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1. Introduction

In order to import data into BluWave it is important that the data is in the correct format and excludes
forbidden characters.

The format used is a CSV file, with specific formatting.
Attempting to import files with the incorrect formatting will fail.

BluWave provides a CSV template for each type of import that can be downloaded from the imports
section of the system setup. Users may download this template and use it to format their data prior to
import. The template contains the column headings to be used in the correct order, plus a few examples of
test data.

1.1 Downloading the Import format

Click on the System Setup menu and then the Imports option, then select the information that you want to
import from the options displayed and click on the Next button.

e T
BluWave Search Select v
SOFTWARE ot

NEW RELEASE - N »
- —

Quick Creates Home Activities Leads™ Contacts™ Companies Opportunitiess Jobsv Assetsv Reportsv System Setup~ Financials™ List Managerv

CRM Setup
Service Setup

Administer Users

ﬁﬁé Import Data

Edit Profile
Please select from one of the following options below: Imports

Quote Setup
@Import Companies

Olmport Products

Pricelist Management

Documents
Olmport Products with Source Currency Volurhe Pricing
Olmport Products with Multiple Pricelists Workflow
Olmport Products with Annuity
S —
%
ﬁﬁ’ Company Import
Click on the Download
Step 1: Format Your Data Correctly
H H Your file o be imporied must be in a particular format as . csv file
Import format Ilnk to Please click the link below to download a3 sample. You can open it up using Excal
NB: There must be no commas (. ), inches ("), apostrophas ( ' ) and entar characters in the content of the file.
download the template #
that displays the Download import format
required data format T
a -;‘. o | B
for a successful import k| 5. | ) e | 5 | S i e
to take place. O o D s 8 V0 68 1 AR oty VO s B =
3. Cutsomes Coxtomer Sats hep St Mam Scrmame oW Tole | OeogretiCrtwporyiteiNe  Faine  CalMe  f-Mwt
3 M0KK Company Desott  Swter  Govendecd e Mg WG LSRR Las e TOtY Aol
L] w0nr comeey e et Tt 3w e Laemeas limas ey srevsecemens
3| 106s Compuny w01 Mie  Weoe 4 M Sabe Conse LIMAZIM LIS FHILITTYS AlLch @CTmEMC 0
The file should be in I.
i oL mem semmer et e 2 “ i

your downloads folder.

Choose File | Mo file chosen

Step 3: Upload and Import to Bluwave

Upload File and Import
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1.2 Filling in the Data

The import format for each type of import is unique.
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The template displays the headings used in the correct column order (which includes the data format and
indicates required where necessary) as well as instructions needed to complete the information and
examples of test data. The test data and instructions should be removed but the column headings must not

be changed.

The user simply needs to populate the spreadsheet with their data in the correct fields.

=1 |= Bluwave Customer Import Format - Microsoft Excel - O X
Home Insert Page Layout Formulas Data Review View & @ = B £
4 = 4 - AT === e = . :E]j 5 _—" g=nset~ X - /}? \ﬁ
= gy~ Calibri A A = ¥ = -Ganera\ g :Ld;d _ 2 petete - | ]~ 7 - ua
oo B iEaaA W% o R oo o ) o | 2 e o
Clipboard Font Alignment Mumber Styles Cells Editing
:: Al - Jfe | Customer No (Alphanumeric (15)) v
[ a B c D E F G H 1 J K L M N o ~
1 |Cust0me Customer Sales Rep First NamiSurname {Initials (Al Title (Alpt Designatit Category (Tel No (Al Fax No (Al Cell No (A E-Mail (Al Postal AdcPostal AdcPos| |
§ 2 100456 Company 1 Peter Govender P Mr Sales Man MG 1.15E+08 1.15E+08 7.22E+08 Peter@Cc 101 Eastb¢ Greenstor Dur
Moz 100456 Company 1 Bob Lowe B Mr Financial IDR 1.15E+08 1.15E+08 7.22E+08 Bob@Con 101 Eastb¢ Greenstor Dur
4 100457 Company 2 sheryl Stoope S Mrs Sales Con:SC 1.16E+08 1.16E+08 8.37E+08 SherylS@! 101 Eastb¢ Greenstor Dur
@S 100458 Company 2 Alice Hope A Mrs Sales Con:SC 1.2E+08 1.2E+08 7.62E+08 Alick@Col 101 Eastb¢ Greenstor Dur
1 6
w7
M| 8
19 =
8|10 I
B
212
213
14
15
16
17
18 =
19 -
H 4 » ¥ | Bluwave Customer Import Format %3 [Tl [ L » 1]
Ready | |EET D@ 100 (=) [} (+)

It is important to note that the import will fail if the headings are changed in any manner.

General Instructions:

e Please save this file as a CSV (Comma delimited) (*.csv) and then import the CSV file into BluWave.

e DO NOT delete or rearrange any columns found in line 1.
e Please remove all blank rows between your data.
e Find and replace all non-permitted characters using CTRL +F.

e NB: There must be nocommas (, ), inches ("), apostrophes ('), Semi colons ( ;) Acute ( *) and

enter characters (Found by pressing CTRL + J).

e Only the first record requires an account number if, any of the customer records do not have an

account number e.g. AO.

Make sure that the following fields are populated, depending on what data needs to be imported. For all
the fields that indicate a code is necessary- please find these codes in your system setup menu/options.
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1.3 Removing unnecessary Punctuation
The import document must be free of specific characters for a successful import.
The forbidden characters are:

e Commal(,)

e Inch (“)

e Semi-colon (;)

e Apostrophe (‘)

e Enter keys (ctrl + )

e Accent ()

e Commas or thousand separators in number values. All numeric columns should be filled in with at
least a zero (o) and should not contain any thousand separates such as spaces or commas.

Once all of the data is populated in the correct columns and all the necessary fields are filled in you must
remove any forbidden characters prior to import

Make sure to replace all of the commas (, ), inches (" ), semi-colons ( ; ), apostrophes (') & enter keys (ctrl
+]).
(Click on the “Find & Select” button and in the “Replace”-tab, type the character mentioned above in the

“Find what:”-field and type a space/ or backspace in the “Replace with:”-field. First click on the “Find All”-
button and then on the “Replace All”-button. Do this for all the characters.)

- Lo L%
|'._—’.| = v Bluwave Customer Import Format - Microsoft Excel
Home Insert Page Layout Formulas Data Review View & @ = g 2
L] o ) A E
3= & - . o = =] - m, c@nsetr X - 3
Calibri 11 v A A == =" General - 2 o | 7
’ J Ea- - A =] :E';ﬂ = 5% Delete - | [@]~ z ﬁ
Paste B 7 U~ | ¥~ - - E=E Bad - B - g, 9 | %0 ;00 Conditional Format Cell [ - Sort 84 Find &
; - 7 - - - = Lg " o e Formatting * as Table v Styles » | £=d Format ~ | 2~ Fitter § Select »
Clipboard Font Alignment Number Styles Cells Editirig
[ Al - fx | Customer No (Alphanumeric (15)) |
A B c D E F G H 1 ) K 3
‘ Customer Sales Rep [
[} Name Code Category
[ Customer No |(Alphanumer (Alphanumer First Name  Surname Initials Title Designation Code Tel No Fax No
{alphanumer |ic (50)) ic(10)) Find and Replace ? x  [(Alphanumer (Alphanumer (Alphanumer
= 1 |ic{1s)) REQUIRED  REQUIRED ic(3)) ic(25)) ic(25))
g Find Replace
Find what: ' -
2 100456 Company A S MG 114626971 114626886 =
¢ Replace with: ~
Options =>
il 3 100456 Company A 1} DR 114626971 114626886
i Replace I Find Al I I Find Next Close
! ares
| 4 100457 Company B 2 Sheryl Stoope S Mrs Consultant  SC 115673423 115673423
Sales
5 100458 Company C 2 Alice Hope A Mrs Consultant  SC 119847534 119847534
6
7
-
4 4 » M| Bluwave Customer Import Format a El 4 L} | 4 Iﬂ F
Ready | | [EE|C 100 (=) U (+)
————————————

1.4 Saving the Excel Spreadsheet as a CSV file

After replacing all of the characters, save the file in a “.csv” format.

Revision Date: 06/05/2024
Revision No: SM0013.2 BluWave- Importing Data Page 5 of 11



BluWave Software

(Click on “File” and then on “Save as”)
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Information about Bluwave Customer Import Format

D:\User\Downloads\Bluwave Custorer Import Format.csv

. Permissions
m‘—él;] Anyone can open, copy, and change any part of this workbook.
Protect
a Recent Workbook ~
New
@ — Prepare for Sharing
o Print {7 Before sharing this file, be aware that it contains:
o - Document properties
Check for
4 Save & Send lssues Content that cannot be checked for accessibility issues because of the
1 current file type
8 Help
E .
2| ] Options - Versions
) @ Exit '.@ |X‘__'] Today, 08:41 (autosave)
Manage
Versions =

| =] LY
Bluwave Customer Import Format - Microsoft Excel - m} *
Home Insert Page Layout Formulas Data Review View [ e o g ER ,L

Properties =

Size 2.0BKB
Title

Tags

Categories

Related Dates
Last Modified

Created
Last Printed

Today, 08:41

Related People
Author

Last Modified By  User

Related Documents

; Open File Location

Show All Properties

Search on the computer where you would like to save the file. Make sure that in the “Save as type:” you

selected “CSV (Comma delimited)” and click on “Save”.

= —————— A oa — = ¥ 1= st im k|
te (] Save As > o
in
og 4+ * <« User » Downloads v Search Downloads =R
= Organize * Mew folder S o 0
i - 30 Objects " MName Date modified Type
B Desktop @ Bluwave Customer Import Format 201810723 08:29 Microsoft
C @ Documents C
(4 * Downloads {
ig i
- J‘l Music
&= Pictures <
E Videos ]
e 05(C)
- Data ([}
File name: | Bluwave Customer Import Format v|
Save as type: [ C5V (Comma delimited) v| c
Authors:  User Tags: Add atag
5
C
~ Hide Folders Tools - Cancel
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When this message box appears, make sure to click on “Yes”. The Excel spreadsheet can then be closed.

— _— - - —— BT A
@l [= R = Bluwave Customer Import Format - Microsoft Excel X
Home Insert Page Layout Formulas Data Review View [ e = B 2
—d
o E
) A ‘3 Insert X~
Calibi -l ®- B |ceneral - *i‘ ﬁj— e | ° )? Lﬁ
. £5] ¥ e G- 2
B I U~ - » B8 ooy s 5 3% | Conditional Format Cell n Sort & Find &
- = 2% % >0 | Eormatting + as Table = Styles~ | (o Format = | <2~ Filter~ Select =
Clipboard = Font Fl Alignment Fl Mumber Fl Styles Cells Editing
- e | Customer No (Alphanumeric (15)) v
A B C D E F G H I ] K £
| Customer Sales Rep [l
Y Name Code Category
3| Customer No |(Alphanumer (Alphanumer First Name  Surname Initials Title Designation Code Tel No Fax No
(Alphanumer| e oot Excel w phanumer
g 1 |ic(15) 15))
- Bluwave Customer Import Format.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this
format?
1 2 100456| o # To keep this format, which leaves out any incompatible features, dick Yes. 114626886 |=
4 « To preserve the features, dick No. Then save a copy in the latest Excel format.
| « To see what might be lost, dick Help.
i
i ¥ I Hel
i 100456 = ° 0 114526886
2
9 Sales
| 4 100457 Company B 2 Sheryl Stoope s Mrs Consultant  SC 115673423 115673423
Sales
5 100458 Company C 2 Alice Hope A Mrs Consultant  SC 119847534 119847534
]
7
-
M 4 » M| Bluwave Customer Import Format %1 |ﬂ 4 1l
Ready | IEETEES
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1.5 Uploading the CSV file to BluWave
1. In BluWave, click on “Choose File” to select the spreadsheet you have just created and saved.

—=En
—

1w Company Import

Step 1: Format Your Data Correctly

Your file to be impeoried must be in 3 particular format as . csv file
Please click the link below to download a sample. You can open it up us
NB: There must ba noc commas ( nches ("), apostrophes ( ') and ente:

haracters in the content of the file

Download import format

Step 2: Choose file
| Choose File | No file chosen

Step 3: Upload and Import to Bluwave
| Upload File and Import |

Search for the file on your computer, select it and click on the Open button.

R A — L
@ Open o
<« S + ThisPC » Documents * BluWave » 1.CRM » Import Fermats v @ Search Import Formats el
I
E
g Organize » Mew folder ==« [ 0
~
() Mame Date modified Type Size
J 7 Quick access
(ZL) Bluwave Annuity Product Import Format 2018/09/26 08:32 Microseft Excel Comma Separated Values File TKB
C [5=] OneDrive @ Bluwave Contract Prices Import Format Microsoft Excel Comma Separated Values File TKE
" omm This PC EL] Bluwave Current Product Import Format Microsoft Excel Comma Separated Values File 2KB
| = 3D O ZL] Bluwave Customer Import Format 2018/09/26 08:43 Microsoft Excel Comma Separated Values File 3KB
ects
q -+ ! \ZI_] Bluwave Customer Impert Format 2018/10/08 0 Microseft Excel Worksheet 11 KB
3 B Desktop L] Bluwave Leads Import Format 2018/ 5 Microsoft Excel Comma Separated Values File 2KB No p{&‘;\lew
[+ available.
] 5| Documents [EL] Bluwave MultiplePriceList Format 201 Microsoft Excel Comma Separated Values File 1KB
* Downloads @ Bluwave Product Import Format 201 Microsoft Excel Comma Separated Values File TKB
3 Jg Music @ Bluwave Sales Import Format 2018/08/26 08:39 Microseft Excel Comma Separated Values File 1TKB
i | Pictures
i
2] {8 Vvideos
1 "
2 wa 05(C)
3 v
5 . X
= File name: | Bluwave Customer Import Format m >
2
| Open |v Cancel
S — F
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Make sure that the correct file appears next to the Choose File button.

Company Import
% pany Imp.

Format Your Data Correctly

5 " oor ~

=7 > .y A EEE ®e @ =]

Step 2: Choose file

_Choose File | Bluwave Custo...rt Format.csv

Step 3: Upload and Import to Bluwave
Upload File and Import

Once you have selected the correct file, click on the Upload file & import button, click on the Ok button on
the pop-up that says the upload was done successfully. Double check your imports by searching in the
system for the entries that you’ve imported.

2. Changing your Region Settings

If your system is saving the comma delimited (csv) files using a semi colon as the separator, you will need to
change your region settings on your computer. This will allow you to import the file into BluWave
successfully.

2.1 Accessing the control panel > Region

i -
| b—l‘ =
I o

o=

To Access the control panel on your computer, click on
the start button and then search for Control Panel.

Control Panel
Once you have clicked on the Open option you will System
have access to the region settings.

@ Open

Or click on the Region option from the start panel to
open the settings page. ¥

Recent

€% Mail (Microsoft Outlook)

Region

S )

Programs and Features

re
re

Network and Sharing Center

I,

=
<}

System

el

Change date, time, or number formats
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ntrol Panel ltems

&« > v 4 > Control Panel » All¢ rol Panel ltems

Adjust your computer’s settings View by:  Small icons ¥
mg AutoPlay @ Backup and Restore (Windows 7) K Color Management Credential Manager
Date and Time Default Programs o Device Manager % Devices and Printers :
(9 Ease of Access Center File Explorer Options £ File History A Fonts
= Indexing Options €1 Internet Options = Keyboard B Mail (Microsoft Outlook)
w Mouse :‘: Network and Sharing Center Modem % Power Options
B Programs and Features ¥ Recovery 3 RemoteApp and Desktop Connections
P Security and Maintenance i Sound peech Recognition & Storage Spaces

@ Syne Center

em 1&| Taskbar and Navigation i Troubleshooting

52, User Accounts @ Windows Defender Firewall _‘@ Windows Mobility Center Windows Tools

[ Work Folders

Click on the Additional Settings button.

r a
] 9
Formate  Administrative Numbers Currency Time  Date

Format: Example

English (South Africa) = Positive: 123 456 783.00 Negative:  -123 456 789.00

Language preferences

i Date and time formats 4
| Decimal symbol: | . \/|
g Short date: wyyy/ MM/ dd w 1
I o Mo. of digits after decimal: 2 e
Long date: dddd, dd MMMM yyyy ~
b Short time: HH:mm w I Digit grouping symbol: | v|
E N .. .
Long time: HH:mm:ss = Digit grouping: 123 456 789 ~
b T
) First day of week: Sunday e I Megative sign symbol: | - v |
| b Megative number format: -1.1 ~
i Examples n Display leading zeros: 07 ~
Short date: 2022/04/14
Long date: Thursday, 14 April 2022 List separator: . i
Short time: 15:02 Measurement system: Metric -
Long time: 15:02:32 -
Standard digits: 0123456789 i
Additional settings... Use native digits: Never “
oK e Click Reset to restore.the system default settings for Reset
numbers, currency, time, and date.
OK Cancel Apply

Ensure that the Decimal symbol is set to a full stop ( . ) and that the List Separator is set to a comma (, ).
Once you have made these changes, click on the Apply button and then the Ok button. Repeat this on the
next page to save your settings.
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3. Revision History
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Version Date Updates
e Updated the explanations
e Added the Region settings
SM0013.2 30/06/2022 e Removed the Text to Column function explanation, as it is not
applicable anymore.
e Updated file name layout.
SM0013.3 06/05/2024 e Updated the screenshots for the new release
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