)

** Microsoft Excel is required to import from .xIs and .xIsx files.

Note: The import utility does not import data from a tab delimited file.

Exporting Your Data From Another Database.

In order to import your data into Servant Keeper you must first export the data for an
existing database into an excel, csv or txt file. This data needs to be individual data not
family data. You can use the export instructions to export your data from one of the
following programs. If you program is not listed below you may need to contact the
program's support to get help with exporting. Servant PC Resources also has a White
Glove export service available. For more information and pricing for the white glove
service please contact the Servant Keeper Help Desk at 570.748.2800.

File Maker Pro:
How to export from File Maker Pro:
I.  Open File Maker Pro,
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ll. Bring up “All Records”
ll. File

A.
B.

Export as a .csv file.
Open this file in Word Pad and see what the delimiter is (this is what separates

one field of information from the next) and if it has a text qualifier (this could be * “
around a field of text to specify this is a text field.)

C.

Open Excel

Click Data

Import External Data

Import Data

Find the exported file and open it.

This is where you tell excel what the delimiter and the text qualifiers are.

a bk~ wnh e

CDM+:
Exporting from CDM+:

1.
2.
3.

Open and Log In
Click on the “Membership” icon

From the window that opens, choose “Export” on the left. Double click “Individual
Export” on the right

On the “Individual Export” window, click “Advanced Search”
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BewiBla®Be

- Indivl cua! Expori

[Tl Ercepeulats Fakis wit Quon
Delmisr | Tzbe

Select “Configure Advanced Search”
Choose “First Name”, “Does Not Contain”, “<blank>
Click the “Search” button and then “Close”

Make sure to “Show results that Match the Advanced Search only”
On the “Export List” tab, click the “Add button”
10.Name the export and click “OK”

11.10n the next window, you should see the “Available Fields” on the left-hand side
and the “Fields in Set” on the right-hand side. Add all of the fields that can be

© 0N o v
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imported into SK to the right-hand side. Note: he “Envelope#” field is called
code#. Relationship = Family Status. How Joined = Member Code.

File Edit F"'r-::-:gr'am -Repu:'nr't.r- : S-uppo'rt" Window

Indnideal's Jip Code

Transter Flace

Transferred ouw of Church on Day
Transferred aut of Chureh on bMorth
Transferred aut af Church on veas
Ise Alterratz lndridual Address
=g Prefered arme

4 TD Evert Atftendancs

Frirme Work Mumber

work/owll

==Indriduzal Ueor-Cofnod Groupe=-
Don'tUse -Current Church Groups
Don'tUse-Education

Grade List

Gro in Faith - Aduli binsine

Girowein Faith - Chilcren's Minsty

==[ncdnidual Mner Phone Numbers)e=,

B & d 1] B 01 o E @
o
5K Export v| # Add @ Delete 7 Rename Set{ Publish
Available Sields Falds inSet
Do Mot Print & |First Name
Donor Lest Mame
Entarad By Address Line 1
Famer Address Line 2
Full Irdrsicual Mame ity
Has Fhoto Siate
Indradieal LastMarma Zip Code
Indridual's Address Ling 1 Carior Sof
Indridieal's Address Line 2 Cauntry
Incdridusal's City Tile
Indiidual's Couniny Frelered Name
Indinadual's Shate hicdle Mame

| Frimany Fhane

Last Modifed By Hwmrkfoel

Lagt Viet Comments | Famik Statue

Lost “isit Date | Zandar

Last Visil Type | Brth Ciata

Last Visit by | Baptism Dete
Marriad Dy — |Data Joned the Church
Marriad barth ~ |haried Date
Marmad Plare | Carfirmaiton Diate
Marrad Year 'Wark Placa

Mother | Dccupalan
Qcoupalion Tyoe | heuited Scius
Freterred/~irst Mame |Membership Status
Fresaous Marmage hemberstip Cods
Frior vear 1 Event Attendance Salutetion Yamsz
Frior fear 2 Event Attendance Grade

School Email Addaas

Sor Order Faceiva Emmlopas
Sufx Faceisas DIIQI’:[I'.‘E“'-,-'

Faceives Newslether
Camrrunion Date

Dieath Diate

Transtorad out of Church on

12.When you are finished, click the “Close” button
13.Under the “General” tab, choose the proper date format
14.For “Export Format”, choose “Delimited (Text)”

15. Make sure to “Include Header Row”

16.Change the “Delimiter” to “Commas”

17.Click the “Export” button
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18. Save the file somewhere on the computer (it will save as a .TXT file)

After the txt file is saved, it can be Import the Text File into Excel
1. When everything has been exported, open Excel.
2. Choose the “Data” tab

Select “From Text”

The “Text Import Wizard” will open

In Step 1, choose “Delimited”

Start import at row 1

Click Next

In Step 2, uncheck “Tab” and choose “Comma”

For the “Text qualifier”, choose “None”
10.In Step 3, leave everything the same and select “Finish”
11.Leave the option of “Existing worksheet” selected and click “OK”
12.Save the file again as an .XLS file.

CDMS:

Exporting data from CDMS:
1. Click on Membership Menu
2. Click on Reports

Click on Query Builder

Click New

Name the query

Select fields needed in top box on right

Choose Sort Order

Enter Query Last Name <> blank

. Save

10.Click on Report

11.Click on Export to file. It will export as .txt

© © N O~ ®
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You will need to open and save as .csv and then convert to .xIs. To Import the Text File
into Excel

When everything has been exported, open Excel.
Choose the “Data” tab

Select “From Text”

The “Text Import Wizard” will open

P wbdPRE
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© © N G

In Step 1, choose “Delimited”

Start import at row 1

Click Next

In Step 2, uncheck “Tab” and choose “Comma”
For the “Text qualifier”, choose “None”

10.In Step 3, leave everything the same and select “Finish”
11.Leave the option of “Existing worksheet” selected and click “OK”
12.Save the file again as an .XLS file.

Church Help Mate:

Exporting Membership Data from Church Help Mate:

1.

Log into Church Help Mate

2. Click on Reports Menu

2

Click on Individual Reports
Click on Individual Output Configurator
Click on the Export Tab

Click on the option that includes All Data Fields. This will create a .csv file with all
of the data in your program.

Membership Plus:
Exporting Membership Data from Membership Plus:

With some versions of Membership Plus you can only export one date field to an export

file.

P wbdPR

Log into Membership Plus
Click on File | Export
Click Begin a new export
Click [Next]



'y bxport Data Wizard

Step 1: Choose export template file

The first step is to
choose whether
you would like to
begin a2 new export,
or open an existing
gxport template
file,

(*) Begin & new expart

If wou chaose ta
begin a new export,
pou will be given
the chance to save
all the options wou
set to & file on the
last step,

(") Use the options set in this export template file:

i | ||Can-:al | x H Help

KR

| Previous| <a || riext N o> 00

Getting Started

5. Click on Individuals/Families/Organizations radio button. Click [Next]

il Export Data Wizard

Step 2: Choose data type to expart
Type of data:

(&) Individuals/Families/Drganizations { ) Deposits

) Groups/Group Membership

() Meetings/Attendance Information

() Contributions

() Contributions with Fund Splits

() Deposit Fund Splits
{) Deposit Currency Splits
() Deposit Bank Splits

() Wisitation/Prospects

() Contributions with Currency Splits () Events

() Pledges

) Funds

() Sehedules with Rooms

() Schedules with Equipment

I quiuusi <s |i Mexk

Jes|lcvo | |[cancel | X || Help

[

7. Select the fields needed to import into Servant Keeper.
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e The Family Role field is the Membership Plus field for Family
Relationship. It will tell you each person’s role in that family (head of
house, spouse, son, daughter, etc.). This data can be used in the import
process and will make sure families are joined together properly.

« When you are selecting Date fields, be sure to use the option under each
date that says “Displayed Date”.

e When choosing Home or Work Phone or emails you should choose the
“Phone Number” option listed below each category.

8. Click [Next]

'y Export Data Wizard E"EW&W

Step 3: Choose which fields to export
Select the fislds  Available Fislds: Zelectad Fields:

that wou want on |+ Members First Marne Mowve Up | &
your report. 4 Addressec Last Mame

, Type of Member
Some fields have | Member Dates
already been Member User Fields

selected for yeu, |4 contact Information
based on ophbions

set in earlier
steps. If you da
not want one of
these, select it

and chick
Remove Field. L4 > | Table:
Add Field Remove Field
p i = et =l Expart | C | X |[Hel ?
[Previous| s [[Neut o> ] | ® ][Cancel | % f[Help | 2 |

9. In the next screen be sure that the option for Parent/Guardian/Dependant is
marked. Click [Next].

10
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&k Export Data Wizard

Step 4: Set member and date range filter
Include all members of the following trpels):

[¥] Dependents [ Families

Buardians [] organizations

[] Families and individuals w/ own address

[l Inelude anly mermbers of thase groups:

| Groups...| &

|Previous |ea|[next  Jex][eoot | » | Cancel | x |[Help | 2 |

10.There is no need to choose a filter in Step 5. Click [Next].

EhExport Data Wizard

Step 5: Select pre-defined filters Coptional

Select Filters:

ISﬂ'hﬁl:t | F I |"5-- I l:l

|Previous [ < J[Nmﬁ [s=][c oo [ » |[Cancel [ x |[Help | 2 |

11.Set the sort order to Last Name. Click [Next].

11
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I 5#] Export Data Wizard

Step 6: Set the sort order

k‘at sort order:

Available Fields: Sort by
Add Al ID# A Last Name
Uses Own Adc
Env # (Numer
Env # (alphat —
Displayed Mar +
Sort Marme
Firct Marme

Middie Marme &S

¢ & [isscending

cll

Ascending

[Previous | <= |[Next [ox][- oo T l[<encel [ x |[Help [ps)

12.Choose the type of Export file. The Help Desk recommends Excel. Click [Next]

Wi Export Data Wizard

Step 7: Choose export file format
Text files Spreadshests
Mow you must e A
El‘tElIJ'.:E what Farirint ) Delimited text (=) Excell
you would like to Lotus 1-2-
export the data to. D FAEETRACE e . " a
) Quattro
;fr'i'jl-' can d"ﬁ';:iﬂﬁ Database tables Other formats
m a van
test files, dat:hasa () Access ' wiord document
tables, and
spreadshests, O bl
() PDF (4crobat)
O %ML
Options
Export fiald titles in the first row (header)
[ 1 For numbers, export zeroes ac blanks
[ If destination fils exists, append thess records
[] open export file for viewing sfter sxporting
| Previous f-:t"qu.; |eallE-cors | # [[Cancel | X IIHulp [ 7 |
|

13.Click the 1st [Browse] button and choose a location to save the exported data.
Name the file and click on [Export]. This step is saving your excel file to the
location you chose.

12
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Step 8: Choose filenames and rurn &xport

] Salectad rt ophians!
The final step is ta " A

choose the name of Export Dependents Guardians to an Excel
the file you want spreadshast

the exportad data

to be saved in.

You may also Dectination file;

hiadin & Hio to Choose a filename for the data being exported:
save all these Brofuse | % |Mofile selected
export aptions so k. i

you can use therm
again anaother tirme,

Export options:
[~ [Save the current export options to filel

| Browse | @
|P'ravi1:|us |:-"';.;- t I-:-”Erpurt I > H Cance| | X ||HE|F| | 7 I

&8 Export Data Wizard

Exporting data to: C;\,, \My Documents\skimpartS.xls

Click Cancel to stop the export,

[Cancel | X |

R |
[ Previous | <e || rie |e> |[|Ex@brt | » |[Cancel | x |[Help | 7 |

Power Church:

How to export data from Power Church Plus:
1. Open your Power Church Plus software
2. Click on the Membership menu option

Getting Started

13
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3. C|ICk on Personal Profiles | Export Data

Fﬂt Edit m Accounting Contributions Events Record Keeping  Utilities

BT

Tasks  |ntegrated Data Entry
Family Mailing List

Jﬁumm E.v:tmtll:i and Skills

i Attendance
{jAbs i Visitabons
ClGrmpht  Ministry Services

L T

EFastD

v v v w

4. You will see a Selection Criteria box. Look at all options, these are filter options.

Maintain Personal Profiles
Maintain Custorn Codes
Quick Tag Recards

Unitag All Records

Reports - Personal Profiles
Print Mailing Labels
Rolodex(tm) Cards

3§ Cards

Lustom Reports

Send E-mail Message to a Group
Create Mail Mu'ge File
Create PhoneTree File

Update Outlook Contacts

Quick Menu

Create File for Prctorial Directary Co

You can use this if you want to filter out specific records during the export

process. Click [OK].

;Eal—i-i*ﬁ_rf;i T

Ugar 2 | Al ]
TR

= EALH SELEC UM AL TS AS ANQ ITHER FILITEH TN 1HE "-'il:LI:L I IUN FROCESS "

Lk F'-JI. 0 laggea O Not lsgged

Marital Stabue: A

User 3: [ Ad

Spcl MNeed 1 A ]

Users | Al |

Spoineed x|  an | Spoi Need 4: |I

Visilarea | | ] ] Male/FonmleMFy] |
MB. DD n

wimn patec| 4 s | (=] 1o ¢4 (=] oee| |7 ] tegf i
Mariieda | 77 |[2] W[ 7 d jelor| [/ | w[ W[ |
papserx| 1+ [l v s :I=] e[ 1A 1w W
Joined | /¢ |2] wei[ r d I or [ Tt 1 ]
Confirmed _F—HE i I ;|E‘. e : f:l ta:|: f:|
[ | = b 24 |Eor |7 |t [/ |
|+ | (o] tea | 4 IEor]| |7 | m| ] |
| A |8 R imlor| 1/ |wl |/ |

Lisar 1 |LI
- s
Spcl Meed 2; & |

Spoibleeds:| an |

Auullermy. [ |

Sasi ] wiprliveiis

@ alphabetical

O Dale Do), Wayd
O3 Ml Cyn, mmmnila, ikay )
) Zip Code

D) Sweet Addres s

: J Comrmmel

5. And Export Personal Profile data window will appear. Click [Next]
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6. Next you will see the Export Personal Profile Data wizard. Here you need to
move the fields from the left to the right that you would like to import into Servant
Keeper. Click [Next] when done with your selections

Export Personal Profile Data

What fields would you like to export?

Fields available for export Fields to export
(L=
Mailing Category

Family Last Mame

Family First Nama

Mailing Mame

Family Salutation

Address

Addrazz?

City

State

Zip

Country
| Carmier Route E - |

[Prevous | [e ] Finer | [ Gancel |

m s

LB

7. Next you need to tell the program what export file format you want to save the file
in. Choose the Comma separated values (First row contains field names) option.
Click [Next].

15
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Export Persanal Profile Data

What type of export file format would you like to create?

O dBase

E@E?ﬁﬁiéééﬁéﬁ@iﬁﬂ values! (First row contains field names)
Gomma separated values

O ASCI fixed length

O ASCI tab delimited

O Excal 2.0 worksheet

O Excel 5 workshaet

O Lotus WK1 warkehesat

O ML

| Previous || Next | Finiel | cancel |

8. In this step you need to tell the program the name of the file and where you want
to save the file. To change the default location click the Change button and you
will see a Save As box as depicted below. Choose the location and name of the
file and click [Savel].

16
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What would you like to name the export file?

Fila nams

ik‘.Eﬂﬂﬂ‘iMsers'Ll-ce!lﬂM‘y DocumentsideExport bt

=

Getting Started

F +
[ie:

3 | Pravious || Medt | Finish || Cancal !
[F] save s "5
Savein: |} - 'ﬁ' ? » m'
I, Nam; Date modif... Type Size
L |- Servant Keeper 6
Recent Places TEST. THT
Desktop
T
Kelly Toner
£
Computer
[ W
-
Metwork
Fie Mame: ot
Save as lype: | File- At ‘] [ Cancel ]

9. After clicking Save you will see the Export Personal Profile Data box again with

the name and path you chose in Step 6. Click [Next].

17
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Export Personal Profile Data

What would you like to name the export file?

Flle name:
[CAKELLY\TEST.TXT |

|F’reuinu5“ [ext | Finish Cancel

10.Now you will see a Finish window giving you all the information that you

completed in steps 1 thru 7. Click [Finish] to complete the export and create
your file.

Feport Persnnal Profile Nata
Finish:

You are now ready to begin the export. If you need to change anything
select prewious. Click Finish to start the export process.

Exportfile fnrmat:|r:‘:nmm:;| Seperated Values with Field Mames |

Export fle name: | C\KELLNTEST.TAT |

[lMields to export | Address
Address2
ity

Ztate

Zip

Moxt | Finich || Cancol |

11.In the last step of the export process simply click the [Done] button to exit the
export process.

18
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| Ewport Personal Profile Daks

File Complete
PowarChurch Pius has finished creating the asportfile.

I

CCIS:
How to export data for Import into Servant Keeper CCIS:
1. Open your CCIS program

2. Open the Membership Management program by left clicking on File |
Membership Management or left click on the first icon on the left.

3. Click on File | Query and Report Writer

4. Choose a query in your list or create one that has all of your individuals listed
with all information that you would like exported. Also to keep families together
make sure that Family Number is included in your query.

5. Left click on the Results tab to view the results of your query.
6. Left click on File | Export

7. In the FileType box left click the drop down arrow and choose Comma Delimited
(*.csv) option. Click Ok.

8. You will get an Information box telling you where the file is being saved to and
the name of the file.

9. Left click the OK button

10.Close your CCIS program. You now have the file needed to import into Servant
Keeper.

Church Windows:

How to export data from Church Windows:
In Church Windows you have a couple of options of what data you can get exported.

1. Open your Church Windows program and click on Contact List.
2. Then click the [Print] button.
3. Click on the [Mail merge /Export] button.
« If you choose [standard] you do not have the option of selecting what
fields to export. Here is a list of the fields that will be exported for a
standard export:

19
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Mailing Label First Name
Salutation Middle Name
Addressl1 Suffix

Address2 Last name

City State Title

Zip Code Carrier Route
Home Phone Mailing Code
Geographic Area

4. If you choose any other option on this list, you have the option of choosing what
fields you can export.

5. Once you choose your fields to export, click the [Update] button to see what the

export file name is. This file will be created and saved in your CW folder on your

hard drive. For example this file is called merge.txt.

Click the [OK] button to create the merge.txt file.

Click the [Next] button to continue. The merge.txt file will be opened on your

screen.

« You will notice that the city and state are in the same cell. These will need
to be parsed out and put in their own cells for the import into Servant
Keeper to work properly. Please see the Help section in Excel to separate
the contents of one cell into separate cells

8. Click the [Close] button to finish the export.

N

ACS:
Exporting Data out of ACS:

1. In ACS under the People Tab, click on [Searches].

20
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@ ics People Suite

¢ Modules Utiities  Online Resources  Help

ACS People Suite - Main Menu

Feople  Contributions | Attendance Utilities

acsPeople’

Individuals Groups Other

AddfEdt YiewyEdit Activity
Tndividuals Croups Define Lists

Delete Individual Groups Setup People Setup

Change Family
Unit

Mass Change

g

2. Click on [Advanced Export]

21
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S ACS People Suile
fnrdes LFires Cnine Besources  Heln

ALY Peuple Suile - Main Meau
' I‘ll

Search [preation | Sgarch Criara | Bests |
Settings

Seaich Dals  0Ef22/2010 v,i
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3. Click on the [Create New Export] button.
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@ AL Dooplo Suito
Mudues Utities  cwiline Fesources  Heb

ALY Paupls Sulls - Walp e

4. Select File export and click [OK].
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5. Click on the Fields Tab, Expand the Special fields folder and then expand the
Individual folder in the ACS Fields panel. You need to select the individual fields
that you want to export. Click [Next].
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6. Select the file format to export and click on the [FileName] button and choose
where to save the file.

b

|k 72
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Getting Started
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7. Click on [Run Export] and save file to your computer.
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Nspire:
How to export from Nspire:
1. Log into Nspire

2. Select Individuals and in the quick ministry profiles box click Print next to All
Individuals.
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MNspire
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4. Click the Insert button to create a new export file.
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Enpo® Tamplaie

Pl Dk hop lmpos
ALH]

[ Fenwve dupie e houtshold venbery

K Oow |2 Heo

5. Enter the export file name, check the Use Header record check box and click the

[Modify List] button.

"8 Record Will Be Added

Marme sk
Digtcption

Token

Descriphon

|1 uﬂ_sm

[ ox

| [ Corcel | [7 Hew

6. In the select token window choose the fields to include in the export. For the
most comprehensive result select Tree (Legacy) for View.
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7. Once all the desired export fields have been selected click the [OK] button.

8. Click [OK] again.

9. The file you created will be listed in the Export Template box. Click the [Export]

button to export the file.
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10.Name the export file, choose where you want to save the file and click the [Save]

button to complete the export process.

Shepherds Staff:
How to export data out of Shepherds Staff:

1.

a bk~ wbn

Log into shepherds Staff.

Click on Membership.

Click on Reports Menu | Mail Merge.
Click on “By Person” radio button

Select the fields you need to export by double-clicking on each field. You will only
be able to choose 30 fields to export at a time. If you need more than 30 fields,
you will want to do a separate export into another file. Just be sure to keep the
First and Last Name fields in the second export and sort by last name so that the
people are in the same order. This will allow you to copy and paste the additional
information into the first spreadsheet.

On the right side you will see additional options. Be sure that you have marked to
pull All Records

Click on Merge (upper right-hand corner)

Save the file as a .csv file to a location on your computer where you can easily
find it

again. It will default to a .doc file, so be sure to type in the file name with .csv at
the end of it.

Shelby:
To Export data from Shelby:

1.
2.

©CoOoNOO AW

Open the Shelby Membership Module
Launch the Report Module
e Select the Selections and Listings option.
e Click on the New Report button.
e Use the Default settings in the Applications Screen. GlobalFile and
Membership/Misc Name/Pros.
In the Report Information screen Name the report.
Select the Formatted (ALL) option in the reports box.
Select the Information you want to export from the available fields box.
Select the Print to File and Include Fields Names in First Record.
Check the Print Home Address on First Line
Check the Print Unlisted Phone Numbers.
Select the type of address you want to export

10 Select the phone number types you want to export

11. Save the Report and go back to the Report Information window.

12.Run the report and make sure to note where it has been save.

13.The File will be save as a text file that will need to be opened and converted to

an excel file using excel.

To convert a Text file to an Excel file using Microsoft Excel.
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When everything has been exported, open Excel.
Choose the “Data” tab

Select “From Text”

The “Text Import Wizard” will open

In Step 1, choose “Delimited”

Start import at row 1

Click Next

In Step 2, uncheck “Tab” and choose “Comma”

For the “Text qualifier”, choose “None”

10.In Step 3, leave everything the same and select “Finish”
11.Leave the option of “Existing worksheet” selected and click “OK”
12.Save the file again as an .XLS file.

© 0N O RrDNRE

Data Field List

You can import data into 60 Servant Keeper fields using the Import Utility. The list
below is displayed by tab in the individual profile so you will know where each field is
located in Servant Keeper.

In the Profile tab

Title
Salutation
Last Name
First Name
Middle Name
Prefer Name
Addressl
Address2

. City

10. State

11.Zip

12.Carrier Sort
13.Country
14.Birth Date
15.Wedding Date
16. Matrital Status
17.Date Baptized
18.Date Confirmed
19.Date Joined
20.How Joined

CoNoO~WNE
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21.Member Status
22.Envelope Number
23.Sunday School
24.Home Phone
25.Work Phone
26.Cellular Phone
27.Email 1
28.Employer
29.Occupation
30.Extra Field 1
31.Extra Field 2
32.Extra Date 5
33.Extra Date 6
34.Extra Date 7
35.Extra Date 8

In the Alt Addr/Phone Number tab

36.Alt Address
37.Alt Address 2
38.Alt City
39.Alt State
40.Alt Zip

41.Alt Carsort
42.Alt Country
43.Alt Phone

44.FAX
45.Pager
46.Extra phonel
47.Extra phone2
48.Extra phone3
49.Email 2
50.Email 3
51.Website

More Info Tab

52.Extra Field 11
53.Extra Field 12
54 Extra field 13
55. Extra field 14
56. Extra field 15
57.Extra Date 1
58.Extra Date 2
59.Extra Date 3
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60.Extra Date 4
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Using the Membership Import Tool

Opening the Import Tool

1. Once You have installed the servant Keeper 7 Import Tool, Click the Start button

and select All Programs.

2. Browse to the Servant keeper 7 Folder and select it.
3. Click on the Servant Keeper 7 Import Utility.

4. Each time you launch the import tool a browse window will appear asking you to

select the file that you want to import.

5. Select the file you want to import and click the [Open] button.
6. Once the information from the file you selected has been processed you will be in

the import tool at Step 1.

( W Select the file you want 1o import.
Lo | ¥ Computer ¢ Company (M:] ¢ Support + SKT #
Organce = Mew folder
[ Favarites PR
B Desktop 0 | Sample Membership Import file
& Downloads 0 | Membership 4400 Import data
% Dropbox 2] Memeberhsip Import Data
o Recent Places 0] us-500
0 Eellys test cav file
= Libraries B export import test 2013
s Dhocuments = | Indrnvidiusal Contributeond Totals List
a! Mustic [ best
= Pictures =7 Individual Contrils List
B videos 0 | compare times for tasks
0| Contrib 2013 impoat
‘B Cormputes 2 cmTPostingLog
L 05(Ci) B 2012 giving
Lg® Company (M) B contib import test
Lg# Video Repository (V' =«
File name: herneberhaip Import Data

O= i
> P
= - i L
A B [
1 |first_nam last_nameof
2 |lames Butt B
=| 3 |losephineDarakjy O
4 |Art Venere C
5 |Lenna Paprocki F
6 Donette Foller P
7 |Simona Morasca O
o B |Mitsue Tollner M
I | |Leota Dilliard <
sl 10 | Sage Wigsar T
f 11 | Kris Marrier K
12 Minna Amigon 0O
13 |Abel Maclead R
14 Kiley Caldarera F
15 | Graciela Ruta B -
"
- :Suppnlrlzd Impart Files (s, bt vi
[ open v [ Cancat

Import Data into Another Servant Keeper Database

By default when you open the import tool it will be set to import into your default Servant
Keeper database. You can Import into another Servant Keeper database other than the
default Servant Keeper database using the Open Servant Keeper file feature in Servant

Keeper 7.
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Importing Data into Another Servant Keeper Database:
1. Create a new Servant Keeper Database.
e Log into the Administration Manager
o Click the File menu and select Create New Servant Keeper Data File.

« Enter the name for the new database, choose where the new database
will be saved and click the [OK] button.

e A Message will appear saying "The ,database name> was successfully
created in <database path>..." click the [OK] button.

2. Open and Log in to the database into which you want to import data.
o Click the File and select Open Servant Keeper File.

e Select the database into which you want to import data and click the
[Open] button.

e A Log In screen will appear. Enter your User ID and Password and click
the [Logon] button.

o Close Servant Keeper.
3. Open the Import tool, select the file that you want to import and click [Open].

« The name of Servant Keeper Database into which data will be imported is
displayed, at the bottom left corner of the import tool window, in the
Current Data Source area for verification purposes.
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4. Once the import process has completed log into Servant Keeper.
« Click the File and select Open Servant Keeper File.

o Select the database into which you imported data and click the [Open]
button.

e Log Into view the imported data.

Step 1 - Choose your import file format options
Step 1 - Choose you import file format options

Most files you will import will have a header row. A header row is the
top row of your spreadsheet that has the name of each column. If you
are importing a file from another program then you probably have a
header row, and it will consist of the field names from that program.

The example data shown below has a header row.

1. If the data you are importing has a header row, select yes next to the Data has
Header Row option at the top of step 1

2. Change the Start importing at Row to 2.
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3.

If you are importing an excel file the Field delimiter and Text Qualifier options will
be disabled. If you are importing a CSV or TXT file In most cases the Field
delimiter will be Comma and the text Qualifier will be either Double Quote or
None.

e If you are importing a CSV or TXT file you may need to play with the Field
Delimiter and Text qualifier option until the data in the preview of Import
file window is arranged in columns.

Once you have entered the necessary information in step 1 you have the option
to click [Save Step 1 Settings] and/or click the [Next] button to continue to Step
2.

Step 1 - Field Delimiter

Field Delimiter

Most files use commas as a field delimiter. This is the character in your import file that
separates each value. If you are not sure, choose comma.

The example import file shown below uses commas to delimit or separate the field
values.

B data to import.txt - Hotepad g@@

File Edit Format View Help

"First mame","Last wMame","address","cCity", "state", "Zip code", "Home Phone","E-mail"

"Edward", "Mewman", "300 Front st","Jersey Shore","PA", "17745-1243", "F17-397-4934", "en@servantpc, com”
"Frankl14in", "clean”,"123 cCactus Rd","Jersey sShore", "pa", "17740-1277","602-126-1286", "fclean@ffr.com"
"James", "arnold"”, "445 E Third street”, "Lock Haven","Pa","1111111111", "717-748-0844", "1, arnold@crs. com”
"Janet", "Mewman", "300 Front st", "Jersey shore","pa’,"17745-1243", "717-397-4934", "jan@acl. com”

"Jaret", "Mmitchel1", "5 Garth rd", "avis", "pa", "17721-1887", "717-753-1883", "Jaretm@surfnet. com"

"Jonathan", "smith","313 5. Main Street”,"Jersey Shore","Pa","17740-1723", "707-398-1334", "Lovinservantkprgacol. com”
"Kathie", "Mitchell™, "5 Garth rRd", "ayis", "Pa", "17721-1887", "F17-753-1883", "kKmitch®aol. com”

"Maryanne”, "smith", "315 5. Main Street“,“Jersey shore", "PA", "17740-1723", "707-358-1334", "cougar®@anl. com"
"Mmeredith", "Jackson", "1234 Main St“,”Phoenix”,'AZ“,“85021—188?“,“602—111—1111“,“mjackson@ao1.com“
"Michael", "Bolton", "1234 south st", "Mashville","Tn","37202-1523", "324-554-5345",""

"orville", "Notenough', "44 oldtimers way", "Mewark", "N31","05555-0142", "215-123-1232", "onot@tutu,. net"
"2ally", "Plumtresa”,"123 pass Rd", "Almost Heawen", "wv", "00001","602-123-4567", "splumtres@fruitsrus. com”

Step 1 - Text Qualifier

Most files use a double quote as a text qualifier. This is the character that tells the
import tool where the value in the field begins and ends. If you are not sure, choose
double quote.
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The example file shown below uses double quotes to delimit or separate the fields
values.

B data to import.txt - Hotepad g@@

File Edit Format View Help

"First Mame", "Last Name“,“Address“,“city“,“State“,“Zip Code", "Home Phone", "E-Mail"

"Edward", "Newman", "300 Front st","Jersey Shore","PA","17745-1243", "F17-357-4934", "en@servantpc. com”
"Frankl14in", "clean”,"123 cCactus Rd","Jersey sShore", "pa", "17740-1277","602-126-1286", "fclean@ffr.com"
"James", "arnold"”, "445 E Third street”, "Lock Haven", "Pa","1111111111", "717-748-0844", "1, arnold@crs. com”
"Janet", "Mewman", "300 Front st","lersey shore","pa","17745-1243","717-3597-4534", "jan@aol. com”

"Jaret"”, "Mitchel 1", "5 Garth rd", "avis", "PA", "