Importing a CSV file into a PSAR form handler (1.3020)
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1 Purpose

The purpose of this scenario will to show you an example on how import an existing CSV (comma separated file) holding email id’s and merge data into a PSAR form handler database which allows for easy maintenance afterwards (either manual or automatic) 

2 Key elements

The key elements that will be used for this setup are

· An existing CSV file

· Creation of a form handler database

3 Existing CSV file

We will assume that you already have a CSV file containing mail merge data. This file can be exported from another application. This can for example be an older group mailer you were using before PSAR or even a plain excel file or word document. Where it comes down to is that you have a CSV. A CVS file could look something like
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Above example is a CSV file that holds three fields. (1) the email account, (2) the name of the person and (3) where that person lives.

4 Creation of an internal database

Click on the Frm Edit button on the main program window
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Click New Handler
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Enter a name for the new database and click Ok
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Click the New Field Button, enter the name of the first field and click Ok
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Do the same for the second and third field. Call them Name and Location
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Close the Formhanler maintenance window

5 Importing the CSV file

Click the Frm View button on the main program window

Click the Import button 
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Locate the CSV file to be imported and click Open. PSAR will tell you how many records have been imported and the panel will look something like
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Close the panel

6 Using the form handler database

Now that you have an internal PSAR database you can use it to perform merged group mailings, you can manually add entries to it by entering the details into the record marked with an asterisk, or you could delete entries, change entries just like in an excel spreadsheet. You can also continue to use this database in combination with web forms etc.

