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Unite Education Program v6.2
Job Aid: 3012

About Import Jobs

When importing person and application data, there are several templates and options to choose
from based on the type of import job you want to run. You can run a custom import job or a
standard import job. Custom import jobs require a data import template and have the most
options available. Standard import jobs use a standard import template and have the fewest
options available because they are standardized in Unite.

Selecting the appropriate options when you run an import job is important to ensure person
and application records are added and updated as expected. The following image illustrates a

summary of the import options available based on the type of import job.

Guide to Import Jobs

Job Type Custom Standard

Data LLMCRS LLM Other LLMOther Other Applicant OtherProspect
Import

Template CRS Import

Import Applicant Prospect Import Import

Import Options

Create New Record if
No Match

File Association v v v v v v v
File Layout
File Type v v v v v v v
For Existing Recruit v v L o/ 7 ¥ >
Event
Haa_der Row Included v @ v v v v 7
in File
Source of Application v v v
Update All Active .
Applications
Application Type v
Brograr Taim P These import options are only available if you de-selectthe

gram ferr Update All Active Applications check box.
Program Year v

If you want to update application records, you have options based on the type of import job.

For standard import jobs, Unite updates all open applications for people who are in the import
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file. For custom import jobs, you have a choice to allow Unite to update all open applications or
you can select matching criteria for Unite to only update open applications based on program

year, program term, and application type.

Import options

The following table provides a description of each import option you can select when running

an import job.

Import Option Description

Application Type This option is available for custom import jobs that use a data
import template. If you are running a custom import job and
do not select Update All Active Applications, you must
select the Application Type code (First Time, Visiting,
Reapplication, Transfer) to tell Unite which open applications
to update during the import process. Application types vary
among schools.

Create New Record if No  This option is available for custom import jobs that use a data

Match import template. This option tells Unite to add new person
records during the import process if no matching records
exist. If the import file contains data for records you want to
add to Unite and you do not select this option, Unite does not

add new person records.
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Import Option Description

File Association This option is available for all import types and enables you
to associate imported person records with an existing Recruit
Event or a new or existing Grouping. If you are using a
custom data import template to associate imported records
with a recruit event, you must select one of two options:

e If you select Update Recruit Event, Unite looks for a
matching recruit event on each person record and adds a
new event if there are none that match. If there is a
matching event, Unite updates data for the event.

e If you select Add Recruit Event, Unite adds a new event
to the Activity Log on each person record, regardless of
whether there is a matching event.

If the import file has a recruit event and you select a different

recruit event, Unite ignores what is in the file and uses the

selection. Upon completion of the import job, the event
appears on the Activity Log for each imported person record.

If you associate imported records with a grouping, you must

add a new grouping or select an existing grouping. The File

Association you select appears as the Source of Data on the

person record.

File Layout This option is available for custom import jobs that use a data
import template. This option tells Unite which data import
template to use. After you add a data import template to

Unite, the template becomes available in this list for selection.

File Type This option is available for all import jobs. This option tells
Unite the type of import template to use. Upon completion of
the import job, the Source of Data appears on the person
records based on the file type you select.
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Import Option Description

Header Row Included in ~ This option is available for all import jobs. This option tells
File Unite whether the top row in the import file contains data
that must be imported. Select this option if the top row
of the import file contains header information already
included, so Unite knows to exclude the first row during the

import process.

Program Term This option is available for custom import jobs that use a data
import template. If you do not select Update All Active
Applications, then the Program Term selection tells Unite
whether to use the program term (Fall, Winter, Spring,
Summer) to match open applications that Unite updates

during the import process.

Program Year This option is available for custom import jobs that use a data
import template. If you do not select Update All Active
Applications, the Program Year option tells Unite whether to
use the program year to match open applications that Unite

updates during the import process.

Source of Application This option is available for custom import jobs that use a data
import template and standard import jobs that use an LLM
Applicant or Other Applicant Import template. This option
indicates the origination of the applications to import.
Although this field is not enabled for selection, the Source of
Application appears in the Completion Status section of the
application on the person record and can be a system-
provided option (online application, LSAC, mail) or a custom

option that your school uses.
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Import Option Description

Update All Active
Applications

This option is available for custom import jobs that use a data

import template. This option only applies to application

information and determines which applications Unite

updates during an import. To update all open applications

on the person record, select this option. If you do not select

this option, you must select at least one other criteria

(Program Year, Program Term, or Application Type) so Unite

can match the open applications you want to update.

Import job queue

After you run an import job, Unite queues the job. Each import job can take 15 to 20 minutes to

process. An import job that includes new person records may take additional time. The status of

the import job remains Queued during processing. Once finished, the status of the import job is

Completed. As shown in the following picture, a history of all import jobs that you queue

remains on the Import File History grid for reference.

FILE OPTIONS

File Type *

Select files.
IMPORT FILE HISTORY

B ®B

File Name

2006 - OMICRON data import file.csv,20210720194538

2006 - TAU data import file.csy

20210720194635

New Person Import CPring.

v.20210503152129

Leads 01122017.c5v.20210311214258

New Person import CPring.csv.

2021012700113

Web Inquiries.cs

EriendsTwitter MCarter.

30

¥.20200016022252

25

200901145035

Drag a column header and drop it here to group by that column

Data Type

Data Import Templates

Data Import Templates

Data Import Templates

Data Import Templates

Data Impert Templates

Data Import Templates

Data Import Templates

Template Name

Mew York Law Recruits

Mew York Law Recruits

Mew Person Imports
Mew York Law Recruits
Mew Person Imports
Mew Person Imports

Friends we found on
Twitter

Grouping

2020 New York Law
Recruits

2020 New York Law
Recruits

Web Inquiries

User

9997-A Test

9997-A Test

Admin LSAC

Admin LSAC

Admin LSAC

Admin LSAC

Admin LSAC

+ Received

07/20/2021

07/20/2021
05/03/2021
03/11/2021
01/26/2021
09/15/2020

09/01/2020

No. of records: 12

Complete

07/20/203]
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Import exceptions

Import exceptions can occur for many reasons. For example, an import file may not have data
that matches the lookup fields. An import file may contain misspelled data or a bad date
format, such as a two-digit year when the import template specifies a four-digit year.

You can resolve most exceptions by making corrections on the person or application record.
After you make corrections, there are two ways you can delete the exception, so it no longer
appears in Unite. As shown in the following picture, you can delete exceptions in the

Person/Application Data Exceptions section on the person record.

Person/Application Data Exceptions -
.b [’a No. of records: 1

Drag a column header and drop it here to group by that column

Field :  Error Message ¢ Value Passed :  InputSource :  ErrorDate
DOB is not in the Data Import
DOB = not 22/28/1989 P 05/03/2021
correct format Templates —

You can also delete exceptions on the Person/Application Data Exceptions grid shown below.

Exceptions || Notifications | Form Design | Waivers/Coupons

o R No. of records: 50
[0  LastName, First i ssN i LSACAcct.No. § InputSource i Error Field i Error Message i ValuePassed i  +CreatedDate }
Data Impor s h
[0  PrineAlpha-Carol 030540011 136723525 Detalimport poB DOPEiothn e 22/28/1989 05/03/2021
Templates correct format
[0  PrineBeta-Carol 079582820 135763399 il ok pos DOBE LIS 22/28/1989 05/03/2021
Templates correct format
Data Import DOB is not in the
[ PrinechiCarol 099470475 133302235 2 pos o, 22128/1989 05/03/2021
Templates correct format
Import h
[ PrineDelta-Carol 023309746 131165045 Data Import poB DOBE notinthe 22/28/1989 05/03/2021
Templates correct format
Import h
[0 erineEpsilon-Carol 090645522 136475558 Dete Import. poB DOBIE et in e 22/28/1989 05/03/2021
Templates correct format
<
. Data Import DOB is not in the
[@  Prineta-Carol 724 1 / /03/2021
B4  erinefta-Carol 026027247 137987217 o pos it 22/28/1989 05/03/202
Impor Bis
O PrineGamma-Carol 009678884 133096031 Daia yjport pos OB ot the 22/28/1989 05/03/2021
Templates correct format
-
[0 Prine ota-Carol 059162952 133396225 DR mnor poB DOBENotinthe 22/28/1989 05/03/2021
Templates correct format
Data Impor B h
[ PrineKappa-Carol 027293657 134450208 Datd Inport poB e b 22/28/1989 05/03/2021
Templates correct format
Import h
[0 Prinelambda-Carol 058742271 137364249 patimport pos DO Etinthe 22/28/1989 05/03/2021
Templates correct format
: - -
[0  PrineMu-Carol 055271238 137760361 Data {mport o8 OB ot fhe 22/28/1989 05/03/2021 v
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You can delete exceptions without resolving them, if desired. However, for import exceptions
where new person records are added to Unite, you must resolve and delete the exception for a

CAS report to generate for the application.
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