Bulk Import into Activity Exchange


It is very easy to Bulk Import Activities into Activity Exchange.

All you have to do is to put your Activities into a Spreadsheet and email them to a special email address with an email that specifies a suitable club AccessCode.

The spreadsheet can be very simple. It only has to have the Title of each Activity and the Date.

Here is a simple example
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Important: The Date must be in an unambiguous format. So 10-Nov-09 is fine, 10/11/09 is not.

Then make an email which contains the line “AccessCode: XXXX” where XXXX is a current Organiser or Master AccessCode. Email Subject can be anything, why not make it something that means something to you.

Attach the Spreadsheet and send it to EasyPeasy@Admin.ActivityExchange.com
Simple as that!

This is what a suitable email might look like
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An example of the Spreadsheet format can be found here

http://activityexchange.com/docs/Activities.xls
The format of the Spreadsheet is the same as the Activities Backup email which your 
club probably receives every week or month unless you have turned this off.

The rest of this Document provides a more detailed and technical description.

Bulk Import Formal Documentation
1. INTRODUCTION

This document explains how to bulk load Activities into Activity Exchange.

2. OVERVIEW

The method is to send a stylised email to a specific email address. This email contains some formatted lines and has an Excel spreadsheet as an attachment. The Activities are loaded from the spreadsheet and a reply email generated.

3. EMAIL FORMAT

The email will consist of a series of parameter lines each of which has a keyword, followed by a colon followed by a value.

The keywords, their values and their meanings are given in Appendix A

4. SPREADSHEET FORMAT

The spreadsheet should be Excel from Excel 97 onwards. Information from the first worksheet in the workbook is used.

The first row should contain either standard labels as defined in Appendix B or alternative names. that have been agreed between Activity Exchange and the club. 

Column labels can be ‘Nothing’ or blank in which case the column is ignored. After 10 blank column labels the import process assumes it has run off the end of the available data. Excel spreadsheets are limited to 256 Columns.

Column Labels are case insensitive.

Each row after the first should contain the information for each activity. You can have blank rows between Activities. On the third blank row the import process assumes it has run off the end of the available data.

The only two values that have to be supplied for new Activities are Date and Title.

Columns may be Blank for particular Activities in which case the default value, if any, will apply.

For full details of the allowed Column Labels and Values please see Appendix B

5. ACTIVITY UPDATES

If an Activity already exists then the row will be treated as an update. There are three ways that Activity Exchange can determine if the Activity already exists.

· An Activity exists for that club with that ClubRef value

· An Activity exists for that club on the same Date with the same Title

· The ActivityKey has been specified

A consequence of the above is that if you want to change the date of an Activity through the Bulk Import mechanism then you must supply either a ClubRef or an ActivityKey.

6. EXCEL TIPS

To add a new line within an Excel spreadsheet cell press ALT-Enter.

When using Cut & Paste if you paste some text that contains a number of lines into a cell then Excel will spread the data across a number of rows. To get all of the data into one cell, paste it into the formulae bar at the top of the screen (just to the right of the Equals sign).

7. ACCESS CODE TYPES

Activity Exchange has two kinds of AccessCode that are relevant here.

The Master AccessCode allows you to freely add or modify Activities. If you specify the Master AccessCode when doing a Bulk Import then you can freely Add or Update Activities.

The Organiser AccessCode allows you to freely Add Activities or to Update Activities for which you have supplied the Activity AccessCode.

Consequences if you supply an Organiser AccessCode.

· If you want to Update an existing Activity then the spreadsheet must have an AccessCode Column and the row for that Activity must contain the Activity AccessCode for that Activity.

· The Response spreadsheet contained in the Report.xls file that will be returned to you will contain an AccessCode column that will give the Passwor AccessCode for any Activities that have been Added or Updated. This is to allow these to be imported into any Activities database that you may be running.

Consequence if you supply a Master AccessCode.

· If you supply a Master AccessCode then the reply will not contain any Activity AccessCode. This is to maintain the security principle that the Activity AccessCode are only known by the Activity Organisers who will be notified by email in the usual way.

8. IMPORT ALIASES

The Activity Exchange database contains a list of Import Aliases. These are the Club column names that need to be translated to the Activity Exchange names as defined in Appendix B.

For Example a club may give each Activity a unique reference and call it Event_ID. Activity Exchange would call this ClubRef. If an Alias is defined then you can submit a spreadsheet with a Column Name of Event_ID and Activity Exchange will translate that automatically to ClubRef.

As an alternative you can simply arrange that the spreadsheet only uses Column Names from the table in Appendix B.

9. STANDARD ACTIVITIES

The Activity Exchange database can hold a list of common Activity Titles for a Club with default values for Visibility (Public, Private, Hidden) and Kindof (One-Off, Regular, Weekend/Holiday). This frees you up from having to specify them on the import spreadsheet.

10. REPLY

You will receive an email reply, the body of which will give details about the Import run.

Normally this will have attached a file called Report.xls. This will contain a row for each Activity and will give information about that Activity such as what was done with it and what its Activity Key is.

If there were any errors then they will be attached in a plain text file called Errors.txt.

The Reports.xls file may contain up to two extra sheets which will report back the current values of Standard Activities and Import Aliases for the club.

APPENDIX A – EMAIL FORMAT

The email should be sent to: EasyPeasy@admin.ActivityExchange.com
It should preferably be in plain text format. HTML is allowed but is slightly less reliable as it can be harder to find the AccessCode.
It should as a minimum contain one parameter line which should be the clubs Organiser or Master AccessCode. As in:-


ACCESSCODE: ABC99

Other parameter lines may be defined in the future.

The email should contain at least one attachment being the spreadsheet to import. This must have a .xls file type and should be the first attachment if there are more than one.
APPENDIX B – COLUMN TITLES AND VALUES

	Column Name
	Type
	Size
	Notes

	Title
	Char
	80
	Activity Title

	Date
	Date
	
	Date of Activity

	Time
	Time
	
	Time of Activity

	Description
	Char
	4000
	Description

	MeetAt
	Char
	100
	Where to Meet

	Cost
	Char
	120
	Free Format Text Cost field

	BookingCode
	Char
	20
	Free Format Text Booking Code

	Name
	Char
	30
	Name 1st Organiser

	Contact
	Char
	40
	Free Text Contact Info 1st Organiser

	Phone
	Char
	20
	Phone Number 1st Organiser

	WorkPhone
	Char
	20
	Work Phone Number 1st Organiser

	MobilePhone
	Char
	20
	Mobile Phone Number 1st Organiser

	Email
	Char
	60
	Email address 1st Organiser

	EmailHide
	Logical
	
	Set to 1 to Hide Email address

	Name2
	Char
	30
	Name 2ndt Organiser

	Contact2
	Char
	40
	Free Text Contact Info 2nd Organiser

	Phone2
	Char
	20
	Phone Number 2nd Organiser

	WorkPhone2
	Char
	20
	Work Phone Number 2nd Organiser

	MobilePhone2
	Char
	20
	Mobile Phone Number 2nd Organiser

	Email2
	Char
	60
	Email address 2nd Organiser

	Email2Hide
	Logical
	
	Set to 1 to Hide Email address

	Location
	Char
	50
	Free Text Description of Location

	MapRef
	Char
	50
	Postcode eg “B15 3EE” or NGR. Creates Map link

	VenueWeb
	Char
	200
	Web Address for info about Venue

	MoreInfoWeb
	Char
	200
	Web Address for more info about Activity

	BookBy
	Date
	
	Latest date to Book by

	Visibility
	
	
	Activity Visibility (see below)

	Kindof
	
	
	Kind Of Activity (see below)

	Lage
	Number
	
	Lower Age

	Uage
	Number
	
	Upper Age

	MembersCost
	Money
	
	Cost to Members

	GuestsCost
	Money
	
	Cost to Members Guests

	NonMembersCost
	Money
	
	Cost to Non-Members

	Deposit
	Money
	
	Deposit

	ClubRef
	Char
	10
	Clubs own Unique Reference for this Activity

	ActivityKey
	
	
	Activity Exchange key for existing Activity 

	AccessCode
	
	
	Activity AccessCode

	Action
	
	
	What to do with this Activity (see below)

	Nothing
	
	
	Ignore this Column


Value Types

	Name
	Description

	Date
	Any valid date format although dd mmm yyy (as in 1 Mar 02) is preferred as it is unambiguous.

	Time
	24 Hour format or with trailing pm if appropriate

	Number
	Whole Number

	Money
	Any valid number with up to two trailing decimal places.

	Logical
	1 or 0 or “True” or “False”

	Visibility
	1 or “Public” or

2 or “Private” or

3 or “Hidden”

defaults to “Private” or to Club default if set

	KindOf
	1 or “One-Off” or

2 or “Regular” or

3 or “Weekend/Holiday”

defaults to “One-Off”

	Action
	“Add” or “Add Activity”

“Update” or “Update Activity” or “Modify” or “Modify Activity”

“Delete” or “Delete Activity” or “Cancel” or “Cancel Activity”

Defaults to “Update” if Activity already exists or “Add” otherwise


APPENDIX C – EXAMPLE SPREADSHEETS

All but the last example assumes that you have supplied a Master AccessCode
To Add Activities (assumes no matching Activities exist)

	Date
	Title
	Description
	Name
	Phone
	Email

	1/4/02
	Pub Crawl
	Blah Blah
	Phil Glass
	333 5555
	phil@hotmail.com

	20/4/02
	Curry
	Balh Blah
	Josh Rogan
	444 6666
	Josh@curry.com


To Update Activities (assumes matching Activities do exist)

	Date
	Title
	Description
	Name
	Phone
	Email

	1/4/02
	Pub Crawl
	Blah Blah
	Phil Glass
	333 5566
	phil@hotmail.com

	20/4/02
	Curry
	Balh Blah
	Stan Phal
	666 7777
	stan@hotashell.com


Or

	ActivityKey
	Name
	Phone
	Email

	1500
	Phil Glass
	333 5566
	phil@hotmail.com

	1501
	Stan Phal
	666 7777
	stan@hotashell.com


To Delete an Activity

	ActivityKey
	Action

	1500
	Delete


To Delete an Activity having supplied an Organiser AccessCode
	ActivityKey
	AccessCode
	Action

	1500
	XYZ
	Delete
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