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Importing Data from Excel
About this Document

The objective of this document is to describe how to import agents into Community via an Excel
spreadsheet. This guide will review each step of the process for Community Essentials and
Enterprise.

phone  877-668-6870 3400 Waterview Parkway, Suite 101
web CommunityWFM.com Richardson, Texas 75080




Community /VFIM

Importing Data from Excel

Introduction

There are three ways to add agents to Community Essentials and Enterprise.

1. Add each agent manually in the People hub (see Quick Start Guide).
2. Import agents from your data source.
3. Import agents from an Excel spreadsheet.

This guide demonstrates how to use an Excel spreadsheet to import data from your external

systems.

@] This guide assumes you have set up some structure of the Enterprise model, including sites

and work types.
@] Community Essentials already defines the Enterprise Model and Work Types.

@] Community Enterprise users should wait to use this process until after the initial training
sessions when the Enterprise Model and Work Types are defined.

Getting Started

Essentials: Go to Settings | People | People

Settings

I s gt Enterprise: Go to Settings | People and agent templates

| People.

[Cata sources

‘ Enterprise mode

I
Schedule temiplates

N ...
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Importing Data from Excel

On the People page, select Click here to import people.

People

Configure the people in your organization.

Set up new people
Click here to create new people

Import people from external systems
Click here to import pen:\pli}j

Manage existing people

Choose from the options below to help you limit the scope of the people you see in the selection list.

‘A\I people currently defined v ‘ Go ‘

Recent people

LRAS
2848
2442

Import Options

Select Excel Workbook to launch the Excel Import Wizard.

Import options

Data collection source

Import people from the telephone platform using either an API entry point or a pre-
defined database query.

Excel Workbook

Import people using data contained in an Excel spreadsheet or workbook using a new or
existing Import Profile for Peaple. @
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Importing Data from Excel

Step1: Import defaults and select import file

Import people from an Excel file

Step T: Import defaults and select import file

Assigned site ‘ Site 1 - Richardson, TX v ‘

Assigned work type ‘ Work v ‘

Choose the import file location

Upload a new file

CTD Select an Excel file on your local hard disk and upload it to the application server. You can then use the contents of this file to import
selected people.

Select an existing import file

| Q Choose from the list of existing Excel files that were previously uploaded to the application server. Once you pick a file, you can then use
the contents of it to import selected people.

Don't have a file to upload? Download the template here.
Click here to download the sample Excel import template.

All agents entered to Community WFM must have an assigned site and work type, among other
properties. Before selecting a file for import, select a site and work typ from the drop-down
menus.

Community Essentials has one named site and three work types to choose from (E-mail Work,
Overtime, and Work). Work is typically used for regular contact center phone work.
Community Enterprise needs to have the Enterprise Model and work types defined before
moving forward.
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Importing Data from Excel

Next, upload a new Excel file or select a previously uploaded file. If this is the first time through
the Wizard, Click Upload a new file or drag and drop a file into the window. The upload will start
automicatically.

Assigned site ‘ Site 1 - Richardson, TX v

Assigned work type ‘ Work v

Drag a file to the area below, or click the "Upload a file" to browse to a file. Note that the upload will occur automatically.

I Upload a file |

Next

After uploading a file, you will see a confirmation that it was uploaded successfully.

Drag a file to the area below, or click the "Upload a file" to browse to a file. Note that the upload will occur automatically.

Upload a file

new-agent-impo...
3.7kB

I The selected file was uploaded successfully. I}

The file remains on the server. If you have previously uploaded files, you have the option to
Select an existing import file and chose a file from the drop-down list.
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Importing Data from Excel

After uploading a file or selecting an existing one, click Next to proceed to Step 2 of the wizard:
Select a Worksheet from the list found in the imported Excel Workbook.

Step 2: Select a Worksheet

"non

The workbook example below contains worksheets labeled "Admins,” “Agents,” and

Import people from an Excel file

Select a Worksheet from the list found in the imported Excel Workbook

“Supervisors.”

Sheet name

Admins$
Agents$
Supervisors$

Note: All worksheet names have a dollar sign ($) appended to the end. Do not be concerned.

Click Select next to the sheet that contains people data you wish to import to advance to Step 3:

Select or create the import template.
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Importing Data from Excel

Step 3: Select or create the import template

Import templates are data maps where you can match columns from the imported worksheet to
various people attribute fields needed by Community. If you have an Import Template defined
select an existing Import template or click Create a new Import Template to create a new one.

Import people from an Excel file

Step 3: Select or create the import template

Setup a new one
Create a new Import Template

Current list

I You do not have any Import Template defined. Click the “Create a new Import Template” link above to areate 3 new one.

If you already have a template, click Select next to the Import name.

Import people from an Excel file

Step 3: Select or create the import template

Set up a new one
Create a new Import Template

Current list
Name Description Created on
import 3 Template from test import.xlsx 08 Apr 2021 Select ||| Delete
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Importing Data from Excel
Setting up a new Import Template

Click Create a new Import Template. This shows the column names and matching field names.

New import template

Selected file Copy of default-agent-import_Admin8.xlsx

Impart template name Agents Names

Selected sheet Agents} v
Feld name Required? Type Sedected colurmn
First Mame true Teut First Mame ¥
Lazt Mame trug Taut Last Mame v
iddle Initial falsz Teut -- Ignore this figld -- v
Titlz fals= Taut -- |grigre thiz figld -- v
Ernail Addresz fals= Teut Ernail Addrezs v
Supervisor First Name falsz Taut Supervizor First Name v
Supervizor Last Mame falzz Taut Supenvizor Last Mame v
Login Id falzz Taut Login Id ¥
Tizbreak falzz Intesgear Tishraak T
Rale trus Tt Rale A
Hire Date true Date Hire Diate ¥
Employes 1d falsz Taut | Ermgloyze 1d v

Cance OK

For each attribute, use the corresponding dropdown list to select a column name from the
imported worksheet that contains the matching data. Note: First Name, Last Name, Hire date,
Role, and Tiebreak value are required. If using advanced vacation features in Enterprise edition, a

unique employee ID is required.

@ Pro tip: upload supervisors first, then you can import agents and indicate their
supervisors. You can only indicate supervisors who are already in the system at the time
of the agent import.
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Importing Data from Excel
If you do not want to select a corresponding field, select --Ignore this field--.
When finished, click OK.

Community’s import process requires validation of each row to create quality information for
agents in the application.

Select the newly created template and proceed to step 4 of the Wizard.

Import people from an Excel file

Step 4: Verify and import

Status  First name Last name Title Email address Hire date Supervisor

Susan Garcia Agent SG@work 06 Jan 2018 Timmons, Susan import
A person with the same first and last name already exists in the system. Please ensure that you don't already have this person defined.
Greg Koviak Agent GK@work 07 Jan 2018 Timmons, Susan Import

The imported row appears to be a valid user.

E)
b1
8
3

Katy Garcia Agent KG@work 08 Jan 2018 Timmons, Susan
The imported row appears to be a valid user.

Lauren Timmons Agent LT@work 09 Jan 2018 Timmons, Susan

E)
<
1
3

The imported row appears to be a valid user.
Annie Noll Agent AN@work 10Jan 2018 Timmons, Susan
The imported row appears to be a valid user.

Harrison Bratton Agent HB@work 11 Jan 2018 Timmons, Susan

The imported row appears to be a valid user.

00000

Tim James Agent T@work 13 Jan 2018 Timmons, Susan Import

The imported row appears to be a valid user.

E) E)
2 <
3 2
2 3

Susan Garcia Agent SG@work 06 Jan 2018 N/A Import

Invalid or missing value for supervisor First or Last Name: assuming no supervisor.
Invalid or missing value for Employee ID; assuming no Employee ID,
A person with the same first and last name already exists in the system. Please ensure that you don't already have this person defined.

Step 4: Verify and import: Data Validation

On the next screen you will see the results of the validation process, which eliminates invalid
rows and alerts you of any potential conflicts.

o If the row’s status icon is a checkmark, it is entirely valid and there are no problems.

0 Some records (person) show a warning red X, meaning the row did not contain a
required value for one of the fields. You cannot import this person.

If there is a missing value, there is a yellow warning X. People may be imported with a

warning label and you can complete missing information later.
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Importing Data from Excel

Next, import people either individually by clicking Import on the right side of each row, or bulk
import by choosing Import all Valid (just those with the valid icon), or Import all Including
Warnings (all valid and with warning icons) then select Next.

Import people from an Excel file

Step 4: Verify and import

Importall Valid | | Import alf Including Warnings | Next

Step 5: Review of import results
The final step of the wizard is to review the results.

When you click Finish at the bottom, all people are imported. Navigate back to the People page,

and you will see all of the added people.

Import people from an Excel file

Step 5: Review import results

599  Garcia, Susan E Agent sG@work 06Jan 2018 Agen

600  Koviak Greg J Agen GK@work 07Jan 2018 Agen

601  Timmons, Lauren N Agen LT@work 09Jan 2018 Agen

603 Garcia, Susan E Agen SG@work 06Jan 2018 Agen

604 Noll, Annie E Agent AN@work 10Jan 2018 Agen

605 Garcia, Katy M Agen

it
it
it

602 James, Tim L Agent T@work 13Jan 2018 Agen
it
t
it KG@work 08Jan 2018 Agen
it

606  Bratton, Harrison)  Agen HB@work 11Jan 2018 Agen

Clicking on a name leads to a

screen where you can continue

Cathy, Kelly

to build properties, activities, Mitchell, Lauren

adherence set up, and schedule
setup for that agent.

Ki

Scheduling setup
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Excel Template

If needed, you can download a copy of an Excel Workbook template in Step 1 of the wizard.

Import people from an Excel file

Step 1: Import defaults and select import file

Assigned site ‘ Site 1 - Richardson, TX v

Assigned work type ‘ Work v

Choose the import file location

Upload a new file
Select an Excel file on your local hard disk and upload it to the application server. You can then use the contents of this file to import

selected people.

Choose from the list of existing Excel files that were previously uploaded to the application server. Once you pick a file, you can then use
the contents of it to import selected people.

Select an existing import file
Q

Don't have a file to upload? Download the template here.
Click here to download the sample Excel import template.

H | | )
[Tiebreak

c | D | 3 | F | s |
Middle Initial Title. |Email Ada |supervisor First Name |supervisor Last Name |Login1d

BREEEENEEEERREE 0@ N 0w,
[
®

Administrators | Supervisors | Agents | (@) P[] EI

Required fields are:
e First name

e Last name

e Hire date
e Role
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. Importing Data from Excel

Import agent: field names and descriptions

Field Required? | Expected type & Description
String (50 charscters)

First Rame Yes If missing, then the validatar ignores the row
String (50 charscters)

Last Name Yes If missing, then the validatar ignores the row

belichd le= Initiaal Mo String (1 character)

Title Mo String (255 characters)

Email Address Mo String (255 characters)

Supervisar First Name Mo String (50 characters)

Supervisor Last Mame Mo String (50 characters)

inlD N String (50 characters). Note the |egin 1D muost be UNIOUE across the

Lagin ¢ population af peaple (users]. I not, the wabdator will mark the row as in error

Tiekreask o In!egr.'r;_1hi'.-i= the tiebreak value used in various contexts induding seniority
scheduling
Diate

Hire date Yoy This is the hire date for the person; if ermor then the validator assumes ioday’s
date.
String {max 20 charscters)

Rale Yat This is the text version of these specific supported roles, including “Agent”,
“Supervisar”, “scheduler”, “Administrator, " Superuser”
If migsing, or left blank, the validator assumes the "Agent” rale.

Cmployes D Mo String (50 characters)
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Importing People from a Data Source

Importing Data from Excel

In addition to importing with Excel, you can import people from your data collection source.

Select Data Collection source from Import Options.

Import options

Data collection source
Import people from the telephone platform using either an API entry point or a pre-
defined database query.

Excel Workbook

H% Import people using data contained in an Excel spreadsheet or workbook using a new or
existing Import Profile for Peaple, @

Step 1: Specify default properties and data source

Data source

Default hire date

tle

Default tiebreak value

Assigned supervisor
Assigned site
Assigned wark type
Device 1D options

Default device option

Import people from a Data Source

Step 1: Specify default properties and data source

82012019 [5)

— No supervisor - ¥

Richardson, TX ¥

k-3
..O
o
III I ‘

E-mail Work ¥

Automatically apply the employee 1D to the device D for adherence reporting ¥

Use this as the default device for adherence reporting v
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Importing Data from Excel

Select defaults for the following attributes, then click Next.
e Data source

e Default hire date (required)

o Title

e Default tiebreak value (required)

e Assigned supervisor

e Assigned site

e Assigned work type

e Device ID options

e Default device option

Import people from a Data Source
Step 2: Import selected agents

Device login id First name Last name -
o7 Jozy Altidore

o7 Demarcus Beasley

015 Kyle Beckerman

on Alejandro Bedova

005 hatt Besler

004 Michael Bradley

e Aok Scooi lmoac

Step 2: Import selected agents
Review the agents that can be imported. You can import agents one at a time or import all.

After importing, navigate back to the People page, and you will see all of the added people.
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