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1. Before importing Accounts and Contacts to the
PlanMill system

Importing Accounts and Contacts to the PlanMill system from various sources allow you to save time
by eliminating repetitive entries of similar information. All PlanMill users with access rights to Import
module (usually Power User only) can easily import Accounts and Contacts information from various

sources such as an Excel sheet.

With a few easy steps, all contact and account information from other CRM, Project, PSA, or ERP or
software systems (Severa, Sugar CRM, and others) can be transferred and used immediately.

A list of typical fields that can be imported for example includes Names, VAT Id, Business Id, Terms of
Payment, Invoice operator, Address, Postal code, City, Country, and so on. A template file in Excel
and a complete list of fields, parameters and their description can found in the PlanMill Online Help.

1.1 Before importing Accounts and Contacts

The PlanMill administrator activates the Import function for the Power User or other roles. To modify
parameters before importing information to the PlanMill system, take note of the following:
e Make sure that the user has relevant rights to the data import function.
e If the default parameters are OK, you may start the import process immediately.

m My workspace

Welcome Maintenance-user PlanMill.

Create new

w Portfolios
|E Recently viewed projects {10}
|/ projeats (20)
[ Accounts (10}
|/ contacts (23)
[H Teams (2}

T | PLANMILL

BE ~ Reports [ )51 @163 IR

This month  Last month
Ivty time 0,00h 000 h
My billable time 0,00 h 0,00 h
All time 0,00 h 9350 h
All billable time 0,00 h 39,00 h
All expenses 0,00€ 154,50€
All revenue 0,00€ 3 575,00€
All new opportunities 0,00€ 13 BOD,00E
All won opportunities D,00€ 0,00€
All lost opportunities 0,00€ 0,00€

&) Start timer | 15.2.2010, 12:46

Personalize

[ My reports (10}

[+ Portfolio analysis (7)
[ Inveicing (17)

¥ Time & expense (18]
[ Rescurces & utilization (11) |
[F Sales & service {23)
[ Update reports (10}
[F List reports (5]

[+ Other (1)

[ New opportunities (1)
[H Marked as read (1)

2 Time S;npense; {8)
‘E Actions & requests (10)
;E Opportunities (1)

‘E Revenues [11)

;E Marked as read (1)

TR

[+ PlanMill related links (10)

Figure 1. The Import function is under Administration

All fields that do not have information or do not match with list values in the file to be exported are to
be filled with default information from the Import values.
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1.2 Matching the template of a source document before importing

To ensure successful import, check that your source document such as an Excel sheet matches exactly
with the template (or copy information from your Excel sheet to the template).

"l;-;‘_;“ i 9 - b accounts_import_template’ [Compatibility Mode] - Microsoft Excel =
wd -
= Home Insert Page Layout Formulas Data Review View @ - 7 x
2 1 =il = Erm—— ¥ o et AP &
Arial 10~ (A S = 8| =1 Wrap Text. Text ™ - L |=:
B (2] | ! EQ - I perete - || @] 2 ‘-ﬁ
Paste v | b - | - - EEE=E = @ T - | |Gl - ||=s8 ;08| | Conditional Format Cell Py Sort & Find &
- B L0 -|iE] 2 A Sl £5/{ B Merge & ot B oW 8 Formatting - as Table ~ Styles - || (A Format = || (2= Fitter~ Selact~
Cliphaard ™= Font g Alignment E] Humber B Styles Cells Editing
\ A2 - e | Acme Ltd [z
ST e e D E F e H I K L M
1 MName = Passiyx Fesponsibl>|Type |=|WATId ~|Businessli = TermsOfF ~ Phone |r|Fax v |website | email |v|parentid|~|industry|>
+358-40- +358-40-
2 |Acmeltd 1 0 Miinioja, Marju Prospect  1765682-3 1765662-3 10 B387308 8367300
3
4
5
B
7
8

W 4> ¥ account contact - Sheetl . v, )

——

Ready ] \ 100% (=)

()t

Figure 2. Matching the template of a source document before importing

Select the desired data to import and edit the default values if necessary. The Import section lists all

the possible options for data import (in this case just leave heading titles from the source document,
such as Excel).

Note: If no information for a column is given in the Excel sheet, the import will use the default
information from the import edit.

Select Edit to set the default values for imported data. Also, check that all list values (like countries)
and users’ names (account responsible) are written exactly in the same way as in PlanMill’s Account
and Contact forms. Remove the top row containing the captions for the Excel columns, so it will not
be included in the import.

Note: When importing contacts it is important to specify what account will be used as a default, if no
matching account name can be found. This is defined by editing the Import set-up values.
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2. Importing Accounts and Contacts

The picture below shows a summary for Importing Accounts and Contacts to the PlanMill system.

Copy data to heimported
to Excel and save as bt ~ . L
file Go to Import and edit Upleadto . txtfile with

Accounts default Accounts and click Import Select Accounts default

Contacts to one Excel;
accounts to another Excel

Note: Do the same process for Contacts default.

Figure 3. Summary of Importing Accounts and Contacts to the PlanMill system

1. Go to PlanMill Administration tab and select Import, which will then show a list of imports.

D} Administration Management exmm—r | PLANMILL

> My workspace > Parameters | Start timer | 15.2.2010, 12:58

Parameters
New parameter ‘ Delete & | Copy category Activate changes
Total: 0

[+ sales management
! Name Data Description Comment Enabled Role User

Figure 4. Import tab in Administration showing a list of imports

2. Click Edit in front of the Accounts default import and set all default information in Import correctly.

Administration Management Pi_ AN ™M i L

> My workspace > Import 15.2.2010, 13:00

Parameters  Enumerations Jobs Language  Sessions Roles Currencles  System Import Tools

Total: 24
' Name Description

[edit) Accounts EI TOIMI TALLA HETKELLA, PITAK TARKISTAA PARAMETRIT SEVERA-IMPORTISTA
Accounts Default Account-import
Accounts GiaEssen Account-import
Accounts Severa Account-import
Accounts SugarCRM Account-import
Actionperformers SugarCRM Action performers-import
Actions SugarCRM Actions-import
Contacts and Accounts test for importing complex data
Contacts El TOIMI TALLA HETKELLA, PITAA TARKISTAA PARAMETRIT SEVERA-IMPORTISTA
Contacts Import Contact-import
Contacts Default Contact-import
Contacts GiaEssen Contact-import
Contacts Severa Contact-impert
Contacts SugarCRM Contact-import

Figure 5 . Editing the Accounts default import

3. In the Import settings, enter the value of the desired fields. Under Default, select from the listed
items in the dropdown menu.
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Exmmm—mry | PLANMILL

> Ny workspace

Parameters Enumerations

Jobs

Language

Sessions

Roles

Currencies  System

Import

Tools

&) start timer | 26.2.2010, 13:32

Import settings l

Account ID [Default)

Name (Default)

Status (Default)

Active

Account owner {Default)

o

Type {Default)

| Frospect

VAT number (Default)

]

Business 1D (Default)

Terms of payment | Default)

| 7 days net

Phone (Default)

Fax {Default)

Website (Default)

|nu|l

Email (Default)

|I'|Li||

Parent account {Default)

|nu|l

Industry {Default)

b

Account ID (Status)
| Hidden

MName [5tatus)
| visible

Status (Status)
| visible

Account owner [Status)
| visible

Type (Status)

| visible

VAT number {Status)

| Visible

Business ID (Status)

| visible

| visitle

Phone (Status)
| visible

Fax (Status)
| Visible

Website (Status)
| visicle

Email (Status)

| Visible

Parent account {Status)

| visible

Industry [Status)

| Wisible

Figure 6. Selecting and entering the value of the default Import settings

Hidden = Value is saved from import parameters and not in the file
Visible = Value is saved from file
Ignored = File contains extra fields that are not imported
Internal id of person 0 = system
Null = means empty value needed for some fields

Iz

15

=

4. Save the defaults when ready and click on the link “Account default import”. Finally, click “Save”.

5. When the parameters are correctly set, you can now start to import Accounts and Contacts from
another system or from other source documents to the PlanMill system. Select Import Data and save
the imported text file, which will then be stored in a database. The imported file must have specific
fields and separators, as defined in the original definition of the data to import. Save the Excel as tab-
delimited txt —file (Save as...). Save accounts to one file and contacts to another.
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r@‘ Administration Management My settings __Help__Logout Jl--c PLANM 1 Lt

= iy werkspace

@) Start timer | 15.2,2010, 14:44

Parameters. Enumerations Jobs. Language Sessions Roles Currencies System Import Tools
Import | Script | Cancel
Import |

Document *
IE'\Dﬂcumenls and Settit| Browse

“ Required

E3

Opening import. txt
*fou have chosen ko open
[Z] import.txt

which is a: Microsoft Office Word Document
fram! https:/fonline.planmil.com

‘what should Firefos: do with this file?

Motepad (default) ~
() Save Fils

[ Do this automatically For files like this From now ar.

Figure 7. Selecting the text file containing the accounts for importing to PlanMill system

7. In the file upload, click on the Browse button and select the text file containing the accounts. Click
Import and PlanMill will start reading the account data from the file row by row. Error messages will
appear if there is too long information or if something else goes wrong.

Note: The Script is for debugging only. Save file from Script tool and send to PlanMill administrator.

B import-1 - Notepad g@f@

File Edit Format Wiew Help

BEGIMN TRY
BEGIM TRAMSACTION Trans

DECLARE @Account_Id int

DECLARE @Location_Id int
DECLARE @account_rarentId int
DECLARE @account_supplierIid int

CREATE TAELE #temp (msg rvarchar (Max)])

SET @Account_ParentId = (SELECT Id FROM Account WHERE AcCcount.hame=)
SET @Account_sSupplierId = (SELECT id FROM Account WHERE name=)

EXEC PMs_Getunigueldentifier @account_Id ouUTPUT

EXEC PMS_cetUniqueldentifier @Location_Id oUTPUT

INSERT IMTD Account (Id,Mame,Passive,Responsibleld, Type,vaTid,Businas
IMSERT INTO Location (Id,addressl,address2,cCity,PostalCode,State,Cour
IMSERT INTO AccountHasLocation (LocationId, AccountId,Type) VALUES (@L

SELECT m=g FROM #temp
DROP TABLE #temp

COMMIT TRANSACTION Trans

END TRY

BEGIN CATCH
SELECT ERROR_MESSAGE() as 'Error
ROLLEACK TRANSACTION Trans

EMD CATCH

3 >

Figure 8. Debugging script to be sent to PlanMill administrator.

An OK message appears if all actions were made correctly. If there were any errors, nothing will be
read in PlanMill and you will need to do the import process again after you have fixed the data.

Do the Contact import by repeating steps 5-8, but use the “Contact default import”. It is very
important to import first any new accounts before importing contacts to those accounts.

8. Store the imported information in the database.
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Note: If an error message is shown, incorrect data rows are displayed as they were in the original text
file, in addition to showing the line number. This happens for example if in the imported file, the value
exceeds the allowable length of the database — it will then show the text that says what is assumed
and the permissible length of the field.

.,‘,"@.' Administration Management Ny settings _ Help_Logout Jll--ccn [ 2] PLTANM i L

= Ny workspace > Import > Summary page @) Start timer | 15.2,2010, 14:49

Parameters Enumerations. Jobs Language Sessions Roles Currencies  System Import Tools

Back Backtoimpaortlist

Import Information

Status Oops, semething went wrong..
Parsing errors: #L:Error: "Acme Ltd,0;Niinioja, Marjukka,Prospec;l765682-3,1765682-3,10,-358-40-8387 302,-358-40-8327 300 www. ame.fijohn doe @acme com;;;0,,,0,5,22.0,555 Acmian
Street 123;29600;Acme CityFinland' is too long (Account Name: 150}

#2: Error: "¥YZ Ltd;0;Riikonen, Sheila ;Integrator1937654-31234567-3;12;-358-50-41 24987 ;+358-09-6388227 ;www.xyz. com;amit gupta @z com;; Fredrikinkatu
42,,06200;HelsinkiFinland’ is too long (Account Name: 150)
Runtime errors: Process terminated,

Runtime warnings

Figure 9. An error message showing a text that is too long.
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Glossary

Accounts

Contacts

Import
specification

Power User

Project

Request

Task

Users

Work Schedules

Workspace

Each contact belongs to an account. All the users are also shown on the contacts
tab. Contacts can be linked to actions, requests, campaigns, and so on. Accounts
are typically companies that are potential customers (prospects) or existing
customers.

Store information about your partners, affiliates, suppliers, and other relevant
details. Enjoy quick access to all critical account data, including a company
overview, key sales data, relevant documents, partners involved in the account,
and more.

Description and details of Accounts, Contacts, Actions and Opportunities
parameters.

Refers to person(s) with corresponding access rights as a power user, and can for
example view all absences and accept interruptions in absence request. Power
User also refers to the system roles of a person with corresponding access rights
to the PlanMill system as a whole.

Refers to specific tasks assigned to one or more performers as an assignment. A
request has to be related to a project. Project requests are also related to
contacts /partners. Time can be reported for each project and can be entered by
the performer(s) after each request. A competence is bound to a billable request
is based on a project's price list. Each project contains different price types.

A request is a wish or requirement attached to a certain project as a task and
optionally to one or more performers. For each performer, an assignment is
created. A request can be related to contacts, projects requests and partners.
Time can be reported for the requests by the performers.

A task is attached to a certain project assigned to one or more performers.

Persons or employees in the company listed in the HR database, which for
example, can perform general actions within the PlanMill system.

Used commonly by the Resource & Project Manager for tracking tasks, requests
and their deadlines and shows assignments and performers assigned to the tasks.
In PlanMill Time Reporting, this is useful for checking current resources for the
company during multiple projects.

Also called My Workspace, this is the PlanMill dashboard where users can
customize screen layouts from different readymade options and can add frames,
gadgets, and widgets.
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