
Creating a Census File Number Map

A spreadsheet and Surveyor must share a unique identifying characteristic in order to communicate and transfer data.  Surveyor can use the store number (RECORD_STORENUMBER) or the Census File Number (RECORD_CFN) as that unique identifier. 

1. Every location needs a Census File Number (CFN)

Each location pre-listed in Surveyor’s Form Inbox has a CFN.  In order to account for new locations, go to Tools | Add Locations, and a popup will appear.  [image: image1.jpg]Tite
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Highlight a form, and enter the number of new locations to be added in the “Number:” box.  Click “Add,” and the Form Inbox will generate the forms for the new locations (NC-99003).  The new forms will have CFNs. 

2. Spreadsheets:

Surveyor needs a model spreadsheet to work with.  The example to follow will use the spreadsheet below.  
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The spreadsheet has been saved with the name “Master.csv.”  


3. Enter the Wizard:
Within Surveyor, select Tools | Create Import Export Map.  Click “Next,” and you are prompted to choose the form the map will be created for. 
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(This example will specifically address 2004 Report of Organization NC-99002). Select 2004 Report of Organization NC-99002, and click “Next.”  You are taken to another screen, and you are prompted to pick a model spreadsheet, so “Master.csv” is selected.  
Click “Next.”  Another page appears; it will offer you the option of working with an existing map (ignore this).  Just click “Finish,” and you are taken into the Mapping Wizard.

4. Inside the Mapping Wizard. 

There are three tabs running down the left side of the Mapping Wizard: (1) General, (2) Import Index, and (3) Data Linking. Within the 1st tab (General) [image: image4.jpg]< prio Field Next Field >
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   Select Standard, and type a name into “Description.”

 At the bottom of the Mapping Wizard’s screen is our spreadsheet.         [image: image5.jpg]


 

We are going to put the Index (the Census File Number) in Column A, so Column A is highlighted.

The form (NC-99002) has a data cell called CFN; put your cursor over the data cell, and left click with the mouse.  The field will be given a highlighted border.  [image: image6.jpg]State
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5. Designating the index

Now we select the Import Index.  Go to the 2nd tab (Import Index), and the Wizard’s display will adjust.  The Import Index tab’s screen has a drop down menu.  Change RECORD_STORENUM to RECORD_CFN.  [image: image7.jpg]Import Indesx Field
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Press “Link,” and our model spreadsheet will update. 
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The import index is set.  Because of programming limitations, the index is designated and reads “<Store Number>,” but it is the CFN that has been set as the index.  We just need to link the data fields now. 

It is a good idea to save your work as you make progress. 

6. General Data Linking:

Select the 3rd tab (Data Linking), and the display will adjust again.  Highlight the next column in the spreadsheet.
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Use your mouse to select a data cell/location on the form that you wish to associate with the specific column in the spreadsheet. 
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Press “Link Field to Column.”

The spreadsheet will be updated. [image: image11.jpg]



Repeat the process for other data cells. 

Save the completed map.  We will call the saved map: “Organization_CFN_Map.gmf.”

6. Export/Importing:

When you go into the Export/Import procedure you are expected to select a map.  One of the options on the map pull down is “Select one of my import/export maps…,” so select your map (Organization_CFN_Map.gmf), and follow the given export or import procedure. 
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If you follow the map building procedure described above, and you only map the 2 data elements depicted in the exercise (Census File Number and Store Number), the structure for the exported spreadsheet will be:
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