First, you need to determine which module you want to work with; for this exercise, we’ll use special locations.

1. Gather information

a. You need to start with a spreadsheet with at least the following pieces of information; name of location, address, city, state, zip.

b. If you have latitude/longitudes---GREAT; if not, then you’ll need to geo-reference each address from the web site from the web. 

i.  www.stevemorse.org/jcal/latlonbatch.htm 
ii. Copy all of the columns from your original spreadsheet

iii. Paste (cntl V) into the batch converter.

iv. Process the data and wait for latitude and longitudes to generate. Note: you may need to run this process twice in order to generate a lat/long for all of the entries

v. When complete, copy the lat/long column (cntl A) (cntl C) and paste it back into your original spreadsheet (cntl V).

c. Now your original spreadsheet is complete, with all of the columns filled. Save this file as “My Data”. This is the file where you will “fill-in the blanks” in the Cameofm/Facilities.mer file and the Marplot objects text file. This is not the import file!!
2. Creating a Dummy record linked to a Dummy object

a. Open Cameofm /Special Locations.

b. Create a new special location and call it “Dummy Location”

c. You’ll only need to put information in the first Tab only: Address 

d. You want to fill out as much info on this tab as possible; i.e. dummy type, dummy address, dummy county, etc.

e. Save this new record. You just created the special locations.mer file in cameo that you’ll be working with later. ( You can’t see this yet)

f. Open Marplot and create a new overlay called “Special Locations”

g. Plot a symbol, anywhere on the map (Doesn’t matter because you’ll delete it later)

h. When you fill out the object settings for this dummy symbol, make sure you fill it out from the top to the bottom: Call it Dummy special location, set it to the overlay you created called special locations”, set it to the Cameo map, choose a color, and choose a symbol.

i. Select OK, now your new special location should be showing on the map, labeled, and selected ( 4 boxes around it)

j. Link this new special location object (cameo companion pg. 157) to the Cameofm record; you created earlier. Make sure you test this link. Note: By doing this process, this creates the mapdata.mer when you make your .zip file.
3. Exporting files from Cameofm & Marplot 
a. Go to Cameofm and make sure the record you created is open. 
b. Export this record to your desktop and name it “Special locations”. Inside of this .zip file is the special locations.mer and the mapdata.mer files that we’ll be working with;
c. Now, go to Marplot and export the selected dummy location object as a text file to the desktop. Export it as a simple point format object (.txt) file and name it special locations. This will make a .txt file 
d. Close Cameofm and Marplot
e. Note: make sure you can see the file extensions, when you’re looking at the .zip and .txt files you created. If you can’t, you must go to the folder options in the control panel and make certain that file extensions are turned on.
4. Making files into spreadsheets (Very important to follow each step carefully!) 
a. Shut off all open programs
b. First, open the excel spreadsheet that has your original data in it. You called it “My Data”. The columns here are what you’re going to copy and paste into the database files. Minimize this now
c. Double-click on the special location.zip folder
d. There should be two (2) files inside of this folder. Drag them both onto the desktop. By doing this, it doesn’t corrupt the original data file instead, it just makes copies. (easier way to extract files)
e. Close the .zip folder
f. Rename the files you just moved out of this .zip file from Special locations.mer to special locations.csv and mapdata.mer to mapdata.csv. This will change both files into excel spreadsheets, that we can work with.
g. Only open the special locations.csv file first. You should see the record that you just created, “Dummy Location”. Minimize this program. You should have two (2) files open on the task bar.
h. Right click on the special locations.txt file. A menu should appear. Choose “Open with” and open this file with Microsoft Excel. If its not on the list, just choose program and point it to excel. This will open this file as a spreadsheet without having to rename it; like we just did. Minimize this file.
i. Now all of the spreadsheets are converted and ready to work with.
j. Take a break and have a beer, glass of wine, or a Capt and Coke.
5. Transferring Data between spreadsheets 
a. Maximize “My Data” file.
b. Maximize “special locations.csv” file
c. Now all you need to do is to copy and paste the information from one file to the other. The purpose of creating a dummy record was to use this as a template to create the database. Just make sure you don’t overwrite the dummy record. Each line you add data to is creating a new Cameofm record.
d. After filling out all of the information from “My Data” to “special locations”, close “My Data”. 
e. Now we need to create a unique ID number for each of these new records. This can get confusing. This is the simplest way I know, so far.
f. Go to the column with the dummy record’s unique 20-digit ID number. It begins with SP. i.e. SP0000000000QWERTY23KY
g. No matter how this number looks, at the very end of the number double-click. Now hit backspace 3 times and replace those digits with “001”. i.e. SP0000000000QWERTY23KY to SP0000000000QWERTY2001. You should now be able to generate a unique ID number for each of your records, up to 999. If you have more than 1,000 records, then delete 4 spaces and replace it with “0001”. This will give you room for 9,999 records.
h. Auto-fill the rest of the column by double clicking on the lower right corner of the data box or click and drag all the way down the column.

i. Check your records to make sure each record has its own unique number that is different.

j. Save this file but, do not close it. Minimize it for the moment.

k. Maximize the “mapdata.csv” file; you should see data representing the dummy record you created. There are no names here of your records. If you want, you can copy the record name file from special locations.csv and paste it in column G. This will help keep things organized. But, remember that you must remove this column, when you’re completed with data entry here.
l. Maximize the “special locations.csv” file. Copy the entire column containing the 20-digit ID numbers. Minimize this file. (This is the only piece of information you’ll need from this record)
m. Maximize the “mapdata.csv” file; paste the ID numbers in the correct column. The column will be labeled “ParentRecordID”
n. Column A, titled: Recordkey; this is the unique ID number generated by marplot, when a file is linked. It must begin with MD and is 20-digits long, as well. i.e. MD000000703W7P005037.
o. Change this number the same way you changed the other ID numbers from section g (from above).

p. Auto-fill this column to the end of your records in column B. 

q. You can now go to column C: MARPLOTLayerName, this is the name of the overlay, where our data is going and linked. Auto-fill this column.
r. You can now go to column D: MARPLOTMapName, this is the name of the map, where our data is going and linked. Auto-fill this column.

s. Column E: MARPLOTMapID. This is the ID number Marplot assigned to the object. It is 16-digits and is as unique as the other numbers we’ve worked with; so far. i.e. C78A2562F7D30100.

t.  Change this number the same way you changed the other ID numbers from section g (from above).

u. Auto-fill this column to the end of your records. 

v. Copy and paste the last column that contains the date.

w. Save this file but, do not close it. Minimize it.

x. Maximize the “Special locations.txt” file.

y. Maximize the “Special locations.csv” and copy column g (this has all of the facility names”. Maximize “special locations.txt” and paste these names in column C.

z. Now, between the other two (2) spreadsheets, you should be able to fill in the rest of the columns, accordingly. Make sure you save this file, when you’re finished entering the data.

6. Converting spreadsheets back to Cameofm files 
a. Close all open files
b. Rename the files with the .csv extension, back to .mer. i.e. special locations.csv to special locations.mer and mapdata.csv to mapdata.mer
c. Drag these files back into the Special locations.zip file that is on the desktop. You’ll get a pop-up stating these files already exist. Over write them by selecting “YES TO ALL”
d. Because you opened the special locations.txt file with excel, when you saved it, it should have saved as a.txt. In other words, you won’t need to do anything with this file.
7. Importing Data into Cameofm and Marplot (Home stretch) 
a. Open Cameofm
b. Import the “Special locations.zip” file from your desktop
c. All of your files, including your original dummy record, should be visible.
d. Open Marplot
e. Import the “special locations.txt” file from your desktop.
f. Go to the Edit menu option and perform a search. It should be for “that have any name”, single overlay, special locations. When you run the search, all of your new objects, including the dummy location, should be selected.
g. To test this linked set, go to the cameo button at the top of the screen. Select get info.
h. This should pull up all of the Cameofm records you just imported.
