
How to Import Definitions

The Import Definition feature saves time when you want to add or 
update a large number of definitions. This session reviews the import 
process, user permissions, and use cases that expedite the process of
adding or updating definitions.
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Logistics

• 1st half of session is presentation and will be recorded

• 2nd half of session is discussion and will not be 
recorded

• You will receive the link to the recording tomorrow

• If question or comment put in the chat / question box
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• IData, Director of Marketing
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• breeb@idatainc.com



Welcome

Say Hi in Chat – institution, number of people, what you want to learn 
in this session

Workshop Wednesdays on the horizon - 2PM EST

• March 18 @2pm EST: User Permissions 101

• April – See you at HEDW and other conferences

• May 20 @2pm EST: Managing Reference Data

• June 17 @2pm EST: Tips to Manage Content



Data Cookbook Help Page



Training Resources



Support



Documentation



More Support:

• Pop Up Help within 
Data Cookbook 
(triangle in lower right 
corner)

• Ask clients – Post to 
Questions and Support 
in the Forum



Agenda

• Definitions – New and Re-import

• Fundamentals

• Permissions

• Use Cases



Definitions

• Your stuff
• New

• Export / Import

• Community
• Possible but out of scope for this webinar



Steps

1. Check Permissions
a. Admin – Automatically Approve

b. Manager

c. Editor

2. Prepare file using Import Template

3. Preview

4. Fix Errors

5. Accept and Import



Fundamentals – Demo import new definitions

• Login as John Admin and import 10 definitions
• Spoiler Alert - Use corrupted file first to show errors

• Note duplicate in yellow

• Wiki links for existing definitions are made

• Missing Definition links are made if new 



Detailed look at Import Templates

• Display visual

• Picky

• View in text editor to catch hidden characters

• Add additional Technical Definitions – 3 columns

• Download file; sample file



Permissions

• Editor

• Manager

• Administrator



Use Cases

1. Import new

2. Import new, unaware of a duplicate

3. Export / Import
a. Bulk edits

b. Utilize new workflow

c. Add technical definitions



Overwrite or Not

Definition Overwrite Do Not Overwrite

Approved New version; edits reflected New version

In Progress Edits reflected No change

HTML format Approved New version; lose HTML; edits reflected New version; format preserved

HTML format In Progress Edits reflected; lose HTML No change

Quality Attribute Approved New version; edits reflected; Quality not 
preserved

New version; Quality not preserved

Quality Attribute In Progress Changes reflected; lose Quality in prior 
and new versions; edits reflected

No change



Overwrite or Not

Definition Overwrite Do Not Overwrite

Approved (Actual Financial Aid) New version; edits reflected New version

In Progress (Academic Advisor) Edits reflected No change

HTML format Approved (Academic Rank) New version; lose HTML in prior and new 
versions; edits reflected 

New version; format preserved

HTML format In Progress (Academic 
Calendar)

Edits reflected; lose HTML No change

Quality Attribute Approved (Admit Type) New version; edits reflected New version; Quality not preserved

Quality Attribute In Progress (Academic 
Division)

Changes reflected; lose Quality in prior 
and new versions; edits reflected

No change

Summary: Use Do Not Overwrite when you want to version duplicates in bulk.  Use Overwrite to commit global edits.  
What is more work – replacing HTML or Quality Attributes, or manually editing 150 definitions?



Summary

• Use the Import Template

• Admin users can Approve upon Import

• Troubleshoot template with text editor

• Use Overwrite carefully

• Plan Export / Import carefully

• More details in Admin and User Guides



Be Part of the Community

community.datacookbook.com

• Open to everyone

• Content from regulatory agencies and other 
institutions.

• Data definitions, Specifications, Contact information, 
Documentation

Watch for your community forum news emails



News Updates



Workshop Wednesday 2019-2020
• Purpose: Fun and Feature Focused

• Upcoming Dates and Topics:
• March 18 @2pm EST: User Permissions 101

• May 20 @2pm EST: Managing Reference Data

• June 17 @2pm EST: Tips to Manage Content

• Review Previous and Upcoming Workshop 
Wednesdays Here: 

• https://go.idatainc.com/dcb-workshops

• Contact Brenda if you’d like to suggest a topic
• breeb@idatainc.com 

https://go.idatainc.com/dcb-workshops


Upcoming Webinars 2019-2020

• Upcoming Webinar Slide

• http://www.idatainc.com/about-us/idata-webinars/

• * feel free to suggest future webinar topics

http://www.idatainc.com/about-us/idata-webinars/


Data Governance Resources Page

http://go.idatainc.com/dg-resources



Help Us Provide You With Information You Want

SEND US YOUR TOPIC SUGGESTIONS FOR:

• YouTube Channel Videos

• Blog Posts

• Webinars

• Workshop Wednesdays

• Just-in-Time Trainings 

Contact us at marketing@idatainc.com



Visit Us at Upcoming Events – Say Hi!

In 2020

• Ellucian Live (Orlando) – April

• HEDW (Ogden, UT) - April

• EDUCAUSE (Boston) – October

More to be added to the calendar



Be Social

Follow us on LinkedIn for company and product information
www.linkedin.com/company/idata-incorporated

Follow Us on Twitter for to the minute information
@idatainc and @datacookbook

Subscribe to YouTube Channel for how to videos 

www.youtube.com/user/DataCookbook

Subscribe to our blog posts for educational information
www.idatainc.com/insights/

Follow us, share with others and provide us with content we can tweet out

marketing@idatainc.com

http://www.linkedin.com/company/idata-incorporated
http://www.youtube.com/user/DataCookbook


Let Us Know

• Interested in any of the following: 
➢Providing a testimonial quote

➢Being a Data Cookbook reference

➢Having a case study done about your institution

➢Writing a blog post

➢Co-presenting at a conference or on a webinar

• Send email to marketing@idatainc.com if interested


