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ATS— Importing Athlete Demographic from a Spreadsheet 10P

Pre-requisites Prior to Beqginning the Import Process:

Prior to beginning the import process, you do need to ensure you have some of the basics of database
customization. If your database has already been setup, you can skip ahead on to Starting the Demographic

Import.

If you have a new database, you need to do some set up prior to running the import.

Pre-Requisite 1 Teams:

During setup, you have to create the teams for athletes to go on. This is typically done during initial
setup, but if you need to add another team please see the help doc on setting up teams.

Depending on the person’s team access, those are the teams they will be able to import for.

Pre-Requisite 2 Athlete Years:

If you do not want to utilize the standard Freshman, Sophomore, Junior, Senior classifications that
are default in ATS you need to customize them.

Go to Admin—>Maintenance—> Dropdown/Popup lists—> Update Dropdown/Popup Lists. In the
maintenance area, look for AthleteYear. For more info review the customize dropdown/poupup

lists help doc. Fopup frea
Athlefe Year -

Pre-Requisite 3 Athlete Genders:

The athlete genders that come with ATS are Male, Female, and Other. You are able to add as many
other genders to the list as you need.

Go to Admin—>Maintenance—> Dropdown/Popup lists—> Update Dropdown/Popup Lists. In the
maintenance area, look for the dropdown of AthleteGender. For more info review the customize
dropdown/poupup lists help doc.

Popup Area
AthleteGender
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ATS— Importing Athlete Demographic from a Spreadsheet 10P

ATS Import spreadsheet (xlsx) specifications:

« Your file must use an “XLSX” format, and have a header row indicator the items
listed below.

. For the Import to run correctly, use the template that is provided in our .Zip file,
Import_Athletes Template, and not your own spreadsheet. If you need the file
again please click HERE. DO NOT REMOVE COLUMNS. If they are a nonrequired
entry, leave them blank, and they will be skipped during the import.

Column Description Type Length
A —p First Name Text 20
B Middle Name Text 20
C = Last Name Text 20
D —p Gender Text “Male” or “Female” 6
E Phone Number Text 20
F Cell Number Text 20
G Email Text 50
H —> Birth Date Date
I Address Text 200
J City Text 30
K State Text 15*
L Zip Code Text 50*
M Height Text 50
N Weight Text 50
0 Scholarship Text True of False 5
P ey Class Year Text 50
Q Last Physical Date
R ID Number Text 15
S Social Security Number Text 9
T Allergies Text 200
U Medical Alerts Text 250
A% Current Medications Text 200
W — Team Name 1 Text 50
X Team Name 2 Text 50
Y Team Name 3 Text 50
Z Contact Name 1 Text 50
AA Contact Email 1 Text 50
AB Contact Phone 1 Text 20
AC Contact Cell 1 Text 20
AD Contact Relationship 1 Text 50
AE Contact Name 2 Text 50
AF Contact Email 2 Text 50
AG Contact Phone 2 Text 20
AH Contact Cell 2 Text 20
Al Contact Relationship 2 Text 50
Al Text Msg Address Text 50
AK Address2 Text 200
AL City2 Text 30
AM State2 Text 15*
AN Zip Code2 Text 50%
AO Primary Insurance Company  Text 50%

(more on next page)
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ATS— Importing Athlete Demographic from a Spreadsheet 10P

ATS Import spreadsheet (xlsx) specifications

Column Description Type Length
AP Primary Insurance Plan Name Text 50*
AQ Primary Insurance Plan Type  Text 50%
AR Primary Insurance ID Number Text 25%
AS Primary Insurance Group No ~ Text 25%
AT Primary Insurance Deductible Text 20%*
AU Primary Insurance PCP Name Text 50%
AV Primary Insurance PCP Phone Text 20%*
AW Primary Insurance PH First Text 20%*
AX Primary Insurance PH Middle Text 20%*
AY Primary Insurance PH Last Text 20%*
AZ Primary Insurance PH Relation Text 25%
BA Primary Insurance PH Email ~ Text 50*
BB Primary Insurance PH Phone = Text 13*
BC Primary Insurance PH DOB Date
BD Primary Insurance PH SSN Text 13*
BE Blood Pressure Text 10*
BF Pulse Text 5%
BG Respiration Text 5%
BH Vision Text 5%
—

Note: State & Zip Code are larger than U.S. Standards to allow for information from foreign countries if needed.

Note: You must use the 1st row of the spreadsheet for headers as indicated in the column descriptions.
Items shown in RED are required

Items shown in BLUE are recommended, used for a unique key, but not required.

Items shown in GREEN must be unique for each record IF included.

Records are determined to be “unique” by using the first, middle, last name & birthdate...

Note: IF last physical is entered an athlete physical record will be added or updated.
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ATS— Importing Athlete Demographic from a Spreadsheet 10P

Starting the Demographic Import:

To begin the import process; click on the “Import Athlete Demographic Records” menu shown to the
right.

* To ensure correct importing and ease of processing, make sure to utilize the
Import_Athletes_Template that we have provided. Copy/paste your info into it.

N Windows Help

.  Site Info
& Add/Updare Teams & Organizations

v Users

L]
»
M Maimtenance ’
O Import Cross-Walk ’
" Dashboard Statistics —> »
Y Data Mimer
© Injury Asalyties Reporting
2 ROI Report
¥*  Injury Updares Needed (Admin View)
) Athlete Security
£ Drug Testing
& Athlete Utilities
#1 Injury Utilities
" Scheduling Utilities
*  Inventory Utilitles

v v v v v v w -

Update Athlete Years

|y ImportExport » Import Athlete Demographic Records
= Transaction Logs ’ Dport Atlllece Supplemental Demnograpbic Records
Search All Athlete Records Export All Athlete Geaeral Infa %
e = |
Bep | Cheoes B e 44 -
Tep 7 e Vader T wn 3 loed cussach et
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. . e s el twponted ——

Click the Browse button to
locate and select your
spreadsheet. Only XLSX files
can be imported.

0 S S fnihe g Biep 6. Osse Surown
Fan bepent Oone

Step 2:

Select a Work Sheet. If you have more that one work sheet in the import file; select the work sheet
you want to import.

Note: specifications for this file are found on page 2 of this document.
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ATS— Importing Athlete Demographic from a Spreadsheet 10P

Step 3:
Click the Load Button

Import Year & Import Team & Import Genders:

After the file you select loads, you will see a list of “import year years, teams and genders” circled in
red. These are the fields that have been loaded from your spread sheet.

£ Import Athletes e e
Step 1 Choose the lile » o e
Browse C\lsers Joe Deskton Deskiton ' import_example.xisx
Step 2: Set Header
Choovse Work Sheet: Completed Roster

Crosewa®s  Feats
Step 4a: Crosswalk School Years

“Note. Every record being imported must
have a class yoor sasigned _and it must be
oross walled using the Information below

"Note  Every record being impodted must have o team sssgned _and | must
be cross-walked using the sdormation below

"Note Every record being eporfod must
have & gender assigred . and il must be
cross-walked using the miormation befow

iramural Baskotball

Be sure to link all of your Import— Years, Teams and Gender to the Target— Year,
Team and Gender.

u Slep 5 Fun the dnpont Slep & Close Screen
- Run Impert Cose

Step 4:

Target Year, Team and Gender:

Target Years, Teams and Genders are the entries you have entered into ATS (circled in aqua).
These are what you have entered on Pg 2. This allows you to link the names or abbreviations of
sports, teams or genders you have in your spreadsheet to the area they need to be linked in ATS.

Select the from the dropdown under the target area and select the corresponding entry to link the
“Import item” to. Do this for all of the lines that were loaded in step 3

Copyright © Keffer Development Services, LLC 6



ATS— Importing Athlete Demographic from a Spreadsheet 10P

Step 5:

After you get the crosswalking done in step 4, and ensure you have no blank rows you are ready to

run (process) the import. A
m Run impont

Select the Run Import button and your information will be put into the system.

If you would like a preview prior to actually importing, you can do a test run by unchecking the Post
Information.

Once the import process is complete you will see the message box shown here. Records that were
imported correctly, you will see on the associated rosters.

Import complete

Viewing Results:

After the import is complete, you are able to see the results of the import by selecting the Results
tab.

All of the results of the import will be here, if the athlete was imported successfully or it there was an
error during the import.

—Should you encounter any errors, please note the message and screen shot it and contact

Keffer Development at 1-888-328-2577
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ATS— Importing Athlete Demographic from a Spreadsheet 10P

If you have imported athletes and are having trouble finding them, we recommend using one of
these search options:

Use the Athletes Tab—> Search Athlete—> either Imported or Marked to be Purged or the Athletes
not listed on a team.

If you have admin rights, you can go to Admin—> Search All Athlete Records.

E Windows  Help
m Injuries  Modalities Rehabs  Limitations  Strength  Meds  Meod Services & Site Info
. Add an Athere n nua 7 E % . & AdaTypdate Teams & Organizations
Add an Athlete (Quick) 2 + . o Usen ’
) T T Add Nate  Deck  Dwicke Mnlti AN
Modify Athlete Info * % ByTeam Tmpors Cross-Walk 0
Seasonal Athlete Updato By Athlete Name Only Dashhoard Statistics —> »
List/'Query Tool By Emergency Contact Name £ Data Miner
Mubtiple Athlete 10 Team Utility By Organization [® Tniety Aualytics Reperting
" & By Athlete ID % ROI Report N
B "Quick™ Functions . By Flrst Name % Injary Updates Needed (Admin View) »
&  Quick Multi-Function ’ : .
i - 3 All Athletes (Active, Inactive or Archived) Athlete Security 0
Bulk™ Functions ’ ) Drug Testmg »
Archived Athletes Only
Check Out Equipment Athlate Ueilich R
Tisactive Status on & Team @ Athlete Urilicies
€ Send Athleto a Form to Compl ' %) tnjary Uriticles .
Process Emails & Texr Messages Spactat s i o e b - A
i & ' ¥ g ¥
Athletes Not Listed on a Team Schaduling Uslilities -
Staff Evaluations ’ rr—— *  Inventery Urilicios »
. Update Athlete Years
©  ImportEsport ’
2 Tramsaction Logs »

"W Search All Athlece Rocords

fincows the ATHLETE

. == |Choose the athlete from the available list,
o or enter part of the name and click
“Search”.

The athlete’s information will be displayed and may be updated
using the Athlete screen shown. Assign appropriate year, teams
and make them active. Update any other information as

e P necessary.
=
] Avtvvnd [ Omernt 1o Ry o CIF Sae
bad ——— Tawe. S00e Erwy e X b e
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Hesrarn
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-
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ATS— Importing Athlete Demographic from a Spreadsheet 10P

Import from the Staff Portal:

You have the option to import your athlete records via the Staff Portal. To do so click
on Admin—> Import Athletes.

*If you do not have this option please speak with your system administrator about
enabling this feature for you. [

Org-Team-Users
Utilities 3 Organizations

Athletes >
Injures

coviD-18 >
Screening

Notes

Modalities > Admin Heporns

« Your file must use an “XLSX” format, and have a header row indicator the items
listed below.

. For the Import to run correctly, use the template that is provided in our .Zip file,
Import_Athletes Template, and not your own spreadsheet. If you need the file
again please click HERE. DO NOT REMOVE COLUMNS. If they are a
nonrequired entry, leave them blank, and they will be skipped during the import.

After the screen shown below loads, the first step is to choose and load your
spreadsheet into the import utility. Click “Choose File”, select your import sheet and
then click continue.

V- 4 ATS Staff Portal: JoE TeECH

208%™ TR0Q0

v Search

Import Athletes ©

Step 1: Choose the import file

Choose File | Na fila chosen

P eny—
vt
Conlinue P
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ATS— Importing Athlete Demographic from a Spreadsheet 10P

Once you have chosen you file a green checkmark should appear under Choose Import file at the

tope of your screen. And you should see the name of your import file in the Step 1 area.
Zz P

Import Athletes © /

Choose import file

Step 1; Choose the import fil

Fie Import_example.xlsx

Step 2: Set header

Choose Work Sheat Compléted Roster v

181 Row has an

Step 2:

Set Header should now also appear. Completed Roster should automatically load in the Choose
Work Sheet box—if it does not click in the box and choose the name/sheet of your spreadsheet.
Click continue when ready to move to the next step.

A green check mark should now appear under the Set header at the top of your screen and Step
3: Do crosswalk lists should automatically load. See next page on completion of the crosswalk.

Step 2: Set header

1st Row has column headers

Step 3: Do crosswalk lists

Impon Year Target Year Import Team larget Yeam

a 3 Boy s Baskethall
10 Boy's Soccer
" Cross Country
12 Fisld Hodkay
v }
Foolbal
Gil's Baskotbal

Grl's Soccer
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ATS— Importing Athlete Demographic from a Spreadsheet 10P

Step 3:

When you are doing the crosswalk, this allows your spreadsheet to have different identifiers for the
athlete years and teams. The Import year and Import Team contain the information in your
spreadsheet. The Target Year and Target Team are the year and teams that already exist in ATS.
This allows you to connect the two.

Be sure to fill in all the dropdown boxes to the correct entry—DO NOT LEAVE ANY BLANK.

Click continue when you have completed all the crosswalks.

Step 3: Do crosswalk lists

Impon Year Target Year Import Team Target Team

Boy's Baskstball

~

10 Boy's Soccer
" b dticn Cross Country
3 O v
Ini
12 Q& Field Hockey
x a v
et Faotba
Tis ~ v
P Girl' s Basketball 2
3 Gaf s Soccer

Intramural Baskelball

Copyright © Keffer Development Services, LLC 11



ATS— Importing Athlete Demographic from a Spreadsheet 10P

Step 4:

A green check mark should now appear under “Do crosswalks lists” at the top of your screen and
Step 4: Run the Import will appear at the bottom. When you are ready click “Run Import:”

Import Athletes ©

Choose import file Set header Do crosswalk lists

— Step 1: Choose the import file

File: CorePonalExample xlsx

Step 2: Set header
Choose Work Sheet;

1st Row has column headers

— Step 3: Do crosswalk lists

Import Year Target Year limport Team Target Team
9 basketball

football

soccer

volleyball

— Step 4: Run the Import

’ bmmshetempiyte with insurance information @

The import will take varied amounts of time depending on the number of athletes being imported—
the more athletes the longer it takes. When completed a green notification at the top of your screen

will appear confirming the number of athletes imported and Step 5: Close Screen will appear at the
bottom.

© 4 Athletes Imported from 4 data rows.

Step 5: Close Screen
I
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ATS— Importing Athlete Demographic from a Spreadsheet 10P

Athlete Supplemental Spreadsheet Layout:

Column Field name Field Type Length Notes
A First Name Text 20
B Middle Name Text 20
C Last Name Text 20
D Gender Text 6 Gender Abbreviation
E Birth Date Date 10 mm/dd/yyyy
F Academic Eligible Boolean 1 True/False, T/F
G Clear To Play Boolean 1 True/False, T/F
H CTP Date Text 10 mm/dd/yyyy
I Cog Concuss Complete Boolean 1 True/False, T/F
J Sickle Cell Date Date 10 mm/dd/yyyy[1. Negative
K Sickle Cell Result Integer 1 Use 1, 2, 3 =—> < 2. Positive Sickle Cell
L Sickle Cell Place Text 50 3. Positive Sickle Cell Trait
M Alternate ID Text 12

Note: You must use the 1st row of the spreadsheet for headers as indicated in the column descriptions.
e Items shown in RED are required
e Records are determined to be “unique” by using the first, middle, last name & birthdate.

Explanation of the Template:

There are Require fields that must be included with the template to uniquely identify each of your athletes.
Columns A (First Name), B (Middle Name), C (Last Name), D (Gender Abbreviation), E (Date of Birth).

Column D Gender— The import will not accept a gender longer than 6 character. This column needs to
utilize the abbreviation you have entered in the AthleteGender maintenance screen. Also can be seen by
opening the athlete search or team search screens.

Column E Birthday, Column H CTP Date, — should be formatted at mm/dd/yyyy 01/25/2000 to ensure
correct importing.

Column F, G, |, Academic Eligible, Cleared to Play, Cognitive Concussion Complete— These columns
are designed to import as True or False or T/F. If they are cleared to play that is true. If they are not, that is
false.

Column K Sickle Cell Result— In this column you need to enter a number, 1, 2, or 3. The numbers
correspond to Negative, Positive Sickle Cell, Positive Sickle Cell Trait.
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ATS— Importing Athlete Demographic from a Spreadsheet 10P

Supplemental Import:

The Supplemental Import is an additional import to be utilized after you have athletes in the database.

The supplemental import was added to give you the flexibility to import and update any of the optional fields:

e Academic Eligibility

e Cleared to Play and the Cleared to Play Date

e Cognitive Concussion Complete

e Sickle Cell Information— The date of test, the result and the place of testing.

Make sure before running the import that you review the required components for the import. Those are on

the previous page.

The supplemental import
Supplemental Demographic Records.

is available on the Admin—>

Import/Export—> Import Athlete

Windows  Help

o Site Info

& AddUpdate Teams & Organizations »
o Users »
4 Alhintenance »
¢>  Impeort Cross-Walk »

' Dashboard Statistics —> »

ROI Regort »
Injury Updates Needed (Admin View) »

() Athlete Security »

>
Ig Data Miner

Injury Analytics Reporting
R
s

(5} Drug Testing »

& Athlete Utilities »
#1  Injury Urilities » .

Scheduling Urilities »

»  Inventory Utilities ’

e
. Update Athlete Years

Import/Export
Transaction Logs »

Search All Athlete Records

Import Athlete Demographic Records
Import Athiete Supplemental Demographic Records

The import works very similar to the
standard import, minus needing the
crosswalks.

Browse and select the file and you are
able to import the info.

) Sappharwrtst gt At —
S T Chooes e tbe 44 Lo
[ e |
Qe 1 Sek Hener
Charr Wok et Vo e b ok e
Copy Rewats To Ohsbeard
m @ B Nethe pos B & Ocss Somen
. 1 Swpert Clowe
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