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CHAPTER 1: COMPONENTS OF
ORGANIZER IMPORTING

The DIF import feature can populate certain fields within Organizer.
The three components of Organizer importing are:

o Import DIF dialog box

o DIF Import File

o DIF Template File.
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2 Chapter 1: Components of Organizer Importing

Import DIF Dialog Box

IMPORT DIF DIALOG BOX

You can import from anywhere in the Organizer using the Import DIF dialog box. You can open the dialog box
by selecting Tools > Import.

Import DIF

(D Please confirm the dif/kat file selected is the correct return type for the
import.

DIF IMPORT FILE

EROWSE FOR FILE =

Click the Browse button to find the DIF file.

DIF TEMPLATE FILE

EROWSE FOR FILE =

Click the Browse button to find the template file.

CLOSE

Figure 1:1

The Import DIF dialog box shown above enables you to:
« Specify the DIF import file and DIF template file to be used in the import.
« Start the import process.

The functions of the two text boxes on the dialog are:

FUNCTION DESCRIPTION

DIF Import File location and filename of the DIF import file
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Chapter 1: Components of Organizer Importing 3

DIF Import File

FUNCTION DESCRIPTION

DIF Template File location and filename of the Organizer import template (KAT file)

The functions of the command buttons on the dialog are:

FUNCTION DESCRIPTION

Import Execute the import specified by the Import DIF dialog box.

Browse for Specify the disk drive, directory location, and filename of the DIF import file and DIF import
File template file.

DIF IMPORT FILE

The DIF Import File contains the data to be imported into the Organizer. Import source files for Organizer must
be in the Data Interchange Format. These files are created by spreadsheet programs such as Microsoft Excel.
Import source files are usually referred to as “DIF files.”

To make an import file, you use a spreadsheet such as the one below.

[E Microsoft Excel - officer_import. dif M
E@ File Edit Wiew Insert Format Tools Data  Window Help Type a question forhelp |+ o @ X
=HS6 o-@z -3 l@E T -0 - B IO $ %, WP EE ELhCAL
T19 - &
Al B [ c | o [ETFT & [ H T T T 0 [ x "L T M [ J
1 OFFICERS OF ALPHA HOLDINGS, INC. T
2
| 3 | Name Address City State Zip  SSN Title Pct Time Common Preferred Comp Expense
| 4 | 1 Lawrence Barnes 7429 Sherwood Ct. West Bloomfied Ml 48322 480-78-9852 President 100 35 400 3100000 10000 —
| 5 2 Donald bames 2891 Potter Rd YWixom Ml 45324 786-54-1592 SRYP 100 20 15 2025000 4000
| 6| 3 David Sutton 16590 Salem Ct. Detroit Ml 45326 445-87-9981 VP a0 20 15 2020000 5000
| 7 | 4 JimBryant 37717 Morthfield Dr.  Livonia Ml 458328 B52-16-4452 Treasurer S0 15 10) 1085242 2000
| & | 5 Debra Hunt 2727 Hampshire Ave. Ann Arbor Ml 458330 446-75-6521 Secretary 100 10 200 1000870 500
g -
W 4 » W officer_import / [« | _’”J
Ready UM 4
Figure 1:2
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4 Chapter 1: Components of Organizer Importing

DIF Template File

DIF TEMPLATE FILE

Import templates act as a “road-map” for data from the DIF import file to specific fields within Organizer. Import
template files have the extension KAT and cannot be opened or edited using Microsoft Excel. Import template
files are usually referred to as “KAT files.”

ROWS/COLUMNS WITH BLANK CELLS

Importing files that contain columns (for row processing mode) with blank cells, such as shown in the figure
below, may resultin data not importing into the correct data set.

A [ B | ¢ | o | E ] F [ G [ H | I

| 1 |Description Mandatory Disp Type Date Acq Date Disp Prop Type 4797 Sales Cost 6252 Sales
| 2 |4797-1 1 147 Ak c 100000 10000

| 3 |F252-1 2 1%/ 76/ D 15000 150000
| 4 46841 I A TR E 20000

| 5 |4797-2 1 127 72 L 110000 11000 110000
| B |F252-2 2177 i G 16000

7 |4684-2 3 1M 712 K 210000 21000 210000

=]
Figure 1:3

To resolve this problem, cells that are blank should be filled with spaces. In Excel, do the following:
1. Highlight columns G and I.
2. Click Edit > Replace.
3. Leave the Find what field blank.
4. Place the mouse in the Replace with field.
5. Press the space bar once.
6. Click Replace All.

7. Save thefile.
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Components of Organizer Exporting

CHAPTER 2: EXPORTING FROM
ORGANIZER

COMPONENTS OF ORGANIZER EXPORTING

The three components of Organizer exporting are:
« Export DIF dialog box
o DIF Import File

o DIF Template File.

Export DIF

DIF EXPORT FILENAME

Enter the filename of the DIF file to be exported, without the path.
Example: exported.dif

DIF TEMPLATE FILE

BEROWSE FOR FILE =

Click the browse button to find the template file.

CLOSE

Figure 2:1
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6 Chapter 2: Exporting from Organizer

Exporting DIF Files from Organizer

EXPORTING DIF FILES FROM ORGANIZER

To export from Organizer, the steps of the DIF import process are reversed. A new DIF file is created
automatically during export. An existing KAT template must be used to direct data to the appropriate cells in the

spreadsheet.

Exporting from Organizer may be appropriate when the data was input manually and needs to be reviewed in a
different format, stored separate from the 1120 application, or imported into another return. Another
circumstance might be if data was imported from a DIF file and some data was manually changed. In this case,
you might want to update the original DIF import file with the modified data.

Exporting Data from the Organizer

1. Todisplay the Export DIF dialog box, select Tools > Export.
2. Specify the target DIF Export File.
3. Specify the DIF Template File.

4. Click Export.
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CHAPTER 3: FAQS

Can KAT Templates be re-used in different returns?

Yes, they can be used for similar imports into the same return type.

Can | use multiple DIF Imports within one return?

Using two or more different imports will not accumulate or sum data in the same field(s) within Organizer. Each
import will overwrite the previous import. However, if each import populates a different area of Organizer (for
example, A&A property, A&A payroll), then multiple imports can be used.

Can | export using the same DIF import templates?

Yes. Create a blank file in Microsoft Excel and save it as DIF. From within the appropriate screen in Organizer,
select Tools > Export and follow the same procedures as importing.

Can l use DIF import to append information?

No, DIF import only overwrites existing information. If you need to append data, export the information to a DIF
file, add the information to the export file, and then import back into the Organizer.

Does DIF import delete the excess information if the data i am importing is less than what is
in the Organizer?

No, DIF import does not delete the excess in Organizer. You will need to delete the unwanted information
manually.

Are there any pre-defined DIF and KAT Files that | may use?

Yes. Pre-defined DIF and KAT files are available for download on the Customer Center site. Once downloaded,
populate the files with information and perform the import.

Is there a way to delete information from a previous DIF import?

Yes, but you will need to delete the information individually and manually. There is no way to delete multiple
instances at one time.
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8 Chapter 3: FAQs

Is there a way to create your own KAT file?

No, there is no way to create your own KAT file. Please use the pre-defined KAT files on Customer Center. For
all other fields, please enter the data manually.

Is there a limit of how much you can import in the DIF file?

Yes, the DIF limit is 65,536 rows and 256 columns. Any additional lines will fail DIF import.
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