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Import Records/Listings Tutorial 

The Import Records/Listings feature allows users to create one or more records by uploading an Excel file (.xls or .csv) 

into CCIMREDEX.  

 The step‐by‐step instructions below take you through the process of uploading and using the various functions within 

Import Records/Listings.  

 

Step 1: Click ‘Create a Record’ located at the top of the Task Menu.  Select ‘Import Records/Listings’ to being importing 

records/listings. 

 

 

 

 

 

 

 

 

 

The ‘Import Records/Listings’ workflow will open at the top of the screen. 

 

To import records/listing, click the ‘Browse’ button. 
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Locate the spreadsheet on your computer that contains the record(s)/listing(s) and click ‘Open’. 

 

 

  

 

 

 

 

 

 

 

Click ‘Upload’ to import the records/listings. 

REQUIRED:  * Maximum allowed file upload size is 5 MB. 

 

When the image upload is complete, the user will see the below progress bar. 

 

 

Click the arrow on the right of the workflow to continue to the next step. 
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Step 2:  The user must now set the columns of the imported spreadsheet to match the fields within CCIMREDEX. 

In the table, select the appropriate File Field from the drop down menu(s) that coordinates with the appropriate Address 

Field.  The Address Fields are fields within CCIMREDEX.  The File Fields are fields that were imported by the user in Step 

1. 

In order to correctly map the imported records, the Address and File Fields must match properly.  If the Address Fields does not 

have a correlating File Field, leave the File Field blank.  

 

 

 

 

 

 

 

 

 

 

When the user has matched all File Fields with Address Fields, click the ‘Set Columns’ button. 
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When the set columns process is complete, the user will see the import results in the table to the right.  The table will 

show if the imported records were ‘Matched’ to a location on the map, if there were ‘Multiple Matches’ found on the 

map or if the records had ‘No Match’ on the map. 

 

If the records were ‘Matched’ to a location on the map, they will appear with a green “balloon”, as shown below. 

 

 

 

 

 

 

 

 

If the records had ‘Multiple Matches’, the user has the option to correct the address(es).  Click the ‘Multiple Matches’ 

tab at the top of the table to view the records.  To edit the ‘Multiple Matches’, click the address you would like to edit.  

Click the correct address to change the location of the record.  The corrected record will now appear on the ‘Matched’ 

tab of the table and appear on the map. 

Once the user is satisfied with the record locations on the map, click the arrow to the right of the workflow to continue 

to the next step. 
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Step 3:  The user will now import the additional information from the selected records that was located in the imported 

spreadsheet.  Click ‘Map Data Field’ on the left.  The ‘Database Fields’ on the right will change to correspond with the 

‘Map Data Fields’.  Check the check box ‘Import Details’ above the tables to confirm you want to import that 

information. 

 

Once all ‘Map Data Fields’, ‘Database Fields’ and ‘Import Details’ are in place, click the ‘Import’ button. 

 

Once all information has been imported, the table on the right will show the import results:  ‘Imported’ and ‘Failed’.   A 

reason will be given for all information that failed to import.  The user can change it in the spreadsheet and import 

again, if they choose. 
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Once the user is satisfied with the imported information, click the arrow to the right of the workflow to continue to the 

next step. 

 

Step 4:  What Do You Want To Do Next? 

 

The user has the option to move to other workflows, carrying the record(s) they just imported with them.  They now 

have the opportunity to: 

1. Publish the record(s) they recently imported. 

 

2. Print the record(s) they recently imported. 

 

 



7 

 

3. Run STDB Reports on the record(s) you recently imported. 

 

 

If the user does not want to continue to a new workflow with one of the options listed above, they can click the ‘Return 

to Task Menu’ button and be taken back to the CCIMREDEX home screen. 


