St. Luke’s Episcopal Health Charities
Donor/Prospect Management Tool
Upgrade Instructions for: SLEHC Donor-Prospect Mgmt Tool Upgrade.mdb

This upgrade version allows current users of the SLEHC Donor/Prospect Database to easily
import those records into the new release.

Upgrade Instructions:
Step 1: Make a back-up of your current database.

Step 2: Download the new release (filename = SLEHC Donor-Prospect Mgmt Tool
Upgrade.mdb) into your computer.

Step 3: Open Access 2000, then open the SLEHC Donor-Prospect Mgmt Tool Upgrade.mdb file
you just downloaded.

Step 4: The introduction screen will appear. Go directly to the IMPORT DATA Button and
click on it. Do not click on any of the other buttons or you will get an ERROR message.
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Step 5: An Import Data Alert Box will open — just click on OK
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If wou are impaorting data directly into tables, please make sure that the columns in your
spreadsheet of the fields in your text file or database match precisely with the figlds in the
Address book application before importing vour data,
IF wou impart data into a new kable, wou can create an Append query to add the new data to the
Address book application's tables after the data has been imported.
See ‘Append Queries' in Microsoft Access Online Help For more information,
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Step 6: An Import Screen will come up to allow you to search for your old SLEHC database
containing the records to be imported. Click on the appropriate file name. Then on the IMPORT
button.

Donor Database - [5t. Luke's Episcopal Health Chariti

Look in: ID Daonor Dhase June 1 Upgrade vl i | @ x ﬁ » Tools »

'!Ei SLEHC-05-19-03_newuser,MDB
!Ei SLEHC-05-19-03_upgrade, MDE

File mamme: I j & Import |
Files of bype: IMicrosoFt ficcess (. mdb;* adp;* mdw; * mday®, mde; *.atj Cancel |

|Fcurmh'iew Iﬁ’—’—’—’—’m’_’_
ﬂl“ { ® »J ';;w:j&MicmEd...l @Upgrad...”St.Luk... @Upgrad...l ‘H@QN%@_E@ 305 PM

Page 3 of 5
Copyright©2003 St. Luke’s Episcopal Health Charities



Step 7: The Import Objects Screen will appear — click on Select All then OK.
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Step 8: The introduction screen will reappear when import is complete.
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Step 9: Verify that your records have been successfully imported by:
¢ C(Clicking on the Add/Modify Donors button and check the number of records.
® Run a report from the new database to compare to a similar report from the old
one.

Step 10: (Optional) Archive your old database onto a CD and remove it from your
computer.
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