AUC Quick Reference MB-500 Upload Customers from a Spreadsheet
Miscellaneous Billing 9 February 2021

The Miscellaneous Billing module gives the option to upload customers from a spreadsheet. The steps
are described below. To get started, click:

Miscellaneous Billing P Interfaces/Imports P Upload Customers

Upload Customers The Upload Customers process uses a step menu.
Description Each step is briefly described in the table below;
Email Customer Template more detail is proved for each step in the
Restart Upload Process respective section.

Upload Customers
Reprint Upload Reports
Create Customers

Table 1 Steps Menu Overview

Step Description

Email the template to the user doing the data entry — select the username
Email Customer Template from the [Lookup] or enter it directly in the field.

Restart the upload in progress, clearing out any work files. Use this button if
Restart Upload Process duplicates were reported, for example.

Upload the customers from the spreadsheet — an edit list will be produced;
scrutinize the list for duplicate customers and / or duplicate addresses. If

Upload Customers there are duplicates, stop, edit the spreadsheet to remove the duplicates,
run the [Restart Upload Process] step and upload the edited file.

Reprint Upload Reports Re-runs the Upload Reports produced in the [Upload Customers] step.

Creates the customers and produces a report of the customers and
Create Customers customer numbers.

1. Email Customer Template |  Email Customer Template

Emailing the template requires supplying a username which will populate an email address. The
recipient may be an existing AUC user or must have an email address set up in the Email Users Table.
See SY-155 External Email Addresses to add an email if this template will be filled in by someone
without an AUC username.

# | Task 10013: Email Customer Template X AIWayS use the template
Email Customer Template supp”ed with the
Required: Enter Username [rumplestilskin@admins. com application. Neither add

new columns nor delete

columns from the
* Concel | LSl template. Delete any lines

entered in error. Deleting the first row is not allowed, as it is required for the upload to succeed.
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[AUC] Customer Template -

Message (Plain Text)

MB-500 Upload Customers from a Spreadsheet
9 February 2021

File Message  Help Q@ Tell me what you want to do

W~ 5 B~ € € — | 52 Markunread 33 - B~ £ Find | Q_ Zoom

[AUC] Customer Template

e theresa@admins.com © Reply S Reply Al = Forward

To Theresa Campbell Wed 2/3/2021 11:48 AM
2 MB_Customer_Templatexls
v
29 KB

T T — Download the template and save it as a | 8

File Attachment Included

.csv file in a location that will be
accessible from the AUC server.

** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **

4

¥

Figure 1 Emailing the template - the recipient will see an email with an attached spreadsheet

The Excel® spreadsheet will look like this:

£ search = i) - s ]
Fle  Home Insert Pagelayout Formulas Data Review View Help ¥ Share 2 Comments|
A2 fe
A B D E F G H ] 1 K
Mailing Address
YELLOW COLUMNS ARE REQUIRED: Service Service Sarvice Addition same as Service
1 Customer Name Customer Second Name Street No. | Street Name \Address Lina Unit# City State Zipcode |Address [Y/N] |Mailing Nama
2
3
a
MB_Customer_Templatexis - Read-Only - Compatibility Mode - Excel £ search
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A2 fe
L M N o All yellow columns must be

1 | Mailing Second Name

Mailing Address Line 1

Laling Address Line 2

Mailing Address Line 3

filled in - Customer Name,
Service Street number, Service

Wailing Addre:

|21
3

a

Street Name, City, State and

AutoSave (@ o) ©

File Home Insert Page Layout Formulas Data Review  View Help ) .
- - optional. If the Mailing
A Jr
P 5 v - . . " address column is not marked
Gonecttvee 1 CortectTyoe 2 with a "Y", then the Mailing
Email Ph 1 [B]; Phy 2 [B]; .
uw: Phone# 1 Exvz:imn [C]T“ass Phones 2 Exl‘::i-mn [C]T“ass Name, AddFESS, Clty, State
[¥iN]  |Email address o.g [ooooo-xo]  [[egeo]  |[Hlome o.g poo-oox-oe]  |[e.g wox]  |[Hlome

MB_Customer_Templatexds - Read-Only - Compatibility Mode - Excel

Zipcode & Mailing Address

£ search

flag - remaining columns are

\and Zipcode are also required.

Figure 2 The Excel® spreadsheet — yellow column headers indicate a required column

Must
Do

The

Save the completed spreadsheet as a .CSV file (comma separated value). If it is not in
this file format, then it cannot be uploaded properly. Assign it a name and folder
location that is accessible from the AUC server.

Upload Customers

step does error checking. The required fields are shown in bold in the

table below. If the Mailing Address same as Service Address [Y/N] is “N” — Mailing address fields are
required, designated in italics.
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Table 2 Spreadsheet columns

MB-500 Upload Customers from a Spreadsheet
9 February 2021

Excel Field Error checking

A Customer Name Cannot be blank — name of the customer

B Customer Second Name Optional second name or continuation of the Customer name

C Service Street No. Cannot be blank — street number for the customer

E Service Street Name Cannot be blank — street name for the customer

E Service Addition Address Line Optional additional address line

F Unit# Optional; use to designate an apartment or unit number

G City Cannot be blank — city name

H State Cannot be blank; must be a valid two-character code

1 Zipcode Cannot be blank; must be a valid five- or nine-digit zip code

J Mailing Address same as Service Address | If the mailing address is the same as the service address, enter

[Y/N] “Y” to stop additional error checks. Enter “N” or leave blank to

trigger additional error checks and make additional fields
(shown in italics) required for a successful upload.

K Mailing Name The name used to mail the invoices

L Mailing Second Name Optional second name or continuation of the mailing name

M Mailing Address Line 1 Street number and name for the mailing address

N Mailing Address Line 2 Continuation of the mailing address

(0] Mailing Address Line 3 Continuation of the mailing address

P Mailing Address Line 4 Continuation of the mailing address

Q Mailing City City for the mailing address

R Mailing State State for the mailing address — must be a valid two-character
code

S Mailing Zipcode Zip for the mailing address — must be a valid five- or nine-digit
zip code

T Email Bills [Y/N] Will this customer receive bills/invoices via email?

U Email address If supplied, must be a valid email address type, i.e.,
someone@somewhere.com

\" Phone# 1 e.g. [XXX-XXXX-XXX] If supplied, must be a ten-digit phone number

W Phone 1 Extension e.g. [xxxx] Optional

X Contact Type 1 e.g. If used, must be one of three values: “B”, “C” or “H”

[B]usiness [Clell [Hlome

Y Phone# 2 e.g. [XXX-XXXX-XXX] If supplied, must be a ten-digit phone number

Z Phone 2 Extension e.g. [xxxx] Optional

AA Contact Type 2 e.g. If used, must be one of three values: “B”, “C” or “H”

2. Restart Upload Process

[B]usiness [C]ell [Hlome

Restart Upload Process

This button restarts the process, clearing out any existing work files or prior uploads that are still in
progress. If duplicates are reported on the Upload Customers step, edit the source spreadsheet to
remove the duplicates and then click on | Restart Upload Process | hefore trying again. After the restart,
the screen will look like this:
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Upload Customers

Description Date Start End Success
Email Customer Template 08-Feb-2021 13:24:24 .41 13:24:28,32
Restart Upload Process 08-Feb-2021 14:20:51,52 14:20:53,53

Upload Customers

Reprint Upload Reports

Create Cu

Figure 3 The Upload Customers Menu after clicking the [Restart Upload Process] step

3. Upload Customers Upload Customers

This step requires the full path and file name be entered in the prompt; use the lookup to select the file
to be uploaded from the standard Windows® File Explorer window:

B Task 10015: Upload Customers X

Make sure the
filename shows

Upload Customers

Enter Upload Filename H\

the .CSV
Run as @) preview O Print O PDF . .
If Printing use Duplex @ vyes () No extension — |f
Lookupy ) OK Cancel not the upload
will fail.
== Select ile to Load X
« « 4 || « AUCDevelopment > admhome > FilfsToTestUploads » MB v &  SearchMB p .
If the filename
Organize + New folder -~ m @
MB_Module A Name ’ Date modified Type Size does not show
Obj ') MBCustomers.cav 2/3/202112:04 PM ft Excel € 5kB the .CSV, the
I This PC '] MBCustomers2.csv Excel € 6 KB .
B Deskiop 8] MBCustomers3.csv 2/4/202110:35AM  Microsoft Excel C KB file and folder
3 Documents x il path are too
File name: | MBCustomers3.csv v |nFiles v Iong.
Open ‘v Cancel
Save the file
with a
Upload Customers
¥ combined file /
Enter Upload Filename D:AAUC_DEVELOPMENTADMHOMEIFILESTOTESTUPLOADS\MB\MBCUSTOMERS3.CSV

. path name less
Run as @ preview O Print O PDF [
If Printing use Duplex @ yes () No tha n 80
Lookup OK & Cancel Clear All Characte rs.

Figure 4 Selecting the file for uploading from the [Lookup]

Once the file is selected, the system will pre-process the file to check for errors, and produce three
reports. If a file is selected that does not have the correct fields present, the process will terminate, and
ADMINS will be sent an email; support@admins.com must clear the error flag prior to resuming the
process.
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3.1. Customer Matched Service Addresses

MB-500 Upload Customers from a Spreadsheet

9 February 2021

10053-MBCUSLODSRV.REP Printed 03-Feb-2021 at 13:30:07 by THERESA Page 1
Cicty of ADMINS
Customer matched Service Addresses
Customer Name Service Address Customers with same Service Address
ABC ENTERFRISES INC &78 AVE 00000054 ABC ENTERPRISES INC Active
BOSTON MR 02110~ 678 AVE
*#x § Service Address Matches 1
ALPENLITE INC 201 HAWK CT 00000071 ALPENLITE INC Active
BOSTON MR 02110- 201 HAWK CT
wa¥ § Service Address Mactches 1
BALLARD SFRHR ANDREWS 39 § 7IH ST 00000062 BALLARD SPAHR ANDREWS Active
BOSTON MR 02110- 39 5 TTH ST
*#+ § Service Address Matches 1
TP ey T e =~ e P e Y P v
. g “ ” - .
This report will either show “No Records Selected” or will list any duplicate addresses. If there are
duplicates, remove them from the spreadsheet and save the spreadsheet again. Run the
Restart Upload Process | gnd try the Upload Customers step again.
3.2. Customers Matched by Name
10019-MBCUSLODMAT .REP Printed 04-Feb-2021 at 10:05:53 by THERESA Page 1
City of ADMINS
Customers matched by Name
Customer Name Service Address Sounds like AUC Misc. Billing Customer
A K CONSTRUCTION CO 2737 PISTCRIC RD #9230 00000118 A K CONSTRUCTICN CO Active
BOSTION MA 02110 2737 PISTORIC RD #9230
*%% § Customer Matches 1
AMBELANG, JESSICA M MD 74987 BRANDON ST 00000119 AMBELANG, JESSICA M MD Active
BOSTON MA 02110 74987 BRANDON ST
*%% § Customer Matches 1
ANKER LAW OFFICE 461 PROSPECT PL #31é 00000129 ANKER LAW OFFICE Active
BOSTON MA 02110 461 PROSPECT PL #316
*#% § Customer Matches 1
T s T YOV Wwaw o r Sav_ e o iy S oS =

This report will either show “No Records Selected” or will list any duplicate names. If there are
duplicates, remove them from the spreadsheet and save the spreadsheet. Run the

Restart Upload Process

1Tips

and try the

Upload Customers

step again.

Take care not to create duplicates. Duplicates will increase the likelihood for errors in
the billing and receivables process.
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3.3. Upload Customers Edit List

MB-500 Upload Customers from a Spreadsheet
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,,. TedRE - Customer_Upload_Edit_THERESA[8].lis

Total # Customer Records loaded 15

File Edit Format Options
[CourierNew ZI ]9 3 B|7 gl. v, _EI E|iE E == é’
k11s
10015-MBREP:MBCUSLODEDT.REP Printed 04-Feb-2021 at 10:35:39 by THERESA Page 1
City of ADMINS
Upload Customers
Customer Name Service Address City State Zip
AMERICAN ARTS & GRAPHICS 7 W PINHOOK RD LYNBROOK 24 11563-0000
BECK HORIZON BUILDERS 3 SECCR RD NEW ORLEANS A 70112-0000
BENDER & HATLEY PC 185 BLACKSTONE BLDGE HONOLULU HI 96£17-0000
CARROCCIO, A THOMAS ESQ 2239 SHAWNEE MISSION PKY TULLAHOMA N 37388-0000
DI CRISTINA J & SON 170 WYOMING AVE BURNSVILLE MN 55337-0000
GREEN GODDESS 4 THSTW HIGH POINT NC 27263-0000
JUNC CHEFS INCORPORATED 2 SE 3RD AVE MESQUITE X 75149-0000
MARKING DEVICES PUBG CO 64 LAKEVIEW AVE BELOIT WI 53511-0000
OPRYLAND HOTEL 1 COMMERCE WAY PORTLAND OR 97224-0000
PACIFIC GROVE MUSEUM NIRL HIST 524 LOUISIANA AVE NW SAN LEANDRO Ca 94577-0000
PORTC CAYOC AT HAWKS CAY 4 WEBBS CHAPEL RD BOULDER co €0303-0000
SAMPLER 555 MAIN ST ERIE PA 16502-0000
STANLEY, RICHARD L ESQ 2726 CHARCOT AVE PATERSON NJ 07501-0000
W IC INDUSTRIES INC 3 ASPEN ST WORCESTER MR 01602-0000
WHITEHALL ROBBINS LABS DIVSN 32860 SIERRA RD MIAMI FL 33133-0000

The Upload Customers edit list will be produced, listing the Customer Name, Service Address, City, State
and Zip. The report will show the total number of customer records to be uploaded. Note that no

customer numbers are assigned to these uploaded records until the

completed.

3.4. Workin Progress

Create Customers step is

Upload Customers

Work file already has uploaded transactions
Click YES to discard transactions and continue Upload
Click NO to cancel Upload and keep current transactions

([ o~ ]

Upload Customers X

0 User Terminated upload process

If the Upload Customers

step is run, and the system displays this message indicating that the

work file already has uploaded transactions, click [Yes] to discard the pre-existing transactions to
continue with the upload. Selecting [No] will terminate the upload process.

E—
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4. Reprint Upload Reports ' Reorint Udload Reports

This step reprints the most current reports generated from the Upload Customers step, as shown
in sections 3.1, 3.2, and 3.3.

5. Create Customers Create Customers

The last step in the menu creates the new customers, making them available for use with the
Miscellaneous Billing process.

5.1. Create Customers Report with Customer Numbers

TedRE - Customer_Upload_Post THERESA[1].lis - O x
pl
File Edit Format Options

[Comerer <[] Blz|ufws] =| oelexl [ %3] &

10017-MBREP : MBCUSLODPST .REP Printed 03-Feb-2021 at 13:18:50 by THERESA Page 1
Cicy of ADMINS
Create Customers

Cust No. Customer Hame Service Address City State Zip
00000040 CLARK, RICHARD CEA 386 NINTH AVENUE BOSTON MA 02110-0000
00000041 MOSKOWITZ, BARRY S T4E874 ATLANTIC AVENUE BOSTON MR 02110-0000
00000042 CASCADE REALTY ADVISORS INC 366 SOUTH DR BOSTON MA 02110-0000
00000043 KNWZ NEWSRADIO 45 E LIBERTY ST BOSTON MR 02110-0000
00000044 GIAMPETRO, ANTHONY D 4 RALPH CT BOSTON MA 02110-0000
00000045 MILFCRD ENTERPRISES INC 2742 DISTRIBUTION WAY BOSTON MA 02110-0000
00000046 MOSOCCO, ROMALD A 426 WOLF 5T BOSTON MA 02110-0000
00000047 TRI STATE REFUELER CO 128 BRANSTEN RD BOSTON MA 02110-0000
DEUWLPMMWW ¥y W W ¥ leﬂ‘E’BL&’D e P — EEIONEH”_._J A e M e g?ll_?_-_[‘j_gy ry
DUdLUJEE eASL COADL somncsifis o 0.3 L. buSION MA 02110-0000
00000069 WYE TECHNOLOGIES INC 65895 S 16TH ST BOSTON MR 02110-0000
00000070 HEALY, GEORGE W IV 14302 PENNSYLVANIA AVE BOSTON MA 02110-0000
00000071 ALPENLITE INC 201 HAWK CT BOSTON MA 02110-0000
00000072 HUBBARD, BRUCE ESQ 53075 SW 152ND TER #615 BOSTON MA 08831-0000
Total # Customer Records created 33

As shown on the Create Customers report in the Cust No. column, each customer will be assigned a
unique, sequential number to identify them.

-/H See also SY-130 Create CSV Files for more information.

Documentation
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