Exporting Subcontractors, Buyers, and Prospects to Excel
and/or importing them into Outlook
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EXPORTING TO EXCEL

Exporting Subcontractors

it Data Path: C:\IBSWINY

To export your subcontractors from IBSWIN

A go to the Tools: Export Functions: Outlook

=l Tools Exit:

Backup Database

Export Functions Budgetrac 4
Import Funckions 3 Timberline »
Faorce OFF Users Contrack, 3 ” ”
CukLaok L Subcontractors Sub Code Eerhosen Trade  [Export] <]
Hoist WHC Master Bullder  » T oA o
Re-Index Database T — T i
ABC004 ABC PLUMBING PLUM Ed
ABC005 ABC CABINETS CARF Iv
ABC005 ABC CABINETS CUSR v
ABC006 ABC PLUMBING HEAT 3
ALSGE AL'S GE APPLIANCES APPL I+
ALSGE2 AL'S GE APPLIANCES APPLD v
Select the Subcontractors you want to export or use the | [[asw —|as AN
BER0O1 BERKUS GROUP ARCH v
BRENO1 BREN DRYWALL DRYW v
Select All button to check them all. I T DI
CABIO1 CABINET FACTORY CABI v
CAMPO1 CAMPBELL CONC |»
CARNO1 CARNIVAL CARPETS CARP Iv
Select Subcontractors to “TOUTLOOK™ For Export To OutLook CARN0Z CARNIVAL CARPETS VENE v _,L‘
Sub Code Subcontracter [Trade Export]
" BcT——[ABE FRaiwG o e :
| |ABCO0Z ABC_FRAMING FING
ABC003 AB = AR
ABCO04 FTTi Where would you like to create the XLS file?
23$3§ 2: Look ir: !,;jmsww v 3
Aot D S
mscZ —Ja] tiem (Greve You will then be prompted to enter a file name and to
= |2 Granite: . .
ore—oe] (B S save the Excel file to your computer using the Create
[ [BRENDZ [T [ = . . .
e [ e button. Make sure the file name is one word only with no
@ con . ..
e Smomecrns weird characters and save it into the IBSWIN folder.
2. Now the file you created will be ready for you to open
“_'] L5 FleName? || | USIHg Excel.
Wptewok | Fesciope L5 3
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Exporting Prospects or Buyers

Either of these can be exported from any of the Buyer or Prospect Listing Reports. The Buyer Listing
can be found throughout IBSWIN. Locations include: Reports: Sales Reports: Buyer Listing; Reports:
Customer Service Reports: Buyer Listing; Sales: Buyers: Buyer Listing; and also Service: Buyer

Listing. The prospect listing can only be found in Sales: Prospects:
Prospect Listing. Each of these menus will allow you to select your
WEBVIEW CORP. -

Buyers or Prospects by Project or Phase.
STOCKTON. RHAPSOL -~

" Buyer Listing
" Buyer Email List

Division:

Project:

To export to Excel you must select Buyer (or Prospect) Email List after
choosing the project of phase you wish to export. You then have various
other filters to select from. You will be able to select the Excel check
box at the bottom to do the export. (To capture everyone remove the
From date before exporting)

+ Sort By Lot
" Sort By Buyer Name

* Select By Sale Date
" Select By Close Of Escrow Date

From To

10/08/2005 11/08/2005

Sale
Date

e

Where would you like to create the XLS file? %
" Print
e

Look in:

& IBSWIN ¥ @%@

LY (Cibackup
(yClert zips

Dircahe
CFromwet
(CIBSWINZ
(EamBswING
| ImportiiebyienHistory
(Camew Get &
|y workstation_Install
Eprospect.iLs
. [restns

After clicking OK you will then be prompted to enter a file name
and to save the Excel file to your computer using the Create button.
C Make sure the file name is one word only with no weird characters

@ s | - and save it into the IBSWIN folder. Now the file you created will
i ok (R LS ~

be ready for you to open using Excel.

B3 Microsoft Excel - TEST.XLS
H9] ple Edt Wew Inset Fomat ook Data Window Hep

G E R RTE) 8

IMPORTING TO OUTLOOK

pLALW e @)

Hiie | Rl L2, B 0] Yor
 arial -0 B 7 U= SoA-B
. . . . Al - A contact
T A I B [ ¢ T B T E 7
onverting Excel file to Ta elimite _— i
| 2 [GEORGE BREN ABC CABINETS (818)988-1717 4!
| 3 |[KEN ROSS ABC FRAMING (714)516-5151
| 4 |KENROSS ABC FRAMING F14)516-5151
| 5 |[KEN ROSS ABC FRAMING (714)516-5151
. . . | 6 |BOB GAINS ABC PLUMBING
Open the Excel file in Excel. Then go to File: Save As and o ceoRee b ot Eanere Ereeeiri
JON SMITH ABC PLUMBING
. . . . . [ 10 |RON GREEN AL'S GE APPLIANCES (2496177161
save the file as a Text (Tab Delimited) file as pictured below. i :
:z BILL BERKUS BERKUS GROUP (949)261-7171 (248)203-2122
| 14 |HARRY GREER BREN DRYWALL @18)717-7117 4
| 15 |HARRY GREER BREN DRYWALL @15717-7117
Microsoft Excel - TEST.XLS A oot i y
: :EOE FREED CARNIWAL CARPETS 149)296-0567
a4 y - o [19] CARNIVAL CARPETS 4
‘9] Eie | Edi  view Inset Fo 2 X
& | 22 |GARY SIMMS COLOR TILE (949)818-7171
] 1 Hew.. Chrl+H o ey aiiis Cotom e Sioerir y
i [ ron emrs CRAD'S CONCRETE o0 GiopsotseT
: [ Open ChrHC
e Close
g A TEST.%L5 v
= i save Ctrl+5
I P | Microsoft Excel 2,1 Woarksheet (%, xls) |
| Save As
] Single File Web Page (* mht; *.mhtml) ~
@' Save as Wieh Pane. .

web Page (*.htm; * htrl)
Template (*,x

[Text (Tab delimited) (*.bxt)
Unicode Texk ¥, txk)

Microsoft Excel 5.0095 Workbook [+ xls) SE— b
(9431296-0567
B02E71-7611 (949)296-0567
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Creating a Folder in Outlook to Import into

[ Wwebsite
1 webview
[ While you were gone
[ Search Folders
# =4 Archive Folders

] Mail
E Calendar

is_] Contacts
521 Tasks

Now open Outlook and go to the Contacts Menu on the bottom left. When
you do so the Contacts menu will open listing all of you contacts folders.
Right Click on the main contacts menu and select New Folder so that you

Contacts - Microsoft Outlook
! Fle  Edi Actions

HEE[TTIRAN R S EE TR
My Contacts

Qpen in Mew Window

Vieww Go  Tools

1 - —
s pH | Gpen
FEL:

Current

® &
O Dy
O =
OB
O e
O By
OB

Send Link to This Folder

Advanced Find. .,

Mowe "Contacks", .

Copy "Contacts". ..

Delete "Contacts"

Rename "Contacts", .,

Mew Falder..,

Open Remove from My Contacts

Cuskoy

' Mowe Up in Lisk

Importing your Excel file into Outlook

Inbox - Microsoft Outlook
il File | Edit Wew Go  Tools £

Mew »
i Open ]
Close all Ttems
Save As...
Save Attachments »
Folder »

Data File Management, ..

Import and Export. .. |

Archive. ..

Paae Setun 3

can

create a
Subcontractors, Buyers, and/or Prospects. Give
the folder whatever name you desire or use an
existing folder if that is your preference.

Marme:

folder to import your

Falder contains:

| Contack Items

Select where bo place the Folder;

| calendar
%4 Contacts

[ Inbox

gi Journal

= (Eéi Personal Folders

(& Deleted Items
7| Drafts [5] =
| Focus Groups

L@ Junk E-mail [1]
[ Marketing
[ Merchank

|

I

l ’ Cancel

Now that you have the desired location for your contacts created go to the File:
Import and Export menu. Then select Import from another program or file
and press next. Then select Tab Separated Values (Windows) and press Next.

Import and Export Wizard

Choose an action to perform:

Export ta a file
Import a YCARD File {vef)
p
I

of File
Import Internet Mail Account Settings

Import Inkernet Mail and Addresses

Description

Import data From other programs or files, inc
ACT!, Lotus Organizer, Personal Folders (P
Schedule+, database files, text files, and okt

Import a File

Select file bype taimport Fram:

[ Microsoft Excel A
Outlook Express 4.3, 5.3, 6.x =
Personal Address Book

Personal Folder File {.pst)
Schedule Plus Interchange {.sc2)
Schedule+ 7.0

Tab Separated Values (D03

2

< Back “ Mexk = ][ Cancel
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Import a File

File ko impart:

You will now be asked to select the file you wish to import.
Using the Browse button find the Excel file. Once you have

| C:\BSWINPROSPECT bxt

‘ [Bruwse 1

done this choose from the selection regarding importing of

Options

() Replace duplicates with items imported
(®) allow duplicates to be created

() Do not import duplicate items

duplicate items. After clicking next

then select the contact folder you

=

The next screen will prompt you the select check the file you are
importing (if it is not already checked). You will now need to click
on the Map Custom Fields button to ensure that the fields you wish
to import will correspond to the same fields in Outlook. If you have
done this before Outlook will remember the mapping selection.

Map Custom Fields

Select destination Folder: Wish tO import into‘

-84 Contacts ~
{89 Pharaoh Phacts List
=] prospects

@ Deleted Ikems
(3 Drafts

{3 Focus Groups
L Inbox

S sownal

. Junk E-mnail
{3 Marketing
{3 Merchant

{3 Hetwrork

£ ewclattar

v

<Back || Wext> | [ concel

Import a File

i3

Drag the walues from the source file on the left, and drop them on the appropriate destination field
on the right. Drag the item From the right to the left to remove it from the figld mapping,

From;
Tab Separated Yalues (Windows)
TEST.kxt

Toi
Microsoft Cffice Qutlook
Prospects

Walue
contack
Full_name
phone
homeph
Fax
cell
address

A Field
HMame
Comparny
Department
Job Title
Business Address
Home Address
P Cther Address
¥ £

Mapped fram A

< Previous Te:

k= ] [ Clear Map

Default Map

MICrosatt Rce Dutlook,
Prospects

Field
Children
Directory Server
B E-mail
8 E-rmail Address
- E-mail Type
- Display ...
E-mail 2
<

Mapped From ~

email

The following actions will be performed:
5 Map Custom Fields ...
Change Destination ...

This may take a Few minutes and cannot be canceled.

<Back [ Finsh | [ cancel

To map your fields the process is simple. In the double
pane window (pictured) on the left hand side it will list all
the columns from your spreadsheet. On the right hand side
it will list all of Outlooks fields. All that you have to do is
drag the IBSWIN field from the left hand side and drop it
into the Mapped From column to the corresponding
Outlook Field. If you are only going to do this in Outlook
for emails then you would only need to map the relevant
name and email fields.

To the left is an example of the IBSWIN email field mapped to the E-
mail Address field in Outlook. Once you have mapped everything
that you need click OK and let Outlook import your contacts. Once
complete they will now be accessible to use in Outlook.
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