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Data Import

Dear user,

You must make sure that you have read “Navigating the System” first before reading any other Clarity
guides as without a good knowledge of the navigation you will not fully benefit from the features and
shortcuts that Clarity will provide for you.

Click here to read Navigating the System:

https://dataflow.co.uk/images/uploads/release notes/Clarity - Navigating the System .pdf

Also at the end of each guide, there may be a list of other supplements for further explanation of
features within this routine.

Enjoy exploring Clarity and please do not hesitate to suggest any improvement that you feel will be
useful to add to this document.

Warmest regards

Dataflow (UK) Ltd


https://dataflow.co.uk/images/uploads/release_notes/Clarity_-_Navigating_the_System_.pdf
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The data import routine allows you to bring data into the database directly from an external file or

windows clipboard.

Data imports are located in the System section of the toolbar. The blue arrow identifies the company
currently in use, the red arrow identifies the System tab and the arrow identifies the data import
option:

&) Dataflow Clarity N - v, %
Company/ Miles Brown and Sons & Co. v | ¢ User: 1PB

Sales Ledger  Sales Orders  Purchase Ledger  Purchase Orders  Nominal Ledger  Audit  Timesheets | System

B 6 @ b E & & » @ 8¢ » [

Users & Cumrény& VAT % | General Invoicing _ Order | General Invoicing _ Order Group  Cost Centre & nk  Authority Authorisation  Product Prices  Price Category Data
Secunty~ Consolidation~ Currency~ | Setup~ Processing | Setup~ Processing | Setup+ Apportionment~ Accounts LimitSetup  Settings | Setup Setup & Measurements~  Import

General Sales Ledger Purchase Ledger Hominal Ledger stock fools

Opening the Data Import presents you with the following window. The import process is split into three
stages, the first of which is the Import kind stage. This is where you specify what kind of data you're
looking to import. The Import kind stage is highlighted in red and the import kind | will be using in this
example is highlighted in below:
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Sales Ledger

Cash

Invoices (manual)
Contacts
Bank Details

Invoices (document}

Purchase Ledger

Accounts
Addresses (@) Invoices
Contacts

Bank Details

Mominal Ledger

&) Dataflow Clarity [Data Import [Purchase Ledger Invoices]] — O *
Company| Miles Brown and Sons & Co. v |  User: JPB™
Sales Ledger Sales Orders Purchase Ledger ‘ Purchase Orders ‘ Nominal Ledger Audit Timesheets System
- =
. p “:r . g /éﬂ LY 4 \f": E‘
iy < : g w4 23 s N
Users & cDmFany& VAT & ng _ Order General Invoicing _ Ordes Group  Cost Centre & nk  Authority Autherisation  Product Prices _ Price Category Data
Secunty~ Consolidation= Currency = Processing | Setup~ Processing | Setup~ Apportionment~ Accounts Limit Setup  Settings Setup Setup & Measurements~ | Import
General Sales Ledger Purchase Ledger Nominal Ledger Stock Tools
Select fields @ Select the kind of items you want to import
v
Process.

Welcome to the Dataflow.Desktop Import Wizard. =

Use this wizard to import standing data - accounts,
addresses, contacts and bank details, transactions
— invoices, cash and Nominal journals, and
Nominal budgets.

The wizard will guide you through the process of
importing data. It starts here with selecting the
kind of items you want to import. Then you will
select the fields that are going to be in your input
data layout. Next you will be able to set any
parameters that are applicable to the kind of items
you are going to import; these could be default
values or processing options. Finally you will load
your data and import it into Dataflow Accounts.

When selecting the import fields, you will be able
to put them in an order to match your input data
layout. You will also be able to save the field list
and the order so that the next time you want to do
the same import you can simply recall the same
import specification. You can save as many layouts
as you want so if you are getting data import files
from a number of different sources you don't have
to waste time reformatting it to a single standard —
layout.

You can load your input data by copy and pasting,
or dragging it from Excel, or by opening an import
file.

Next >

Next >

Once you have made your selection above either click the

button in the bottom right of the

window or click on the wording Select fields over on the left-hand side, highlighted in purple in the

example below:

&) Dataflow Clarity [Data Import [Purchase Ledger Invoices]]

Sales Ledger Sales Orders Purchase Ledger ‘ Purchase Orders ‘ Nominal Ledger Audit Timesheets System
| | =y
LR - @, & &
¥} ) D D i) 2 o
Users & Cumrany& VAT & General Invoicing _ Order General Inveicing _ Order Group Cost Centre & Bank
Secunty~ Consolidation~ Currency~ | Setup~ Processing | Setup~ Processing | Setup~ Apportionment~ Accounts Limit Setup

- General - Sales Ledger Purchase Ledger Nominal Ledger
Import kind
Select fields 4? Select the kind of items you want to import
7
Process

Sales Ledger
cash
Invoices (manual)

Accounts
Addresses
Contacts
Bank Details

Invoices (document}

Purchase Ledger

(@) Invoices

Authority  Authorisation | Product Prices
Settings

Company| Miles Brown and Sons & Co. v |  User: JPB~

= \' A,
i., l o
Price Category | Data

Setup  Setup & Measurements~ | Import

Stock Tools

Welcome to the Dataflow.Desktop Import Wizard. =

Use this wizard to import standing data - accounts,
addresses, contacts and bank details, transactions
— invoices, cash and Nominal journals, and
Nominal budgets.

The wizard will guide you through the process of
importing data. It starts here with selecting the
kind of items you want to import. Then you will
select the fields that are going to be in your input
data layout. Next you will be able to set any
parameters that are applicable to the kind of items
you are going to import; these could be default 5
values or processing options. Finally you will load
your data and import it into Dataflow Accounts.

When salecting the import fields, you will be able
to put them in an order to match your input data
layout. You will also be able to save the field list
and the order so that the next time you want to do
the same import you can simply recall the same
import specification. You can save as many layouts
as you want so if you are getting data import files
from a number of different sources you don't have
to waste time reformatting it to a single standard —
layout.

You can load your input data by copy and pasting,
or dragging it from Excel, or by opening an import
file.

| Next> |

The Select fields section is where you define your import structure.

To create the structure simply click on required field with in the “Available” section on the left and use

the arrows to move the fields over into the “Selected” section on the right. Should you wish to remove

a field simply move the field back to “Available” section. These arrows are highlighted in

example below.

in the
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Once you have moved the required fields into the “Selected” section you can used the central up and

down arrows to re-order the fields so that the order of the fields matches that of your import file.

&) Dataflow Clarity [Data Import [Purchase Ledger Invoices]] — [m] x
Company Miles Brown and Sons & Co. | User: JFB~
Sales Ledger | Sales Orders Purchase Ledger Purchase Orders Nominal Ledger Audit Timesheets System
& B e B E & % B 8¢ =
oy L] @ b o3 ™, Q; T ED] [ LE ‘E‘g; — % ‘%_.; L:‘; L-._‘; Ey)
Users & ComFany [ VAT & | General Invoicing Order | General Invoicing  Order Group Cost Centre &  Bank  Authority Authorisation Product Prices  Price Category Data
Security~ Consolidabion~ Currency~ | Setup~ Processing | Setup~ Processing | Setup~ Apportionment~ Accounts Limit Setup  Settings Setup Setup & Measurements~ | Import
General Sales Ledger Purchase Ledger Nominal Ledger Stock Toals.
Import kind
Select fields (P Select the data fields that you are going to include in your input
P
Process
Name | New -/ Save as| PL Invoices | Select the fields you want te import by moving the
entries from the left-hand list to the right.
Available r Selected . . §
Order the selected fields in the right-hand list to
Exchange Rate * — || Account Code match your input data layout using the up and down
» - :
n buttons, or by dragging them into the correct
Their Reference — | Document Number osition
‘ p :
Analysis Group 1 | Document Date . .
B |« Field names in bold must be selected.
Analysis Group 2 Our Reference
Analysis Group 3 ™ 1| pocument Type §ave a"ﬂeld IisEfor an iTpur‘t kind by en_ter_ing a
Name” in the "Save as” text box and clicking the
Invoice Address 17 MNominal Code "Update” button.
Delivery Address Amount Restore a previously saved field list by selecting the
EC Country Code VAT Code "Name" from the drop-down list.
EC Vat Number Cost Centre Level 1
Location = Cost Centre Apportionment
Stock Code Motes
Quantity
Cost Centre Level 3
Cost Centre Level 4
Cost Centre Level 5 L
Cost Centre Level 2
Invoice Address Code -
= Il 1 |
Remove 5 | Update &3 < Back Next >

You may wish to save frequently used structures so you don’'t have to manually define them each

time. You can setup as many import structures as you need.

To save and store a structure click on the “Name” dropdown and select “New”, highlighted in
in the example below. Having selected “New” activates the “Save as” field where you enter a
description of the import template, highlighted in in the example below. Click the 'we= @ button

on the footer of the window to save the template.

The next time you are importing Purchase Invoices and wish to use your saved structure simply click

on the “Name” dropdown and select your previously saved description.

You may also make amendments to a previously saved import structure by selecting that structure
within the “Name” dropdown, make whatever changes to need and i@ to save those changes.
You may also wish to not save the changes by not clicking 1w @ to save and use that modified

structure as a one off.

Should you wish to delete a saved structure no longer in use select the relevant structure using the

“Name” dropdown and click the [remeve x| button on the footer of the window.
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&) Dataflow Clarity [Data Import [Purchase Ledger Invoices]] — u] g
Company/ Miles Brown and Sons & Co.  ~|  User: 1pB™
Sales Ledger | Sales Orders  Purchase Ledger  Purchase Orders  Nominal Ledger  Audit  Timesheets | System
R o p &
= B -, . 1, %
iy vy o . T ‘t‘f;; &l W %
Users & Company & VAT & Genara\ Inveicing Order Genem\ Invoicing Order Group  Cost Centre & Bank Authority Aulhorlsatlon Product Prices  Price Category Data
Secunty~ Consolidation~ Currency~ | Setup Processing  Setup~ Processing  Setup- Apportionment~ Accounts Limit Setup Setting Setup Setup & Measurements~ | Import
General Sales Ledger Purchase Ledger Nominal Ledger Stock Tools
Import kind
Select fields <P Select the data fields that you are going to include in your input
=
Process
Namel New -~ Save as  PL Invoices | Select the fields you want to import by moving the
entries from the left-hand list to the right.
Available [~ Selected . i i
» Order the selected fields in the right-hand list to
Exchange Rate “ 1 |Account Code match your input data layout using the up and down
» . ¢
. buttons, or by dragging them into the correct
Their Reference (4| Decument Number position.
Analysis Group 1 — | Document Date . X
B |a ! Field names in bold must be selacted.
Analysis Group 2 Our Reference
Analysis Group 3 11| Document Type Save a field list for an import kind by entering a
= "Name" in the "Save as" text box and clicking the
Invoice Address [ | Nominal Code "Update" button.
Delivery Address Amount Restore a previously saved field list by selecting the
EC Country Code VAT Code "Name" from the drop-down list.
EC Vat Number Cost Centre Level 1
Location = Cost Centre Apportionment%
Stock Code Notes
Quantity
Cost Centre Level 3
Cost Centre Level 4
Cost Centre Level 5 L
Cost Centre Level 2
Invoice Address Code -
M — M
# | update () = Back Next >

Should you wish to return to the previous stage you can do this at any point by either using the | = ea«

button, or clicking on the relevant stage wording on the far left-hand side.

Once you have completed the structure, or chosen a saved template, either click the we<= button or

click on the wording Process over on the left-hand side to go to that stage, highlighted in purple in the

example below.

Also in the example below you'll notice that the import window now displays the import fields you've

chosen as column headers, and they are displayed in the order you chose them to appear:

Process

. The grid to the left is where you load your data
{Status Account Code | Document Number Document Date 01 Document Type Nominal Code AMOL  pofore it gets pracessed by the import routine.
Nothing gets imported into Dataflow Accounts until
you click on the “Process” button.

Load your data into the grid by copying and
pasting, or dragging it from Excel, or by opening
an import file. The standard keyboard shortcuts for
pasting are available, or there is a right-click menu
with this option on the grid. The “Open” button will
display the standard file open dialog where you
can browse for an import file.

Import files can be in CSV or Tabbed Text format.
Once you have loaded a file, a drop-down box will
No entries to import. appear above the grid where you can select the
correct format for your input file.

Drag 'n Drop or Copy & Paste dats here.
Import the data by clicking the "Process” button.
As the data is processed, the status field in the
grid will change against each row. A status of
green means the line has been successfully
imported. Red means that there was a problem.
Hover the mouse cursor over red status icon to
display the error.

When the import completes it will display a dialeg
informing you if the import was fully successful or
not. If it was not successful the "Results” tab at
the bottom of the grid will display a summary of
the rows processed and allow you to filter the rows

&) Dataflow Clarity [Data Import [Purchase Ledger Invoices]] — u] X
Company| Miles Brown and Sons & Co. = |  User: JPB™
sales Ledger sales Orders Purchase Ledger Purchase Orders. Nominal Ledger Audit Timesheets System
-~ = y
B X P o LB O & & M & (]
SETy- CSmRdmion- cuftengy~ | SERGE MM p OEhg | SERGY OIS o Onlthig| SRUR AbpHemmEns AcSunts L Seiip A“&'é“t{"““’“ Ps"é?u“? EEES‘S o M- mpon
General Sales Ledger Purchase Ledger Nominal Ledger Stock Tools.
Import kind
Select fields @ Import your data here
7

| open | | <Back | Proce

55
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The Process section is where you bring in the data and update it to your accounts.

There are various ways to bring the data into the import window:

e Use the o button and browse for the file.

e Copy the information from the source and paste it directly into the import window.

o Drag the source file directly into the import window.

In this example I'm using the | osen

Highlight and drag the information directly from the source into the import window.

option to browse for the source file:

& Dataflow Clarity [Data Import [Purchase Ledger Invoices]] — s} x
Company | Miles Brown and Sons & Co. - User: IPB~
Sales Ledger Sales Orders Purchase Ledger Purchase Orders Mominal Ledger Audit Timesheets System
o 2] A m a— & ) ’T‘l = oz B
= E, o, d al = B . o, ! = )
LS Uy & i = o = O B} 2 0L 2 o W ]
Users &  Company & VAT & General Invoicing _ Order General Invoicing _ Order Group  Cost Centre & Bank Authonity  Authorisation Product Prices  Price Category Data
Security~ Ce v | Import
&) Open x
General Tools.
Impert kind « v > ThisPC 5 Local Disk (C:) > backup > Imports v o £ Search Imports
Select fields 4 Organise + New folder =~ m @
Process RDC Details "~ Name Date modified Trpe Size
SaveB . you load your data -
Stah ave Ben vessior| My budget.csv 25/09/2017 15:54 Microsoft Excel C... 50 KB the import routine.
Screen Shots anc MNominal Journal Cost Centre Import.csw 20/06/2020 15:11 Microsoft Excel C... 1KB Eat::'"w Accounts until
P ominal Journal Currency Import.csu 29/06/2020 15:12. Microsoft Excel C... 1K8
32 Dropbox .
urchase Invoices.csv 30/07/2020 11:22 Microsoft Excel C... 1KB i by copying and
& Oned — Excel, or by opening
neDrive ales Cash.csv 20/06/2020 15:14 Microsoft Excel C... 1KE Keyboard shortcuts for
Sales Document Invoice.csv 20/06/2020 15:14 Microsoft Excel C... 1KE Bre is a right-click menu
B Thispc N Py The “Open” button will
8 20 Objects Sales Manual Invoice.csv 20/06/2020 15:15 Microsoft Excel Co.. 1KE b dialog where you E,
- e
[ Desktop
b r Tabbed Text format.
ocuments , a drop-down box will
& Downloads e you can select the
t file.
b Music
the "Process™ button.
=] Pictures e status field inthe
Videos h row. A status of

% Local Disk(C) ¥

leen successfully
here was a problem.

File name: | Purchase Invoices.csv

er red status icon to

it will display a dialog

was fully successful or
not. If it was not successful the "Results” tab at
the bottom of the grid will display a summary of

the rows and allow vou to filter the rows

Open < Back Process

For your reference | have included an image of my example source file content below. Note that there

are no column headers included within the source file. Only the data you wish to import should exist:

BHEH S @ -

HOME INSERT PAGE LAYOUT

Purchase Invoices.csv - Ext

FORMULAS DATA REVIEW VIEW DEVELOPER ADD-INS DATAFLOW
519 - ft
A B C D E F G H | J K L
1 |MO0001 | 320123333 28/06/2020 IMV | QUREN 1450 ELEC 100 1 Staines 100 Description of the item 1
2 |Tooool 320123334 28/06/2020 INV | OUREN 1450 EQPPURCH 200 1 Leeds 100 Description of the item 2
3 |MO0001 | 320123335 28/06/2020|INY | OURBN 1450 |EQPPURCH 1200 1 Staines 100 Description of the item 3
4 [M0O0O001 | 320123336 28/06/2020 INV | OURBN 1450 EQPPURCH 50 1|Leeds 100 Description of the item 5
5 |MO0001 | 320123337 28/06/2020 CRD |QUREN 1450 ELEC 10 1 Staines 100 Description of the item &
6
If you are using the === option to file browse and open the source file must not already be open

when you attempt to load it into Clarity. If the file is open you'll receive the following notification:

Data Import

Error opening file: The process cannot access the file

‘Chbackup\Imports\Purchase Invoices.csv' because it is being

used by another process,

s
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Should you receive the above notification simply close the source file and restart the =& and file
browse process within Clarity’s data import window.

Having now imported the data from my source file the import window now appears like so:

&) Dataflow Clarity [Data Import [Purchase Ledger Invoices]] - [m] ¥

Company| Miles Brown and Sons & Co. = | User: JPB~

Sales Ledger Sales Orders Purchase Ledger Purchase Orders Mominal Ledger Audit Timesheets System
& & &, s o & L | B &
e CaeabAn . cu S .| Geperal Imvicing | Order | Senere! Inv Py | e eI B Acannts L oot Ao | Pt B & et - | 1
General Sales Ledger Purchase Ledger Nominal Ledger Stock Tools
Import kind [
Select fields @ Import your data here
Process 4
C:\backup\Imports\Purchase Invoices.csv lesv =]
Status | Account Code | Decument Number | Document Date | Document Type | Our Reference | Nominal Code | Amount | VAT Code | Cost Centre Level 3 | Cost Centre Apportionment | Notes
M00001 320123333 28/06/2020 NV OURBN 1450 ELEC 100 1 Staines 100 Description
TODOD1 320123334 28/06/2020 NV OURBN 1450 EQPPURCH 200 1 Leeds 100 Description
M00001 320123335 28/06/2020 INV QOURBN 1450 EQPPURCH 1200 1 Staines 100 Description
M00001 320123336 28/06/2020 NV OURBN 1450 EQPPURCH 50 1 Leeds 100 Description
M0O0001 320123337 28/06/2020 CRD OURBN 1450 ELEC 10 1 Staines 100 Description
] n | »
Open < Back Process.

Once you have brought the information into the import window you do have the ability to modify the
information, should you wish to do so. To modify simply double click on the required cell to enter edit

mode. | have chosen to modify the “Our Reference” field on the first line, highlighted in in the
example below:

&) Dataflow Clarity [Data Import [Purchase Ledger Invoices]]

- [} X
Company Miles Brown and Sons & Co. v |  User: JPB™
Sales Ledger  Sales Orders Purchase Ledger Purchase Orders Mominal Ledger Audit Timesheets System
o o | p [ | E=
= b S , 2, | ; >
) 1y & Ry B ey
Users & Cumluany & VAT & | General Invoicing Order | General Invoicing  Order Group  Cost Centre &  Bank  Authority Authorisation | Product Prices  Price Category Data
Secunity~ Consolidation~ Currency~ | Setup+ Processing | Setup~ Processing | Setup~ Apportionment™ Accounts Limit Setup  Settings Setup Setup 8& Measurementst Import
General Sales Ledger Purchase Ledger Nominal Ledger Stock Tools
Import kind
Select fields 4? Import your data here
1
Process
Status | Account Code | Document Number | Document Date | Document Type | Our Reference | Nominal Code | Amount | VAT Code | Cost Centre Level 3 | Cost Centre Apportionment® | Notes
M00001 320123333 28/07/2020 INV VOURBN 1450 | ELEC 100 1 Staines 100 Description ¢
TOOOO1 320123334 28/07/2020 INV OURBN 1450  EQPPURCH 200 1 Leeds 100 Description ¢
Mo0C01 320123335 28/07/2020 INV OURBN 1450  EQPPURCH 1200 1 Staines 100 Description ¢
Moooo1 320123336 28/07/2020 INV QURBN 1450  EQPPURCH 50 1 Leeds 100 Description ¢
Mo0001 320123337 28/07/2020 CRD OURBN 1450  ELEC 10 1 Staines 100 Description ¢
“ [0 | >
I S I |
Open i < Back Process.
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Once you've imported the data and are ready to update to ledger click the ' Poess  putton to complete

the import and update the data to the accounts.

Having clicked rreess | the system may return an advisory message. In the example below one of the
lines is reporting that a budget will be exceeded should you continue with the import. The line is
identified by an J within the status column. At this point you can either click e |to abort the
import, or click to Pe==s=  the batch to ledger (clicking will automatically update the

batch, you will not need to click process again).

&) Dataflow Clarity [Data Import [Purchsse Ledger Invoices]] - o x
Company | Miles Brown and Sons & Co. | User: JPB~
Sales Ledger Sales Orders Purchase Ledger Purchase Orders Nominal Ledger Audit Timesheets System
- — A = - |
K K B & & 5 B aé B |5
3 &) } o o CE 2 o 3 op 5 U 0,
Users & _Company & VAT & General Invoicing _ Order General Invoicing er Group Cost Centre &  Bank  Authority Authorisation | Product Prices  Price Category Data
Security~ Consofidation~ Currency~ | Setup~ Processing | Setup~ Processing | Setup~ Apportionment~ Accounts Limit Setup ~ Settings Setup Setup & Measurements+ | Import
General Sales Ledger Purchase Ledger Nominal Ledger Stock Tools
Import kind
Select fields @ Import your data here
»)
Process
C:\backup\Imports\Purchase Invoices.csv Confirm Errors % lesv ~|
Status | Account Code | Document Number | Nominal Code | Amount | V#| Cost Centr|
] MO0001 320123333 @ 3:"South England’ budget exceeded by £ 26,328.38 (line 1) ELEC 100 1  Staines
] TO0001 320123334 EQPPURCH 200 1 Leeds
Q MOoooL 320123335 EQPPURCH 1200 1 Staines
] MooooL 320123336 EQPPURCH 50 1 Leeds
2 MOooo1L 320123337 28/06/2020 CRD QOURBN 1450 ELEC 10 1 Staines
4 i »
| openws | [ <Back || Process |

Should Clarity not recognise nor be able to make an association with some of the imported data a red

marker will appear within the status column against lines containing that data.

If you hover the mouse cursor over the red marker additional information will appear detailing the
reason for the red marker, this is highlighted in in the example image below. In this example |
have purposely modified the account code to an account code that does not exist in the database.
There will also be additional information available within the “Results” tab located toward the left-hand
side of the footer. If you click on the tab it will expand. An example of this is highlighted in

below.
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&) Dataflow Clarity [Data Import [Purchase Ledger Invoices]] - O X
Company| Miles Brown and Sons & Co. - User: JPB~
Sales Ledger Sales Orders Purchase Ledger Purchase Orders Nominal Ledger Audit Timesheets | System |
W o = @
¢ — R 2 == e
a3 C o o B, O] A B ®
Users&  Company & VAT & Order | Genersl Invoicing _ Order | Group Cost Centre &  Bank  Authority Authorisation Product Prices _Price Category | Data
Secunity~ Consolidation~ Currency~ Processing | Setup~ Processing | Setupr Apportionment~ Accounts Limit Setup  Settings Setup Setup & Measurements~ | Import
Genersl sales Ledger purchase Ledger ‘ nMominal Ledger stock Tools.
Import kind |
Select fields @ Import your data here
174
Process
Status | Account Code | Document Number | Document Date Daocument Type |0x‘ Nominal Code Amount WI Cost Centre Level 3
* | zoooo1 | 320123333 28/07/2020 v M ELEC 100 1 | Staines
@ Toooo1 320123334 28/07/2020 v O EQPPURCH 200 1| Leeds
] f— s . 8/07/2020 v O EQPPURCH 1200 1 | Staines
Account code "Z00001' not found
] 8/07/2020 v O EQPPURCH 50 1| Leeds
@ B8/07/2020 CRD o ELEC 10 1 | Staines
4 ] 3
Results QX%
5 rows processed
1 errors
O view errors
| openwty | | <Back || Process |

Should you receive a red marker and error detail like the example above none of the information will
have been updated to the accounts until the mismatch is rectified, or that information is excluded from

the import itself.

Only upon successful import completion will you receive a dialogue detailing that the batch has been

updated. An example of this dialogue is shown below:

O Dataflow Clarity [Data Import [Purchase Ledger Invoices]] - ] "
Y P! 9
Company Miles Brown and Sons & Co. \7 User: JPB~
Sales Ledger  Sales Orders  Purchase Ledger  Purchase Orders  Nominal Ledger  Audit  Timesheets | System
B & ; |
- b, L, G 4
&g & L B < [ s 8 3 M 8¢ i [B
Users & ComPany & IAT & General Invoicing Order General Invoicing Order Group  Cost Centre & Bank Authority Authorisation | Product Prices Price Category Data
Secunity~ Consolidationv Currency~ Setup~ Processing | Setup~ Processing | Setup~ Apportionment~ Accounts Limit Setup Settings Setup Setup & Measurementsv Import
General Sales Ledger Purchase Ledger Nominal Ledger Stock Tools
Import kind
Select fields é Import your data here
7
Process
C:\backup\Imports\Purchase Invoices.csv Data Import X lcsv ~|
Status | Account Code Document Number Document ur Reference Nominal Code Amount V#| Cost Centn,
[©] M00001 320123333 28/06/202 Invoice batch updated! URBN 1450 ELEC 100 1 Staines
] TO0001 320123334 28/06/202 URBN 1450 EQPPURCH 200 1 Leeds
] M00001 320123335 28/06/202 URBN 1450 EQPPURCH 1200 1 Staines
] M00001 320123336 28/06/202! URBN 1450 EQPPURCH 50 1 Leeds
9] M00001 320123337 28/06/2020 CRD OURBN 1450 ELEC 10 1 Staines
4 ] »
open % | | <Back | Process
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Having successfully completed the import process you will now be able to view the imported invoices

by navigating to the Purchase Ledger — Invoices window. | have filtered the display of this window so

you'll only see the imported invoices used in this example import:

&) Dataflow Clarity [Purchase Invoices]

Sales Ledger Sales Orders | Purchase Ledger Purchase Orders Mominal Ledger Audit Timesheets System

- ] X

Cnmpany‘ Miles Brown and Sons & Co.

~| User: JPB~

1 Y 3
MR M F & ek | 3 3 |
gﬁl =5 52 E F 31 =7 =7
Browse Cash Automatic Allocate| Invoices Document Approve Close Supplier Transactional
Payments Cash Store Invoices Period Data Listings~ ports™
Supplier Accounts Transactions Tiwoice Register Period Processing Reporting
Authorised | Released| Type | Invoice Reference Status | Account Code| Account Name | Date | Amount| Currency | Last sent as| Email to| Net Amount VAT Amount| Goods Amount L
R L L . — 1 L @
L | B CRD 320123337 Outstanding  MODOD1 Micron Lighting Ltd = 28-1ul-2020 £12.00 £10.00 £2.00 £10.00 || B
- = e
L J B INV 320123336 Outstanding M0OD0D1 Micron Lighting Ltd = 28-1ul-2020 £ 60.00 £ 50.00 £10.00 £50.00
L J B INV 320123335 Outstanding M0ODOO1 Micron Lighting Ltd = 28-1ul-2020 | £ 1,440.00 £ 1,200.00 £ 240.00 £1,200.00
L E“) INV 320123334 Outstanding  TOODO1 Texauto Ltd 28-Jul-2020 £ 240.00 £200.00 £ 40.00 £200.00
L E IMV 320123333 Outstanding  M0O00O1 Micron Lighting Ltd 28-Jul-2020 £120.00 £ 100.00 £ 20.00 £100.00
« ] | »
Outstanding, from 27-Jul-20 W o« vl wo | pagel1 |of 1
Clear filter Update [ Add g | Modify ?  Remove F.3
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Once you have the import structures setup, the following routines also allow you to import directly

without the need to carry this process from the import routine:

e Sales Cash

e Sales Invoices

e Purchase Invoice
e Journals

e Journal Adjustments

To use this facility, simply go the desired routine: In the example below | am importing Sales Cash

directly into the Cash Input routine.

Open the routine, right click, select “Open”

@ Cash Input

i
— |
]
Afc Code | Afc Name | Re!‘arem:eI Nominal CndeI Nominal Desc | Currency| Amount| Qutstanding Amount| Rate| Base Amount| DI
£0.00 £0.00 £ 0.00 0:
A | Add
X Remove
Allocate
24, | Paste
|:, Open
®) | Last saved column layout
< & | Revert column layout to default 5
Account [ - v| Currency [ - v|
Nominal | ~| .| Rate | 1.0 |
Reference | | Amount | 0.00 |
Date | 01 August 2020 [  commission |0.00 |
Motes Banking Number |1

Batch Totals su

| add 1 || remove w || Update (%) || close |
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CLARITY 2
Browse to locate the import file:
| &) Open X
| » ThisPC » 05 () s Dataflow import sample files » w (] 2 Search Dataflow import sam...
L p p P
Organize v Mew folder =~ [ @
B
I_]] Word Document ™ Marme Date modified Type Size ]
& Oneli B3] Bank1 staternents May 30/06/2020 09:20 Microsoft Bxcel C... TKB
neDrive
@ DAT Icon Only 18/10/2019 11:52 BMP File 12 KB
3 This PC @ DAT Icon Only 27/06/2017 10:33 IPG File 23 KB
:‘- 3D Objects @ My budget 250972017 153:34 Microsoft Excel C.., S0KB
[ Desktop @ Mominal Journal Cost Centre mport 29/06/2020 1311 Microsoft Excel C... TKB
= " @ MNominal Journal Currency Import 29/06/2020 13:12 Microsoft Excel C... T1KB
| Documents
— @ Purchase Invoices 29/06/2020 1513 Microsoft Excel C... T1KB
& Downloads B33 Sales Cash 29/06/2020 15:14 Microsoft Excel C. 1KB
J Music E33) Sales Document Invoice 29/06/2020 15:14 Microsoft Excel C... 1 KB
[ Pictures @ Sales Manual Invoice 29/06/2020 13:15 Microsoft Excel C... T1KB
Videos @ Stock Selling Prices 09/07,/2019 14:41 Microsoft Excel W... 10 KB
05 (T3 test] 18/07/202012:26 Text Document TKB o
— e A v Y < >
File names: || v|
Open | | Cancel |
Select and “Open”
The data is imported onto a grid as per the image below:
/) Data Import = O
Import profile [My cash import - |
Status | Account Code | Transaction Date |Transa|:tinn Reference | Amount |
ADDOD1 28/06/2020 2051 1200
ADDOD1 28/06/2020 2035 4000
GO0001 28/06/2020 67094553 00
BOOOOZ 28/06/2020 12124578 20000
LA 28/06/2020 34890583 14500
BRITOL 28/06/2020 446688599 30000
|Re-order :I [ ok 2 || cancel @) |

Press the “Ok” button to import the cash.

12| Page



&) DATAFLOW

CLARITY 2
@ Cach [nput = O :
Afc Code |Nc Mame ‘ Reference | Nominal Cnde| Nominal Desc ‘ Currencv| Amuunt| Qutstanding Amcunt| Rata‘ Base AmaL| ]
ADODD1 Airfreight Systems LTD 2051 BANK1 Bank {Current Account) £1,200.00 £1,200.00 £1,200.
ADODDL Airfreight Systems LTD 2035 BANK1 Bank {Current Account) £ 4,000.00 £ 4,000.00 £ 4,000,
G0D001 Graystone Insurance CO LTD 67094593 BANK1 Bank {Current Account) £ 500.00 £ 500.00 £ 500,
BOOOD2 British Financial Planning Co. 12124578 BANK1 Bank {Current Account) £ 20,000.00 £ 20,000.00 £ 20,000.
LA LA Property Consultants 34390583 BANK1 Bank {Current Account) £ 14,500.00 £ 14,500.00 £ 14,500.|
BRITO1 British Commercial Services 44668899 BANKL Bank {Current Account) £ 80,000.00 £ §0,000.00 £ 80,000.
< i | »
Account \BRJTOI - ‘ British Commercial Services - | Currency | - H - |
Nominal ‘ BANKL - ” Bank {Current Account) - | Rate | 1.0 |
Reference ‘44668899 | Amount |SU,UUU.UU |
Date ‘ 28 June 2020 ‘El Commission | 0.00 |
Motes Banking Number |1
e
Batch Totals Ei‘
[ add @ |[remove x| [ update O] |[ close |

Once the cash is imported, you can then, continue using the routing as normal.

If you have multiple import structures set up, during the import, you can use the dropdown arrow to
select which structure you are going to use during this import. The image below during the import of a
batch of journals.

@ Data Import

Import profile | Nominal Currency Journal Import -
Status | Nominal Code Transaction Date | Transaction Reference Amount Cost Centre 3 Notes
BANK1 28/06/2020 June Payments -2500
[ AUDIT 28/06/2020 June Payments 1000 Staines H.Office audit
| PHONE 28/06/2020 June Payments 800 Leeds Aug Sep Oct payment
| ELEC 28/06/2020 June Payments 500 Manchester Manchester office
| ELEC 28/06/2020 June Payments 200 Leeds Leeds office
4 n »
Re-order ‘. oK @ Cancel &)

In this example, the drop drown has highlighted 4 possible import structure that | can pick for the

import on this occasion.

@ Data Import

| Import profile | Nominal Currency Journal Import -
[ |

4 Nominal Currency Journal Import
1 Stabusy{(N Nominal Journal Cost Centre Import
Ban Nominal Journals
Nominal Take on
ALL i R — . T
PHONE 28/06/2020 June Payments 800 Leeds Aug Sep Oct payment
ELEC 28/06/2020 June Payments 500 Manchester Manchester office
ELEC 28/06/2020 June Payments 200 Leeds Leeds office
L] n »

[Re-order zl [ ok (] I Canoel@ |




