Exporting from MERTS Contact Importing to

MIiTN

MiITN has many great new features. We have made it possible for you to import your contact records
from your MERTS file into MiTN to save time with data entry. This will also import the names with the
employers which was a feature MERTS did not have.

Exporting Names from MERTS

First let’s open up your MERTS file and select the Names tab. Before we export our contact records
there may be a bit of clean up. Itis important to make sure your contact records are accurate and there

are no duplicates.

4 Names Reports i

<non-itemized>

<NOME/UNKNOWN:=

ADAMS, MARY

BROWN, SUE

CAPITOL AREA CHARITY

CITv CLUB

DOWNTOWN CONSULTANTS

GREEN, EDWARD

JANE SMITH FOR HOUSE 111222-0
JOHN GREEN COMMITTEE 432765-9
JONES, ED

JONES, SALLY

LANSING BUS CO

LANSING FOOD MART

LANSING NOVELTY CO

LINCOLN BLOCK CLUB

LOCAL PROPOSALB

MICHIGAN INDEPENDENT PAC 423645-8
MICHIGAN LUMBER INC

MICHIGAN PRINTING CO

MICHIGAN STATE HOUSE

MICHIGAN TEMP EMPLOYMENT INC
MICHIGAN VENDING CO

MID MICHIGAN BANK

PROPOSAL A

RIVER CLUB

SMITH, JANE L.

WILSON, ANDREW

WIMI TV

Name ~.Committe | Type

Individual

Individual

Other Entity

Vendor

Vendor

Individual

Candidate Committee
Candidate Committee
Individual

Individual

Vendor

Vendor

Vendor

Other Entity

Local Ballot Proposal
Independent Committee
Vendor

Vendor

Other Entity

Vendor

Vendor

Financial Institution
Statewide Ballot Proposal
Vendor

Candidate

Individual

Vendor

Address City

234 MAIN STREET, APT4... ELMDALE
123 RIVER WAY ELMDALE
534 ELMWOOD STREET ELMDALE
123 RIVER STREET, RIVER RO ELMDALE
123 LINCOLN BLVD RIVERTOWN
123 FOREST LANE ELMDALE
132 MAIN STREET, STE4...  LANSING

123 PINE STREET OAKVILLE
234 ELMWOOD DR LANSING
123 1ST STREET ELMDALE
354 DONNER ST, STES..  LANSING
345 EAST MAIN ST LANSING

654 EASTERN AVE, STE 403.. LANSING
123 LINCLON AVE ELMWOOD

123 INDEPENDENCE BLYD  ELMWOOD

123 WOODLAND DR ELMDALE
123 PRINTERS LANE ELMDALE
100 CAPITOL AVE LANSING
465 WEAVER ST, STE14...  LANSING
123 VENDOR LANE ELMDALE
123 BANKERS WAY ELMDALE
123 RIVER RD LANSING
123 ELM STREET, APT3..  ELMDALE
134 LINCOLN AVE ELMWOOD
123 TELEVISION WAY ELMDALE

Zip

48000
40000
40000
40000
40000
40000
40000-0000
40000
30000-0000
40000
20000-0000
30000-0000
30000-0000
40000

40000
40000
40000
48157
50000-0000
40000
40000

40000-0000
40000

40000

County

INGHAM
INGHAM
INGHAM
INGHAM
INGHAM
INGHAM
INGHAM
CALHOUN

INGHAM

INGHAM
INGHAM
INGHAM
INGHAM
INGHAM
INGHAM

INGHAM
INGHAM

INGHAM
INGHAM
INGHAM

Phone

4533437645
4326340987
4327650921
4328769876
4326349876
4322347655
4322340987
4326549872

4322348915

4326549076

4327630986
4327657098
4326540798
5433436534

4326343876
4327630983

4325437654
4327652856
4327630175

Employer
<NONE/UNKNOW
<NONE/UNKNOW
MICHIGAM LUMBE SALES MANAGER
MICHIGAN VENDIT CLERK
<NONE/UNKNOW

<NONE/UNKNOW

<NONE/UNKNOW

MICHIGAN PRINTI PRINTER
<NONE/UNKNOW

<NONE/UNKNOW

MICHIGAN LUMBE MAMNAGER
<NONE/UNKNOW RETIRED
«NONE/UNKNOW

<NONE/UNKNOW

<MNONE/UNKNOW

<NONE/UNKNOW

<NONE/UNKNOW

<NONE/UNKNOW

<MNONE/UNKNOW

<NONE/UNKNOW

<NONE/UNKNOW

<NONE/UNKNOW

<NONE/UNKNOW

«NONE/UNKNOW

<NONE/UNKNOW

<NONE/UNKNOW

MICHIGAN STATE  MICHIGAN STATE REP
MICHIGAN LUMBE FORK LIFT DRIVER
«NONE/UNKNOW

Occupation



While in your MERTS file and with your Names tab active, click File on the top left corner of your file.
Then click Export Names.
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After you click Export Names you will be presented with a “Export to” dialog box. Create a file name.
can be something as simple as “Export Names” as shown in the example.

Please be sure you remember where you are saving the file. | have saved my file on my
Desktop. This will make it easier when it comes time to locating your file. Click to continue.

« v 4 s ThisPC » Desktop e v B | Search Desktop
Organize » Mew folder SEEE 4
[ This PC A Name Status Date mc:dif\\éd Type

) 3D Objects
[ Desktop
@ Documents
* Downloads
J’! Music

&=/ Pictures

m Videos vl

File name: | Export Names
Save as type: | Text files ("’.txt;*.th

 Hide Folders Save Cancel




format. Once you have located your file click Open to continue.

Before we can import our Names file into MiTN we want to make sure it is in the correct format. Open
Microsoft Excel and locate your file. You may have to select “All Files” as the file is saved with a .txt

M Open

&=

Organize ~

#* Quick access

« 4 W@ » ThisPC » Desktop

New folder

~

Name

Export Names
2012

B Desktop

& Downloads

LT e mon

File name: | Export Names

Before the file opens in Excel, you should receive a Text Import Wizard.
as Delimited. Then hit the Next button.

v {0 | Search Deskto
« [
Status Date modified
9] 3/19/2025 1:48 PM
Al Files
Tools + Cancel

You will want to leave the default

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.
If this is correct, choose MNext, or choose the data type that best describes your data.

Original data type
Choose the file best describes your data:

® pelimited - Characters such as commas or tabs separate each field.
() Fixed width - Fields are aligned in columns with spaces between each field.
Start import at ow: |1 —=| File origin: 437 : OEM United States

] mty data has headers.

Preview of file C:\Users\delnohOneDrive - State of Michigan DTMB\Deskiop\Export Mames.txt.

112, WIMI TIV,,,,123 TELEVISION WAY,,ELMDALE,MI,40000,, INGHAM, 4327650175,,1,,0,VND|~
,JAME SMITH FOR HOUSE,,,,l132 MAIMN STREET,STE 4, LANSING, MI, 40000-0000,1112232-0,IM
113, LTNCOLN BLOCE CLUB,,,,123 LINCLOM AVE, , ELMWOOD,MT, 40000, , THGHAM, 4326549876, ,
114, WILSON, ANDREW, , , 134 LINCOLN AVE, , ELMWOOD,MI, ,, TNGHAM, 4327652856, , 4105, FORK L
115,MICHIGAN STATE HOUSE, ,,,l00 CAFITOL AVE,, LANSING,MI,48157,, INGHAM, 5435436534

lLl&, ADRMS, MARY, , , 235

MAIN STREET,AFT 4,ELMDALE,MI,48000,, INGHAM, 45354376495, ,49105) w

€ H >

Cancel

Finish




The preview box at the bottom of the screen will display your file. After you click Next you will see the Tab
is checked by default. Uncheck the box and check the box titled Comma. With checking the Comma
delimiter, your file will have the fields separated in their correct columns.

Text Import Wizard - Step 2 of 3 ? w

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview below.
Delimiters
[J1ab B
[ semicolon [] Treat conzecutive delimiters as one
om
e M — Text gualifier:  ~ ™
|:| space
[] other:

Data preview

Ll WaHI TV TELEVISION WRY
JANE SMITH FOR HOUSE 2 HMATN STREET
113 LINCOLN BLOCKE CLUB 23 LINCLON AVE

! 114 FILSCH LINCOLN RVE
[ 115% MICHIGAN STATE HOUSE CAPITOL AVE
116 RDAMS MAIN STREET

<

Click Finish to continue.



Great, now you should see an excel file of your contacts.
You can also use this spreadsheet to update your contact records. However, you should not change the
layout as it may cause issues when importing.

File Home |Insert Pagelayout Formulas Data Review View Automate Developer Help Acrobat  ArcGIS

: . 2 s e B =0 g
Aoy ﬁ(ﬁmﬁnmg\ai Formatting ~ Insert  ~ E v V> ‘TI EE [@] E,(_}) @
B I

[N

pate 1B 7 e ‘ e = © | $ % 9 | ERFomatasTable K Delee ¥ 2= Sensitivity | Add-ins | Analyze | Create POF  Create PDF and
x - = = | e T T Cell Styles + Fif| Format ~ v e Data | and Sharelink Share via Outlook
Cliphoard & Font & Alignment I Number (] Styles Cells Editing Sensitivity | Add-ins ‘Adobe Acrobat ~

A B J

4112 WIMI TV 123 TELEVISION WAY ELMDALE M1 40000 INGHAM ~ 4.33E+09

3 JANE SMITH FOR HOUSE 132 MAIN STE4 LANSING MI 40000-000 111222-0 INGHAM  4.32E+09 1 0 COM
4113 LINCOLN BLOCK CLUB 123 LINCLONAVE ~ ELMWOOLMI 40000 INGHAM ~ 4.33E+09 1 00TH
4114 WILSON  ANDREW 134 LINCOLNAVE ~ ELMWOOLMI INGHAM ~ 4.33E+09 4105 FORK LIFT 0 IND
4115 MICHIGAN STATE HOUSE 100 CAPITOLAVE  LANSING MI 48157 INGHAM  5.44E+09 1 00TH
4116 ADAMS  MARY 234 MAIN APT4  ELMDALE MI 48000 INGHAM ~ 4.54E+08 4105 SALES MA 0 IND
4130 JONES  ED Esq. 234 ELMWOODDR  LANSING MI 30000-0000 . 4105 MANAGER 0 IND
4138 LANSING FOOD MART 343 EASTMAINST  LANSING MI 30000-0000 ] 1 1VND
4141 LANSING BUS CO 354 DONNSTES LANSING MI 20000-0000 1 1 VND
4144 MICHIGAN TEMP EMPLOYMENT INC 465 WEAVISTE14  LANSING MI 50000-0000 1 1 VND
4148 RIVER CLUB 123 RIVERRD LANSING MI 40000-0000 : 1 1 VND
4154 LOCALPROPOSAL B Mi INGHAM 1 0 LBP
4202 LANSING NOVELTY CO 654 EASTE STE403  LANSING MI 30000-0000 : 1 0 VND
4086 SMITH  JANE L 123EIMS APT3  ELMDALE MI 40000 INGHAM ~ 4.33E+08 532143234 4115 MICHIGAN 0 CAN
4099 MICHIGAN VENDING CO 123 VENDOR LANE  ELMDALE MI 40000 INGHAM ~ 4.33E+09 1 0 VND
4100 JOHN GREEN COMMITTEE 123 PINESTREET ~ OAKVILLE MI 40000 432765-9 CALHOUN 4.33E+09 1 0 COM
4101 MICHIGAN PRINTING CO 123 PRINTERS LANE ELMDALE MI 40000 INGHAM ~ 4.33E+08 1 0 VND

4102 BROWN  SUE
Export Names

123 RIVER WAY ELMDALE MI

40000 INGHAM ~ 4.33E+08 4089 CLERK

Ready G T Accessibility, Unavailable [ Display Settings H O -—s—+ 100

When saving your file please make sure the file is saved as a .csv (comma separated delimited)
file before importing.

I [ OneDrive - State of Michigan DTMB > Desktop

Test Names

CSV UTF-8 (Comma delimited) (*.csv) —

Sensitivity labels are not supported for the current file type.

Learn More

More options...




Now we are ready to import our contacts into MiTN. Log into MiTN and select Committee to see your
MiTN dashboard.

Michigan Transparency Network (MiTN) MDOS Privacy Policy ~ Michigangov ~ SOS  Elections
The Office of Secretary of State Jocelyn Benson

Welcome, Irene Delrio

Select the portal you wish to enter
Committee
Lobby

Personal Financial Disclosure

Copyright 2025 State of Michigan

Select the committee you want to import the contact records into. Please be sure the committee is in
Active status and you have access.

Michigan Transparency Network (MiTN)
The Office of Sacretary of Stata Jocslyn Banson

MDQS Privacy Policy Michigan.gov S0s Elections QETHelis

My Committees

Show 10w entries Search:

Committee ID + Committee Name Committee Type  Committee Status

COMMITTEETO

ELECT PHIL : Pl
0600007 DUNPHY STATE Candidate Active oL

REP

Showing 1to 10of 1 entries

Request Access/Create New Committee



Once you have the designated committee open, click the Contacts tab. Please note if you do not see the
tabs shown above this means you do not have access. Be sure to follow the steps to gain access to this
committee in order to move forward.

Michigan Transparency Network (MiTN)

The ffice of Secretary of State Jocelyn Bznson

m Addresses Amend SofO

Dashboeard for

COMMITTEE TO ELECT PHIL DUNPHY STATE REP

Contacts |Campaigns Fundraiser Filing

Fees All Transactions Summary Preview Access

MDOS Privacy Policy  Michigangov 505 Elections [JESols

Notifications

Committee ID:
Committee Type:
Committee Name:
Committee Acronym:
Analyst:

Candidate Last Name:
Candidate First Name:
Candidate Middle Name:
County of Residence:
Party:

Office Sought:

Office Sought District:
Office Held:

Office Held District:
Committee Status:

Date Formed:

Expects to File
Electronically per Statute:

Electronic Filing Status
Required:

Copyright 2025 State of Michigan

Reporting Waiver Request:

0600007

Candidate

COMMITTEE TO ELECT PHIL DUNPHY STATE REP
CTE PHIL DUNPHY ST REP

DUNPHY

PHILLIP

JOSEPH

INGHAM

No Party Affiliation

Representative in State Legislature

8th District

Active
03/20/2025
No

No

No

Click Upload Contact to open the contact entry screen. There are several ways to enter contact

information. You can enter them one at a time by clicking New Contact, you can create a new contact
when entering a transaction and you can import. Since this training is focusing on importing we will be
selecting the Upload Contacts feature.

Michigan Transparency Network (MiTN)

The Offce of Secretary of State Jocelyn Benson

Dashboard for

COMMITTEE TO ELECT PHIL DUNPHY STATE REP

Fees All Transactions Summary Preview Access

MDOS Privacy Pelicy ~ Michigangov ~ SO5  Elections [JieRents

Committee Addresses Amend SofO m Campaigns Fundraiser Filing Notifications

Show 10 v entries

ContactID  LastName  First Name

Search:

State Level
Committee

Organization
Name Name

Contact Contact
Type Subtype

No records found for the criteria entered.

New Contact
Upload Contacts

Showing 0 to 0 of 0 entries

Return to My Committees

@

-




Before we attach our import file, be sure to verify the amount of records from your spreadsheet. In our
example you will see we have 27 contact records to import.

4202 LANSING NOVELTY CO
4098 SMITH  JANE L
4099 MICHIGAN VENDING CO
4100 JOHN GREEN COMMITTEE
4101 MICHIGAN PRINTING CO
4102 BROWN  SUE
4103 GREEN  EDWARD Mr.

654 EASTE STE 403
123ELM S APT 3
123 VENDOR LANE
123 PINE STREET
123 PRINTERS LANE
123 RIVER WAY
123 FOREST LANE

LANSING
ELMDALE
ELMDALE
OAKVILLE
ELMDALE
ELMDALE
ELMDALE

Ml
Ml
Ml
Ml
Ml
Ml
Ml

30000-0000
40000 INGHAM
40000 INGHAM
40000 432765-9 CALHOUN
40000 INGHAM
40000 INGHAM
40000 INGHAM

4,33E+09 532143254
4,33E+09
4,33E+09
4.33E+09
4.33E+09
4,32E+09

4115 MICHIGAN
1
1
1
4099 CLERK
4101 PRINTER

4104 JONES  SALLY 123 15T STREET ELMDALE MI 40000 INGHAM  4.32E+09 1 RETIRED

4105 MICHIGAN LUMBER INC 123 WOODLAND DR ELMDALE MI 40000 INGHAM  4.33E+09 1 0 VND
4106 MID MICHIGAN BANK 123 BANKERS WAY  ELMDALE MI 40000 INGHAM  4.33E+09 1 0 FIN

4107 CITY CLUB 123 RIVER RIVER ROCELMDALE MI 40000 INGHAM  4.33E+09 1 0 VND
4108 CAPITOL AREA CHARITY 534 ELMWOOD STREEELMDALE MI 40000 INGHAM ~ 4.33E+09 1 0 OTH
4109 PROPOSALA Ml . 1 0 3BP
4110 MICHIGAN INDEPENDENT PAC 123 INDEPENDENCE | ELMWOOLMI 40000 423645-8 INGHAM  4.33E+09 1 0 IPC

4111 DOWNTOWN CONSULTANTS 123 LINCOLN BLVD  RIVERTOWMI 40000 INGHAM  4.33E+09 1

Export Names

Click the Choose File button to locate your file.

Upload Contacts @

N

Begin Timestamp _ + File File Row Count Issue Row Count Process Row Count  Status

Previous 1 Next

In this example | have saved my file on my Desktop. Select the file name and click Open to continue.

G Open
4 B > ThisPC » Deskto v O Search Deskto
p
Organize * Mew folder
~  Name Status

3 Quick access £ Names 4 o

CFR Work
[ Desktop
‘ Downloads

MMina v <

File name: || v | A Files

| Open




Click Create Import. You will now see your import file in Pending status. Be sure to hit the Refresh
button to see the status of the import.

Upload Contacts

Choosze File | No file chozen Create Import

Search: |
Begin Timestamp  + File File Row Count Issue Row Count Process Row Count  Status
:‘an A 8100 Names 4.cev Pending o e—

If you receive any errors during the import process you will see the message status indicate corrections
may be required. Click the file you are importing.

Upload Contacts
Choose File | No file chosen
Search: |
Begin Timestamp  + File File Row Count Issue Row Count Process Row Count  Status

MAR 20,2025 11:40

AM Mames 4.csv 104 g 194 Pending Error '

Correction

By selecting the file name you will see a list of validation errors. Click the row to open the contact record
to locate the error.

itacts

MAR 20,2025 11:40 AM x

Pendin
Begin Timestamp: 03/20/2025 gtatus: hine 9 File Row Count: 194 Issue Row Count:

121000, Correction

Rows with Errors

Y Row Number Vvalidation Status
3 Hard REQUINS @ e
Fields
Hard Required
a7 Fields

Hard Required
Fields

e Lisrd Requlrsd
b 2Iae;g$ﬂequlred
455 Fiard Risitrad
e Egﬁgﬂequued

Hard Required
Fields

Hard Required
T Fields
Rows 9 of 9

Cancel Import

Rows with MCFA Warnings

Validation
Y Row Number (2 0 %



Scroll through the contact record to locate the validation error. You will see a message indicating the

error and what is required. In the example above the Committee ID number for the record is not accurate
and must be corrected to proceed.

r Network (MiTN)
celyn Benson
Upload Contacts
Begin Timestamp
MAR
AM MAR 20
Showing 1+
Begin ’
Rows v
Y Ro
3
87
89
12
14
15.

Detail

10

n

City

State

Zip

Committee 1D

County

Detroit

M

48202

WAYNE

MDOS Privacy Policy

Message

Message

Message

Message
Mo matching record
for committee ID.
The provided ID
does not correspond
/| to any existing
committee

Message

*®

s
A |

You have the option to make the correction in this screen. Then click Reprocess Row to accept your
changes. If you are not sure what the correct ID number is and want to exit out, click the X on the top
right corner of the screen. You can also Delete Row which will delete this contact record.

Upload Contacts

Rows v

Y Ro

87

89

12

14

15]

154

7

7]

Rows 3

Cang

Rows v

Y Row Number

13

14

15

16

17

Driver's License

Employer Serial Number

Occupation

Corporation

Entity Code

comM

Message
Message
-
»

Rows 0 of 0

Accept All MCFA Warning with this Filing

Message

Message

Message

‘ -
v |

»

Michigan.gec

®



Making sure your format is correct and all columns have the correct data is extremely important. One
column out of order will shift all other rows out of order and cause the file to have additional errors.

In this example a missing column is causing a shift in the order making the City name appear in the
State field. If you have one or two of these, they can be easily fixed in this screen. However,
depending on how many of the same errors you find it might be easier to cancel this import by clicking
the X on the top right corner. Then click Cancel Import to cancel the import process and go back to your
excel file.

Upload Contacts x

Detail X
- -

y P
T Message
Pt Invalid Code Used
MAR R 2¢ Detroit Valid values include
AM only postal state
8 State adent

Showing 1
el Begin State exceeds

= # maximum length of
2

Mi
Rows | 9 Zip Message

4 P
Message
48226 No matching record
12 for committee ID.
10 Committee ID The provided ID
14 does not correspond
P . to any existing
15 committee

Message

15 The Committee is -~ aRequest for
required toprovide [ Clarification may be
17 n County the following field(s), needed: County
a Request for ¥ The Committee is
| Clarification may be 4 required to provide
the following field(s)
Message
]
MIAE: or FREFRREREE
Ean) 12 Phone Number Phone number
invalid please follow
given examples for
* templating
(RESVEREEART
Y Re ¥

]
&Y

Rows i

Rows |

MAR 20,2025 11:40 AM

Begin Timestamp: 31333*%325 Status:

Rows with Errors
Y Row Number Validation Status

Hard Required

13 Fields

Rows 1 of 1

Cancel Import

Rows with MCFA Warnings

Validation
Y Row Number ¢ o

Rows 0 of 0

Accept All MCFA Warning with this Filing



Make the necessary changes in your excel file and be sure to save the file. Exit excel and return
to MiTN.

Note: All errors must be corrected or removed before any of the contacts will be imported.
Once you have corrected any errors you may have received, you can return to the Contacts tab in MiTN
and start the import process again. Close out of the import window by clicking the X on the top right

corner to return to the Contacts tab.

With a successful import you should now see your imported contacts and can now enter transactions.

Committee Addresses Amend SofO m Campaigns Fundraiser Filing

Notifications Fees All Transactions Summary Preview Access

Show | 10w | entries Search:
o Organization State Level
Contact ID + Last Name First Name Naroe Committee Name Contact Type Contact Subtype
25-179394 Tester John Individual Individual
Other
25-171680 Employer Ml Organization Vendor
25-171679 MitnTest Indivi Individual Individual
25-171678 Mi Candidate Individual Individual
25171677 Vendor2 M Shier Vendor
Organization
Other
25-171676 CCard MI Organization Vendor
25171675 vendor] Mi iy Vendor
Organization
- Other Financial
LR SEITLA Organization Institution
25-171673 Mi Indivi Individual Individual
25171672 M Test2 e Other Enti
£ Organization SHELA
Showing 1to 10 of 10 entries Previous 1 Next
New Contact




