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1.1 Information Import in PARTS 

PARTS can import data directly from Microsoft Excel spreadsheets. There are 
four spreadsheet templates that can be leveraged to utilize the Import  
functionality: 

1) Organization Capture Template: information about various regional resource 
providers, such as vendors 

2) Contact Capture Template: information regarding regional points of contact 
from various organizations 

3) Resource Capture Template: information regarding resources, such as trucks, 
boats, radio equipment, etc. 

4) Human Resource Capture Template: information regarding human resources 
such as nurses, fire fighters, crane operators, etc. 

 

1.2 Required Fields for Importing Information 

All four spreadsheets contain required fields. The required fields are essential for 
PARTS usefulness in emergency situations and have been identified as required 
fields by the IMA. For example, a “data source” is required for contact information 
which could be an employee number, badge number, or HR file number. By 
capturing this information upfront, auditing and updating a specific person’s 
contact information will not create a duplicate record.  

All resources, human resources, and contacts must be affiliated with an 
Organization in PARTS. Therefore, the first step of the Import process mandates 
that organizations be created (or imported) prior to the import of any additional 
information. 
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1.3 How to use the Import Functionality 

1. Begin by logging into PARTS and selecting “Import Resources” from the 
Resource tab across the top.  

 

 

 

 

 

 

 

 

 

 

2. Select your desired template from the list at the top of the import window 
(organization, contact, resource, human resource) and fill it out offline. Once 
completed and saved, select the “Browse” button to select the file from your 
local machine.  

 

3. Set the Host System Type (electronic file) and indicate a Confidence Level to 
initiate the import. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

How to Guide – Version 1  January 2011 

4. After importing, information resides in a staging area. Review the records to 
be imported. Select those that are complete and correct and release them to 
PARTS by checking the box(es)  corresponding to the resource record and 
clicking the “Release” button. 
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