ining

Umoja CRM Tra



Adding Student Data
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s. When you have students to add manually, you can
d1v1dually or as a group using this module as a guide.



Logging In

As an Umoja Coordinator you have
your own log-in information. If you are
a new Coordinator or have not
accessed the CRM yet’ ContaCt the TRANSFORMING, ENRICHING AND ADVANCING
Umoja office for log-in information. '

' 7;;;. 3 LIVES OF STUDENTS
45 ‘ I
You can access your CRM page from the ) m "

. 2 Umoja (A Kiswahili word meaning unity) is a community and critical resource dedicated to enhanging the cultural and educational experienc
U m OJ a ho me page at . American and other students.

TRANSFER READINESS
CAREER PREPARATION

https://umojacommunity.org

UPCOMING EVENTS WHAT'S GOING ON

Select your college from the drop-
down menu and enter your
information.

umeojor

community

~fferent college?



https://umojacommunity.org/

CRM Home Page

What to look for:

B & | @ UmojaCRMHome|Ala X | +

You r CO'. lege : ‘ da.umojacommunity.
{ Search | Contacts | Events | Communication | Reports | Quick Links
Nname 1n ,

domain bar .
mojor

Community HOME WHO WE ARE OUR PROGRAMS DONATE TO UMOJA RESEARCH AND PUBLICATIONS

Umoja CRM Home

# Configure Your Dashboard

Welcome to your Home Dashboard

Your dashboard provides a one-screen view of the data that's most important to you. Graphical or tabular data is pulled from the reports you select, and is
displayed in 'dashlets’ (sections of the dashboard). @

&4 Leave a Message
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Adding Students Individually

Select “Contacts” and click on “Add Individual”
then “New Student”

The new student profile screen will appear. This
allows you to enter student information
individually. When entering student data, please
enter full name, Student ID and email address at a
minimum. Once you have added or updated the
student profile, click save.

...and that’s it!

@ Umoja CRM Home | Ala

« = @] (nt & h meda.umojacommunity.org/civicrim

09 - 2018 Master: Urr

Huusel

New Organization u m 0 J q tm

Contact Reports community HOME  WHO WH

New Activity
New Email
Import Contacts UmOJa CRM Home
Import Adivities

New Group

Manage Groups # Configure Your Dashboard

Welcome to your Home Dashboard

Your dashboard provides a one-screen view of the data that's mosti
displayed in 'dashlets’ (sections of the dashboard). ®




Adding Multiple Students

> Search

B &1 | @ Umoja CRM Home | Ala X

New Individual
New Household
New Organization
Contact Reports

New Activity

New Email

Import Activities
New Group

Manage Groups

HOME WHO WE ARE OUR PROGRAMS DONATE TO UMOJA RH

Welcome to your Home Dashboard

Your dashboa
displayed in 'c

view of the data that's most important to you. Graphical or tabular data is pulled fron|
ashboard). @

To add multiple students at once, you
must have a Comma-Separated Values
(CSV) spreadsheet to upload. If you
have student data saved on an Excel

spreadsheet, save the document as a
(CSV).

To access this option, first click
“Contacts” then “Import Contacts”.



Adding Multiple Students

The first screen of the Import process is where you oo

upload your document. umoja‘"'

Community HOME WHO WE ARE OUR PROGRAMS DONATE TO UMOJA RESEARCH AND PUBLICATIONS

» Select “Browse” and locate your document to Import Contacts
upload.

»1. Choose Data Source 2. Match Fields 3

i Choose Data Source (step 1 of 4)
» Make sure you select the box that says “First

row contains column headers” if your document

has headers for each column (eg “First Name”,
“Last Name”, “ID”)

UPLOAD CSV FILE

Import Data File *

« Once you have selected your document and
checked that box, click “Continue”.

Note: You do not have to change or select any “Import Options”. If
you have preferences in this area, you may use it, if not, it will
default to standard settings.




Adding Multiple Students

Import Contacts This next screen is a preview of how the
data has imported.

ource »2. Match Fields 3. Preview

» Use this screen to make sure your data
fields (e.g. First Name, Last Name,
Student ID) match

: « Use “External Identifier” for your Student

ID numbers.

Column Names Import Data(row 1) Import Data (row 2) Matching Umoja CRM Field

ect the matching Umoja CRM database fields from the drop-down lists in the right-hand column. Select -

apping’ at the bottom of the page before continuing. The saved mapping can then

First Name August Zora First Name *

Last Name Wilson Hurston Last Mame * > I f you r fiel.d S m atCh ) C lic k “Con ti n ue / .

Student ID 1234 External Identifier *

Email a Email {match to contact) *

Phone Number 2232323 ) Phi

one

] save this field mapping




Adding Multiple Students

This screen allows you to preview your data
before uploading. Use this screen to ensure
you have the correct number of imports,
screen for duplicates and identify any
errors.

If there are errors that the system
caught, it will notify you on this screen.

Once you confirm those details, click
“Import Now”.

After you have done this, your student data
will appear in your contact search. Each
entry will create a student profile that you
can update, place in groups and add
information to later.

Column Names Import Data (row 1) Import Data (row 2)
First Name August

Last Name Wilson

Student ID 1234

Email

Phone Number

+ Add imported records to a new group

esults.

Matching Umoja CRM Field
First Name

Last Name

External Identifier

Home -Email {match to contact)

Home -Phone -Phone

~ Add imported records to existing group(s)

» Create a new tag and assign it to imported records

¥ Tag imported records

< Previous 'Vlmport Now | ® Cancel




Review Your Contacts

ntacts | Events | Communication | Reports = Quick Links

umojar Once you have added your
students and/or uploaded your
data, go back to the search
function to ensure that your
data is there.

Find Contacts

The number of entries should
reflect the additions you
made.

You can now search entries,
group students and run
reports!




