Appendix B – Detailed Information for the Database Format, Structure, and Sequence.

To create a file for importing information, start with either an Excel spread sheet or Access database.  Your input information MUST be in the sequence order shown on the next page.  When you have completed your Excel or Access file, you MUST save it into a CSV – Comma Separated Value (delimited) formatted file.    (See sample Template in Appendix D.)

It is crucial that the number of characters in a field does not exceed the field size.  Meaning, do not type in 25 characters for a 20 character field just because Excel or Access allows it.

Also important is to be aware of the type of characters for the field.  For example, phone number should be all numbers (numeric).  For phone numbers “dashes”

 ( - ) are allowed.   And, for names, the database expects alphabetic characters and not numbers.  The zip code field will accept a combination of numbers and alphabets (alpha-numeric).

If you have submitted a database file, it has been reviewed and imported into the database under your club’s name.

In order to work with your Club’s database file, you will have told us who the database administrator (dba) is and that person will be able to “create or activate” the club database by logging in.

If you have not submitted a database file, your space will be created and we will provide you help on getting started.  We will provide you an Excel template.

You can also create a pure text file to do the import but this is more labor intensive and leaves many opportunities to make errors in your input. 

One step is very important.  All data to be imported/uploaded MUST be checked for validity.  Quality control review by another may be helpful to ensure all data are in the proper form.

Database Format and Structure  

IMPORTANT – the order of the elements listed in the table below is the order/sequence that the database expects.  If the format is not in CSV or if the order is not 

	Database Field Names and Specifications



	
	Field Name
	Size
	Type of input

	1
	Member Key * 
	
	Must be number

	2
	Last Name
	
	

	3
	First name
	
	

	4
	Middle Name
	
	

	5
	Title
	
	

	6
	Address 1
	
	Numbers and letters

	7
	Address 2 (if needed)
	
	Numbers and letters

	8
	City
	
	Letters

	9
	State *
	US=2 CA=3
	Letters

	10
	Zip
	US up to 10, CA = 
	US= number

CA = numbers and letters

	11
	Country *
	Up to 20 ???
	Letters

	12
	Home Phone
	
	Numbers

	13
	Home Fax
	
	numbers

	14
	Work Phone
	
	numbers

	15
	Work Fax
	
	numbers

	16
	Cellular
	20
	numbers

	17
	Sex  (Gender????)
	1
	F or M

	18
	Member Category *
	
	Letters

	19
	Fee Type *
	
	Letters

	20
	Boot Camp *
	
	Y or N

	21
	Agreement *
	
	Y or N

	22
	Action *
	
	NEW or REMOVE


1.  Member Key * - If this is omitted, the database will try to locate a matching person.  If none is found, a match will be attempted on the person’s details.  This may be an internal numbering scheme set up by your club.  It is not required by this database.

9.  State – Use formal abbreviations e.g., Wisconsin = WI, British Columbia = BC

Province 2 letter Abbreviations:


British Columbia - BC
Alberta - AB
Saskatchewan - SK
Manitoba - MB
Ontario - ON
Quebec - QC
New Brunswick - NB
Nova Scotia - NS
Newfoundland - NL
Prince Edward Island – PE  
Yukon Territory - YT
Northwest Territories - NT
Nunavut – NU
11.  Country – For the US = US.  All other countries – use the full country name (e.g. Canada)

18.  Member Category – Valid options are:  Adult, Junior, Youth, Senior, Social, Other, or leave blank

19.  Fee type –  

1. AHM : Additional Household member 

2. HHC : Household Head w/Curling News 

3. JR : Junior w/no Curling News 

4. JRC : Junior w/Curling News 

5. OC : Other w/Curling News 

6. ONC : Other w/no Curling News 

7. SC : Social w/Curling News 

8. SNC : Social w/no Curling News 

9. Y : Youth w/no Curling News 

10. YC : Youth w/Curling News 

20.  Boot Camp –  US - choices  be Y or N or blank).  CCA = not applicable

21.  Agreement - US - choices  be Y or N or blank).  CCA = not applicable

22  Action – To Add a person enter ADD (upper case letters)

                   To remove a person, enter REMOVE (upper case letters)

                   No change - Leave blank

