Missionlnsite: How to upload and plot your school’s students and run various reports

1. Select the People Plot option to upload students.
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2. Select Upload People.
First, Would you Like to Plot People or Upload People?
f @ How to Upload
People for People

L [ e Plot - Video

Plot People Upload People




3. Click Next.

Missionlnsite People Upload

First, Select a study and people type from the list below. To add a new people type, select the option "Add new people type”.

Select a study *

| st. Monica School - Whitefish Bay

Select a people type

| Add new people type

f there is an issue with the oad please emazil misupport@missioninsite.com




4. Name your upload (it won’t let you continue until you do; disregard the other fields).

Missionlnsite People Upload X

Create people type -

People Type Name *

| SAMPLE NAME|

Along with the standard fields "FirstName, LastName, Address1, AddressZ, City, State, ZipCode’, you can add five additional numeric attributes, text attributes and date attributes. Please specify the optional attribute below to include in the upload.
Optional Attributes

1% Numeric Attributes

12 Text Attributes B2 Date Attributes
Numeric Attribute 1 Text Attribute 1 Date Attribute 1
Numeric Attribute 2 Text Attribute 2

Date Attribute 2

Numeric Attribute 3 Text Attribute 3 Date Attribute 3

Numeric Attribute 4 Text Attribute 4 Date Attribute 4

Numeric Attribute 5 Text Attribute 5 Date Attribute 5

€ PREVIOUS C START OVER X CANCEL

mail misuppert@missioninsite.com




5. Click Next.

Missionlnsite People Upload

Submitted By *
| Carol Rybak

Email *

| rybake@archmil.org

-
| ]
-
[

Upen successful upload and processing (geocoding) of the file, you will receive an email confirmation with the preliminary analysis of the upload.

 PREVIOUS C START OVER % CANCEL m

f there is an issue with the upload please ema mlsupp-crt@mlssmnlnmte.ccm




6. Upload the Excel template that is populated with student Address, City, State, Zip (these are the manadory fields. You must keep the
Excel document headers on the uploaded template.)

MissionInsite People Upload

SAMPLE NAME Upload

| Choose Filé] No file chosen

CSTART oVER x canceL

misuppo 7t§"7\'35 oninsite.com



7. Don’t be concerned with the fields on this screen. Click Next.

Missionlnsite People Upload

Records In File Number of go: 350

Blank Addresses Number of go with blank addresses: 0
Blank City Number of go with blank cities: 0
Blank State Number of go with blank states: 0
Blank Zipcodes Number of go with blank zip codes: 0

Blank Address, City, State, And Number of go with blank address, citv. state and zip code: 0

& PREVIOUS C START OVER x CANCEL

misupport@missioninsite.com




8. Click Save.

MissionInsite People Upload

If there are no issues or errors, click the button 'Save people file into the MI System'’ below to complete the import process.

) SAVE PEOPLE FILE INTO THE MI SYSTEM

€ PREVIOUS C START OVER % CANCEL

misuppert@missioninsite.com



9. Your list has been successfully uploaded.

£ there 1= 2n issue with the Upload please emal misuppert@missioninsite.com




10. Now that your school’s students are uploaded into MissionInsite, you will want to plot them on the map so you can see where they are
all located. First click on Plotting below, then Student Default, then All. Lastly, you will click Plot on the bottom right that is highlighted.
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11. What will appear now are the green dots - these are the students plotted.
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12. Now to create reports, you want to draw a “shape” around your targeted geography. Click Shapes first at the bottom. Then select Draw
Polygon on the side. Put your cursor on the map, and you can begin to draw your shape. You can draw your shape around all the
students, or just the concentrated service area where the majority of green dots are located. You can zoom your cursor in to enlarge.
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13. The shape is complete.
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14. Now, you can run reports by selecting the Demographics tab on the bottom. Then choose Select a Predefined Report.
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15. Choose one of the Predefined Reports.
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16. Once you select a report, click Generate Report.
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17. The PDF report will appear on the lower right corner of your screen.
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18. Open the report, and save to your computer.

The Comparativelnsite Report

Prepared for: Archdiocese of Milwaukee RC
Study area: Polygon

Base State: wi

Current Year Estimate:
5 Year Projection:

10 Year Projection:
Date:

Semi-Annual Projection:

About the Comparativelnsite Report Three Sections

The Comparativelnsite report provides an organization with a « Who Are We? Who is Our Neighbor?
broad comparison of the demographic profile of a defined
mission area with a demographic profile of an organization’s
core people®. It accomplishes this by matching a select set of
variables from within the Experian Mosaic Segment of a study
area with that part of the study area in which an
organization's core people reside. To accomplish this, a
Mosaic Profile of both the study area and the organization’s
core people is generated within the Missioninsite PeopleView
System.

« People and Community Mosaic Profile Comparison
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