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Inventory Module Summary

The Inventory Module allows for the creation and management of multiple, separate inventories that can
be used to track quantity changes. To do so, the Inventory Module is dependent on customized,
underlying databases: a locations database, a stock inventory database, and a (optional) unique items

database. The three (or more) underlying databases are created in the Database Module and integrated
with the inventory it is associated with in the Inventory Module.
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Inventory Database Explanation

The creation of an inventory requires integration with underlying databases that have been created for
the purpose of inventory creation. Inventories are functionally dependent on a locations database and a
stock database. A unique items database is also an option, but not a requirement for an inventory to
function properly.

Databases Integrating with the Inventory Module

Database Field Requirements Notes
Locations None A database must be selected as a locations inventory.
Database Multiple databases can be utilized if desired. There are

no fields that must be specifically included for
functionality.

Stock Location All inventories are required to integrate with a stock
Database database. An explanation of each required field has

Inventory Item (Title) been provided below.

tit . , : .
Quantity ** Part Type is only a required field if you have
both a stock and a unique database.
Part Type**
Unique Item Inventory Item (Title) Integrating with a unique item database is optional. An
Database explanation of each required field has been provided

Unique Item Identifier below.

Inventory items entered into the stock database and the unique items database are combined and
visible in the Inventory Iltem Table within the specific Inventory they have been integrated with.

GOS Inventory =

Shin] 0 |itibes y —

Locations Database

An organization has the freedom to curate how the location database works for best fit by creating one
or more databases that define the location of an inventory item. There are no required fields for this
database. Possible field names for your locations database include but are not limited to, site, building,
position, shelf, bin, etc. Images can be used to visually express inventory items on location.
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At least one database must be selected as a location database when creating an inventory.

The Locations Database should be created on the Home Page of the Database Module.

v How To: Create a Database

To create a new database, go to the Home Page of the Database Module.

[
O Databases

Filter Show databases in groups B Hide empty groups

= (Ungrouped)

Title
+ [KAStrack] Locations -
+k Main Branch Admin Closet =
4 Stock Supplies wa
+ Unigue |dentifier Database

Click the “Create Database” button, opening the New Database Modal.

Title *
Group
[No Groups Created) v

Description

Tags

G Allow Detault Access

Input a Title for the new database. Select any groups the database should be associated with.
Provide a description of the database and its purpose in the textbox provide. Select any tags desired.

Select the “Allow Default Access” checkbox to indicate that the database should follow the defaults
established by module and access levels. If this checkbox is not selected, you will be required to
establish user specific access based on individual or certification roles.
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Additional Database Specific Permissions
Admins

Note: Users or Roles listed have admin level permissions for this database. This includes editing and deleting the database, managing the
database felds and (unléss profhitited) managing entrios,

Manage Entry Permissions

Note: Users or Roles listed have manage level permissions for this database. This includes adding, editing and deleting entries.

View Entry Permissions

Note: Users or Roles listed have view level permissions for this database. This allows only viewing of entries.

Allow integration with

Note: The above permissions only apply lo users accessing this database wia the database module. When integrated with other modules,
wsers automatically have access to view and add entres far relevant items in the module, Example: If no-one is allowed to view this
database, but it is integrated to forms, then someone who can Al owt the form can see the entries in this database,

m :\I:I;L.

The following database specific permissions are selected via drop down menu lists that include all
individuals and certification roles that can be assigned permission.

Admins allows users or role to have admin module level permissions for this particular database. A
list of all admin module level permissions is shown in the table below.

Database Admin Module Level Permissions

Manage roles (add/view/edit/delete, assign hidden roles, role permissions)

Database (view/edit/delete/list/add, upload csv)

Database Fields (edit/delete/view/list)

Database Entry (view/edit/delete/list/add)

Can delete entries from other modules

Database draft entries (abandon drafts from guests/users, view drafts from users/guests, list drafts
from user/guests, reassign)

Database Group (list/add/edit/delete/view)

Manage Entry Permissions gives the indicated users permission to view, add, edit, and delete
database entries.

View Entry Permissions gives the indicated users permission to view database entries.

Allow Integration With denotes which other modules can link with and integrate with this database or
forms for reference.

The Database Module can be integrated with the following modules:

e Forms
« Database
» Inventory
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» Grid

Click “Cancel” and return to the Database Module Home Page without any changes being made.
Select “Save” to create the new database and you will be directed to the Fields Table for your newly
copied database.

(]DFields for database '‘Branch Locations’ ==

res [
[ cvees | eoretsimor

Field Name Field Type Validation Include on Form

Once a database has been created, you can enter database fields into it.

v How To: Import Fields from a CSV File Into a Database

To import database entries from a CSV, database fields must already have been created.

v How To: Add a Database Field

To create a database field, go to the Home Page of the Database Module.

(]3' Databases

Filter | 3 Show databases in groups B Hide empty groups

- (Ungrouped)

Title
+}» [KAStrack] Locations
+}+ Main Branch Admin Closet we
++ Stock Supplies

+ Unique Identifier Database ...

Click the three dot (...) icon to open the context menu of the database you wish to enter fields
for.
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Title
+}+ [KAStrack] Locations

++ Branch Locations

+» Main Branch Admin Closet ..

| Add Entry
Stock Supplies -
+ S | Manage Entries

++ Unique Identifier Database ... Fields
‘ Rules
Upload CSV
Edit Database
Copy Database

Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

There are two ways to add a field to the Field Table. Click the “New Field” button above the
Field Table or click the three dot (...) icon to the right of the page header opening the context
menu and select “Add Entry”.

L]) Fields for database ‘Branch Locations’ == T
Fields m Edit Database

Rules
Field Hame Field Type Validation Include on Form

Manage Entries

This opens the New Database Field Modal.

The creation of a new field will always require you to enter a field name. Include an input for

the displayed label and select the field type from a dropdown menu. The inputs on the New
Database Field Modal will vary based on the Field Type.

Possible field types in the database module include Form Fields, Formatting Fields, Utility
Fields, or a Reference to Another Database.

A database field can only have one field type. If you need to utilize another (e.g., for
formatting purposes), you can set the displayed label to be same, but the field label
must be unique.

For an explanation of field types and the formatting choices associated with each one,
reference the Understanding Fields Section of the Database Module in the User Manual.
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New Database Field
Field Name (a-z, 4-Z,0-9, _, - and space enly) *
Displayed Labe!
Field Type
[Section start v
Form Fields Y
Text
‘ Text Boo
© HTML Text Boox 7 section end. All C55 styles my
1 ‘splay css style lor a section.
Checkbox - -]
Dropdown
Radios
o, B px, L
Date . .
px, B: o, L.
Date/Time - -
File Upload
Image
Password
Formatting
Section Start
Section End
Tahs Start
Tabs End
Utility
Information
Calculated Field
Sequential Number o

Once you are finished inputting the information for the new field, select “Save” and the new
database field will show in the Field Table.

Fields can also be imported in bulk into a Database from a CSV.

v How To: Import Fields from a PDF Field Import

{{@340}}

v How To: Import Fields from a CSV File Into a Database

If a field has already been added to a database, you are no longer able to bulk import
database field names from a CSV file. You are now required to enter each field name
individually.

v How To: Add a Database Field

{{@321}}

To import database field names from a CSV file, go to the Home Page of the Database Module.
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<]) Databases

Filter | 2 Show databases in groups (@ Hide empty groups

- (Ungrouped)

Title
o+ [KAStrack] Locations
«f Main Branch Admin Closet
+J+ Stock Supplies -
++ Unigue Identifier Database ..

Click the three dot (...) icon to open the context menu of the database you wish to enter fields
for.

Title

+ [KAStrack] Locations

- Branch Locations —

< Main Branch Admin Closet «.

Add Entry

Stock Supplies
+ s Manage Entries

« Unique Identifier Database «w. | fiaide
I Rules
Upload CSV
Edit Database
Copy Database

Delete Database

Select “Upload CSV” opening the Upload CSV for (DatabaseName) Modal.

Upload CSV for Branch Locations x

The first line of the CSV file will be used to name the database columns.

CSV File toimport
Choose Files | No file chosen
Aside from the fields in your form, there are two additional columns that can be used for an import:
= "Entry ID", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

the row will be imported as a new entry.
* "Modify Existing Entry™ is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

existing entry.

When creating your CSV file, the first row of the CSV file is used. Each individual cell in
that row will be a database field used as columns for data entry. When importing bulk
field names, the notes in the Upload CSV Modal on “Entry ID” and “Modify Entry ID” are
not relevant.

File name: | Business Account Fields

Save as type: | CSV UTF-8 (Comma delimited)

After creating your Database Fields CSV File, save it as a CSV UTF-8 for importing.
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Click the “Choose File” button and open the relevant file from your personal device.

File name: | Business Account Fields

| Al files

Cancel

Confirm that the correct CSV file now shows in the Upload CSV Modal.

Upload CSV for Business Client Accounts 2

The first line of the CSV file will be used to name the database columns.

CSV File to import
‘Choose Files | Business Account Fields.csv

existing entry.

Aside from the fields in your form, there are two additional columns that can be used for an import:
* "Entry ID", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry, If this column is omitted,

the row will be imported as a new entry.
* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

(0L Cancel

Select the “Upload” button.

[ Use IDs for Reference Fields

Preview: Showing the first 5 rows

(BUplGad CSV for Business Client Accounts

The database fields will be created based on the first line of the CSV file. You can choose the field types and validation for the database fields here.

Name: Name: Name: Name: Name:

Business Name City | State :Employee Count Annual Revnue
Type: | Text ~ Type: | Text ~| Type: Text ~ Type: | Text ~| Type: Text ~
Validation: Validation: Validation: Validation: Validation:

Database > Import CSV To Business C

Configure each database field as desired. Field types shown on the dropdown menu include
form fields: Text, Text Box, Checkbox, Dropdown, Radios, Data, and Data/Time.

Select “Import Now” and a summary of the import with show on the CSV Upload Page.

(ECSV uploaded for Business Client Accounts

0 records imported

0 records updated

0 records failed to import

Home - Entries for Business Client Accounts

All imported field will now show on the Fields for database (DatabaseName) Page in the Fields

Table.
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Filter Fields:

Field Name

Business Name ..
City
State
Employee Count =

Annual Revnue

LA AR BE R AR

Account Manager .

(!) Fields for database '‘Business Client Accounts’

Field Type Validation Include on Form

Text Yes

. Text Yes
» Text Yes
Text Yes
. Text Yes
Text Yes

¥ How To: Import Fields from a PDF

name individually.

v How To: Add a Database Field

{{@321}}

To import field names in bulk from a CSV file, go to the Home Page of the Database Module.

Field Import

This method of importing Fields from a PDF requires access to Adobe Acrobat Pro.

If a field has already been added to a database, you are no longer able to bulk import
database field names from a PDF Field Import. You are now required to enter each field

J »Databases

Filter

- {Ungrouped)

Title
++ [KAStrack] Locations

+f Stock Supplies

Show databases in groups & Hide empty groups

«}+ Main Branch Admin Closet -

 Unigque ldentifier Database ..

Click the three dot (...) icon to open the context menu of the database you wish to enter fields

for.
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Title
+J+ [KAStrack] Locations. =

+} Branch Locations

<}« Main Branch Admin Closet ... _ View Database

| Add Entry
4 Stock Supplies =
Manage Entries

+ Unique Identifier Database w.  rioi4.
[ Rules
Upload CSV
Edit Database
Copy Database
Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

(])Fields for database 'Branch Locations’ ===
Fields ]m
i | o mprt

Field Name Field Type Validation Include on Form

Click the “PDF Field Import” button opening the PDF Field Import Modal.

PDF Field Import x

Using Adabe Acrobat Pro, Use the "Prepare Form” Tool,

After you have successfully added the fields you wish to use for your form, Add a Button on your document. Within the properties of the
button, Click an the Actions Tab. On the "Mouse Down™ trigger, add the "Submit a Form" Action.

Use the fallowing URL for the link:

hetps://trainingground kastrack.com/database pdi-entry/EASSD3350AGF431B9GFAEF25F2504020

£ Copy Link to Clipboard

Confirm that the Export Format is "PDF The complete document.”

‘Open the POF and submit the form to generate the fields here. You do not need to fill in any of the fields, and you must not sign it!

To import fields using a PDF, use the “Prepare Form” tool in Adobe Acrobat Pro. Add the fields
you wish to use for your form. Add a button on your document.

Genaral Appesance Poution Options Actons

Add an Adticn
Sedect Trigger, Moxise Down

Select Acton:  Submit & faem

Mouse Down

Submit a form

Within the button properties, click on the Actions Tab. On the “Mouse Down” trigger, add the
“Submit a Form” Action.

Use the URL link provided on the PDF Field Import Modal in KAStrack.
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Submit Form Selections

Enter & URL for this link:

Export Format Fiakd Soloction
| First Name FOF Inchude:

Last Name

frast tame) cramantal chanoes i the POE e

Favorite Color HEAL
NFDF Include:
E Red
1
B Green ' Datos ar submitted in
OFPOF The complate documant CYYYYMMED format instead of

passing the user typed values
through unchanged

E Blue = =

oK Cancel

Confirm that the Export Format is “PDF The complete document”.

B Urtsied | - Adsie Areohat (B4 bt)

First Name
Submit
T Iﬁlu

hpsArsininggrosnd ket com/delsbese pdl-eniry/TAS
SD3F50MERS Y | EFGFALFILF IS0S020

Last Name

Favorite Color

o Red
O Green

O Blue

Open the PDF and submit the form to generate the fields here.

You do not need to fill in any of the fields, and you must not sign it.
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This document is trying to connect to:
I'.L. trainingground kastrack.com

If you trust this site, choose Allow. If you do not trust this site, choose Block.

B Remember this action for this site for all PDF documents

Help i Allow Block Cancel

Select “Allow” and the PDF will confirm that the fields were added to the database.

scTnt_115fmit_ghg.tmp - Adobe Acrobat (B4-bit)

Mindow  He

3 fields were added to database Branch Locations

Go to the Fields Table in the database Monday, and a warning now states that a PDF is
associated with the form and that adding/editing or deleting fields may result in the PDF no
longer being compatible.

Database > Fields For Branch Locations

JJFields for database '‘Branch Locations' ==

Warning: You have a PDF associated with this form. Adding/Modifying or deleting fields may mean that the PDF is no longer compatible with the form.

m Filter Fields: | |

Field Name Field Type Validation Include on Form
#+ First Name - Text Yes
+ Last Name - Text Yes
#+ Favorite Color ... Radios Yes

To import database entries from a CSV, go to the Home Page of the Database Module and click
the three dot menu to the right of the database you wish to import entries into.
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:[J Databases

- (Ungrouped)

Title
4 [KAStrack] Locations

+}+ Branch Locations

f+ Main Branch Admin Closet

4 Stock Supplies

Filter Show databases in groups B Hide empty groups

+f+ Unique Identifier Database ...

View Database
Add Entry
Manage Entries
Fields

Rules

Upload C5V
Edit Database
Copy Database

Delete Database

Select “Upload CSV” opening the Upload CSV for (DatabaseName) Modal.

You can also import entries by selecting “Manage Entries” from the context menu and
selecting the “Import Entries” button underneath the Database Entries Page header, which

opens the same Upload CSV Modal.

Upload CSV for Business Client Accounts x

Download Template

CSV File to import
Choose Files | No file chosen

the row will be imported as a new entry.

existing entry.

Aside from the fields in your form, there are two additional columns that can be used for an import:
« "Entry D", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

*+ "Modify Existing Entry" is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

(V. LELIY Cancel

Click the “Download Template” link at the top of the modal and a CSV file will be downloaded to
your personal device. See Notes on the Download Template before uploading your CSV file to

ensure it is done correctly.

v Notes Regarding the Downloadable Template for Uploading CSV Files

The first row of the CSV file is for each of the database fields. If you download a CSV Template
from the Upload CSV Modal, two additional column headers will show that are not database

fields: Entry ID and Modify Existing Entry.

If you are importing database entries and no entries have been added to the database yet,

leave these columns blank in your upload.

If database entries already exist in the database, the Entry ID column will contain the unique
system generated ID for each pre-existing database entry. Leave this column blank if the row
is to be imported as a new entry. The second column, Modify Existing Entry, should have a “Y”
input if the existing entry is being modified and an “N” input if it has not been modified.

Leave it blank if the entry is new.
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File name: | Business Client Account Database Entries

Save as type: CSV UTF-8 (Comma delimited)

After creating your Database Fields CSV File, save it as a CSV UTF-8 for importing.

Click the “Choose File” button and open the relevant file from your personal device.

~ | Al files v

Upload from mobile Cancel

File name: | Business Client Account Database Entries

Confirm that the correct CSV file now shows in the Upload CSV Modal.

Upload CSV for Business Client Accounts %X

Download Template

C5V File to import
Choose Files | Business Client Account Database Entries.csv

Aside from the fields in your form, there are two additional columns that can be used for an import:
* “Entry ID", which should contain the Entry D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

the row will be imported as a new entry.
* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

existing entry.

Select the “Upload” button.

| Database = lmport (5 To Buviees Cleat Acoounts
O Upload CSV for Business Client Accounts
ignone the first |1 rows | Use IDs for Reference Fields
Preview: Showing the first § rows
Entry 1D - Modify Existing Entry ~|  Business Name - City - State - Emplayee Count w| | Anaual Revnue - Account Manager -
Entry I Medify Extsting Entry Buszinwss Name City State Employes Count Anvual Revoue Account Manager
Bayou Enironmental Systems  Baton Rouge LA a2 8.3 million Jordan Matthaws
Horthern Sands Logiess Haewr Orleans [T} 13 $22.5 rrilkion Alicia Tran
Gulfstrearn Compliance Group  Naew Orleans (%) B 55.1 million Alicla Tran
RedRtver Fabmeation Warks Shrevepert La Te $13.8 milticn Marcus Delanay
Prairie Duta Solutions Lafayette [ L] 510.2 milticn Hatalie Cruz
[ arten | comce |

The entries imported from the CSV file will now show on the Upload CSV for (DatabaseName)

Page.

The system automatically indicates to ignore the first row. Click “Import Now” if there are no

errors.

A summary of the import will now show on the CSV Upload Page.

<5CSV uploaded for Business Client Accounts

5 records imported

0 records updated

0 records failed to import

Home - Entries for Business Client Accounts
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Click the “Entries for (DatabaseName)” link to see all imported entries in the Manage Entry Table.

Inventory: Introduction
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| } , ) : .
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Entry ID Submitter Endry Date
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Approvel
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Fegrtined
Approved
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Approwel
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553 millson
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v How To: Import Fields from a PDF Field Import

name individually.

v How To: Add a Database Field

To create a database field, go to the Home Page of the Database Module.

Filter

Title

Cl) Databases

Create Database

- (Ungrouped)

++ [KAStrack] Locations

+}+ Main Branch Admin Closet ...
++ Stock Supplies —
+ Unique Identifier Database ...

| B Show databases in groups [ Hide empty groups

file:///D:/Downloads/inventory-introduction.html

This method of importing Fields from a PDF requires access to Adobe Acrobat Pro.

If a field has already been added to a database, you are no longer able to bulk import
database field names from a PDF Field Import. You are now required to enter each field
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Click the three dot (...) icon to open the context menu of the database you wish to enter fields
for.

Title
+}+ [KAStrack] Locations

++ Branch Locations

+» Main Branch Admin Closet ..

| Add Entry
Stock Supplies .
+ S | Manage Entries

++ Unique Identifier Database ... Fields
‘ Rules
Upload CSV
Edit Database
Copy Database

Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

There are two ways to add a field to the Field Table. Click the “New Field” button above the

Field Table or click the three dot (...) icon to the right of the page header opening the context
menu and select “Add Entry”.

L]) Fields for database '‘Branch Locations' == T
| Fields m Edit Database

Rules
Field Hame Field Type Validation Include on Form

Manage Entries

This opens the New Database Field Modal.

The creation of a new field will always require you to enter a field name. Include an input for

the displayed label and select the field type from a dropdown menu. The inputs on the New
Database Field Modal will vary based on the Field Type.

Possible field types in the database module include Form Fields, Formatting Fields, Utility
Fields, or a Reference to Another Database.

A database field can only have one field type. If you need to utilize another (e.g., for
formatting purposes), you can set the displayed label to be same, but the field label
must be unique.

For an explanation of field types and the formatting choices associated with each one,
reference the Understanding Fields Section of the Database Module in the User Manual.
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Once you are finished inputting the information for the new field, select “Save” and the new

Inventory: Introduction

New Database Field

Field Mame (a-z, A-Z,0-9, _, - and space only) *
Displayed Label

Field Type
[Section start v

Form Fields A
Text
‘ Text Box

' HTML Text Box 1 section end. ANl CS5 styles my
‘splay css style lor a section.

Checkbox - -

Dropdown
Radios .
o, B | B, L
Date - 1
px, B: px, L
Date/ Time — -
File Upload
Image
Password
Formatting
Section Start
Section End
Tahs Start
Tabs End
utility
Information

Calculated Field

Sequential Number o

database field will show in the Field Table.

Fields can also be imported in bulk into a Database from a CSV.

v How To: Import Fields from a PDF Field Import

{{@340}}

To import field names in bulk from a CSV file, go to the Home Page of the Database Module.

Click the three dot (...) icon to open the context menu of the database you wish to enter fields

for.

file:///D:/Downloads/inventory-introduction.html

J > Databases

Filter B Show databases in groups & Hide empty groups

- {Ungrouped)

Title
4 [KAStrack] Locations -
+ Main Branch Admin Closet ws
+f Stock Supplies -

=} Unigque Identifier Databaze -
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Title
+J+ [KAStrack] Locations. =

+} Branch Locations

<}« Main Branch Admin Closet ... _ View Database

| Add Entry
4 Stock Supplies =
Manage Entries

+ Unique Identifier Database w.  rioi4.
[ Rules
Upload CSV
Edit Database
Copy Database
Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

(])Fields for database 'Branch Locations’ ===
Fields ]m
i | o mprt

Field Name Field Type Validation Include on Form

Click the “PDF Field Import” button opening the PDF Field Import Modal.

PDF Field Import x

Using Adabe Acrobat Pro, Use the "Prepare Form” Tool,

After you have successfully added the fields you wish to use for your form, Add a Button on your document. Within the properties of the
button, Click an the Actions Tab. On the "Mouse Down™ trigger, add the "Submit a Form" Action.

Use the fallowing URL for the link:

hetps://trainingground kastrack.com/database pdi-entry/EASSD3350AGF431B9GFAEF25F2504020

£ Copy Link to Clipboard

Confirm that the Export Format is "PDF The complete document.”

‘Open the POF and submit the form to generate the fields here. You do not need to fill in any of the fields, and you must not sign it!

To import fields using a PDF, use the “Prepare Form” tool in Adobe Acrobat Pro. Add the fields you
wish to use for your form. Add a button on your document.

Genaral Appesance Poution Options Actons

Add an Adticn
Sedect Trigger, Moxise Down

Select Acton:  Submit & faem

Mouse Down

Submit a form

Within the button properties, click on the Actions Tab. On the “Mouse Down” trigger, add the
“Submit a Form” Action.

Use the URL link provided on the PDF Field Import Modal in KAStrack.
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Submit Form Selections

Enter & URL for this link:

o
& Export Format Field Solaction

| First Name FOF Inchude:

Last Name

Lt bame) Frmertel cT mmoas ko 11 PUE s

HTML

Favorite Color

E Red

B Green ' Dates are submitted in
OFPOF The complate documant CYYYYMMED format instead of
passing the user typed values

through unchanged
E Blue = =

NFDF Include:

oK Cancel

Confirm that the Export Format is “PDF The complete document”.

B urenied 1| - Adobe Acrobat |64 k)

First Mame

Submit

Sl |Q -]
s . Rips Arsininggrrand kebrach com, detshase ipdf-entry LAY
write Colo s :
Favorite Color SO 350MEF4 1 TEIEFALF T5F 2504020

‘ O Red
O Green

O Blue

Last Name

Open the PDF and submit the form to generate the fields here.

You do not need to fill in any of the fields, and you must not sign it.
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This document is trying to connect to:
Iﬁ. trainingground kastrack.com

If you trust this site, choose Allow. If you do not trust this site, choose Block.

B Remember this action for this site for all PDF documents

Help Allow Block Cancel

Select “Allow” and the PDF will confirm that the fields were added to the database.

A92scTnt_115fmjt_ghg.tmp - Adobe Acrabat (64-bit)

Window |

9

3 fields were added to database Branch Locations

Go to the Fields Table in the database Monday, and a warning now states that a PDF is associated
with the form and that adding/editing or deleting fields may result in the PDF no longer being
compatible.

Database > Fields For Branch Locations

&Fields for database '‘Branch Locations' ==

Fields |m

Warning: You have a PDF associated with this form. Adding/Modifying or deleting fields may mean that the PDF is no longer compatible with the form.

m Filter Fields: |

Field Name Field Type  Validation Include on Form
4+ First Name .. Text Yes

4 Last Name w Text Yes

# Favorite Color .. Radios Yes

v How To: Add a Database Field

To create a database field, go to the Home Page of the Database Module.
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Clﬁ Databases

Filter | B Show databases in groups E Hide empty groups

- (Ungrouped)

Title
++ [KAStrack] Locations
+ Main Branch Admin Closet ..
++ Stock Supplies -
+ Unique Identifier Database ..

Click the three dot (...) icon to open the context menu of the database you wish to enter fields
for.

Title
++ [KAStrack] Locations

+ Branch Locations

+} Main Branch Admin Closet ..

% | Add Entry
Stock Supplies .
Be | Manage Entries

b Unique |dentifier Database w.  fiaidc
‘ Rules
Upload CSV
Edit Database
Copy Database

Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

There are two ways to add a field to the Field Table. Click the “New Field” button above the Field
Table or click the three dot (...) icon to the right of the page header opening the context menu
and select “Add Entry”.

(gFields for database '‘Branch Locations’ == -
. AL ntry
Fields m Edit Database

Rules
Field Name Field Type Validation Include on Form

Manage Entries

This opens the New Database Field Modal.
The creation of a new field will always require you to enter a field name. Include an input for the

displayed label and select the field type from a dropdown menu. The inputs on the New Database
Field Modal will vary based on the Field Type.
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Possible field types in the database module include Form Fields, Formatting Fields, Utility Fields,
or a Reference to Another Database.

A database field can only have one field type. If you need to utilize another (e.qg., for

formatting purposes), you can set the displayed label to be same, but the field label must
be unique.

For an explanation of field types and the formatting choices associated with each one, reference
the Understanding Fields Section of the Database Module in the User Manual.

New Database Field
Field Name (a-z, A-Z, 0-9, _, - and space only) *
Displayed Label
Field Type
[ Section Start v]
Form Fields .
Text
‘ Text Box
© MTML Text Box § section end. AN C55 styles my
1 ‘splay 35 style lor a section,
Checkbox v -
Dropdown
Radios
p, B P, L
Date
px, B: P, L
Date/Time i .
File Upload
Image
Passwors d
Formatting
Section Start
Section End
Tabs Start.
Tabs End
Utility
Information
Caloulated Field
Sequential Number i

Once you are finished inputting the information for the new field, select “Save” and the new
database field will show in the Field Table.

Fields can also be imported in bulk into a Database from a CSV.

v How To: Import Fields from a PDF Field Import

This method of importing Fields from a PDF requires access to Adobe Acrobat Pro.

If a field has already been added to a database, you are no longer able to bulk import

database field names from a PDF Field Import. You are now required to enter each field
name individually.
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v How To: Add a Database Field

{{@321}}

To import field names in bulk from a CSV file, go to the Home Page of the Database Module.

J > Databases

Filter B Show databases in groups B Hide empty groups

- {Ungrouped)

Title
+}+ [KAStrack] Lecations -
«} Main Branch Admin Closet -
+ Stock Supplies —
* Unique Identifier Database -

Click the three dot (...) icon to open the context menu of the database you wish to enter fields

for.

Title
+} [KAStrack] Locations

+} Branch Locations

+}+ Main Branch Admin Closet

= | Add Entry
b Stock Supplies ™| Manage Entries
+f Unique Identifier Database .. ..
| Rutes

Upload CSV

Edit Database

Copy Database

Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

(L)Fields for database 'Branch Locations’ ===
= -
Cronrts T rorvman

Field Name Field Type Validation Include on Form

Click the “PDF Field Import” button opening the PDF Field Import Modal.
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PDF Field Import x

Using Adobe Acrobat Pro, Use the “Prepane Form” Tool.

After you have successfully added the fields you wish to use for your form, Add a Button on your document. Within the properties of the
button, Click an the Actions Tab. On the "Mouse Down™ trigger, add the "Submit a Form" Action.

Use the fallowing URL for the link:

«Confirm that the Export Format is "PDF The complete document.”

‘Open the POF and submit the form to generate the fields here. You do not need to fill in any of the fields, and you must not sign it!

To import fields using a PDF, use the “Prepare Form” tool in Adobe Acrobat Pro. Add the fields

you wish to use for your form. Add a button on your document.

Gereral Agpasance Poution Options Actiom:

Add an Acticn
Satect rgger. Mouse Bowe

Select Acton:  Submit & faem

Atz

Submit a form

neched Closs

Within the button properties, click on the Actions Tab. On the “Mouse Down” trigger, add the

“Submit a Form” Action.

Use the URL link provided on the PDF Field Import Modal in KAStrack.

Submit Form Selections.

Enter a URL for this kink:

M
= Expoet Format

First Name FOF Inchude:

Last Name

[l Hama) incremental changes to the POF e

S HTML
Favorite Color Comvert bt 1o standied lormet:
(_JXFDF Inchade:
B ot s
1
B Green Dates are submitied in

CYYYYMMOOD format instead of
passing the user typed values

thy hanged.
g Blue L

O POF The complate documant

oK Cancel

Confirm that the Export Format is “PDF The complete document”.
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B Uratied 1 - Adoibe Acrobat |64 k)

First Name

Submit

L] |ﬁ ]

T ) hiRps Arsinenggrosnd ebrec com, delsbense, pdi-entry/LAS
.
Favorite Color S0 BSR4  BHGFALF T5F 2508020

O Red
o Green

O Blue

Last Name

Open the PDF and submit the form to generate the fields here.

You do not need to fill in any of the fields, and you must not sign it.

This document is trying to connect to:
l“ trainingground kastrack.com

If you trust this site, choose Allow. If you do not trust this site, choose Block.

B Remember this action for this site for all PDF documents

Help Allow Block Cancel

Select “Allow” and the PDF will confirm that the fields were added to the database.

.@\

3 fields were added to database Branch Locations

Go to the Fields Table in the database Monday, and a warning now states that a PDF is
associated with the form and that adding/editing or deleting fields may result in the PDF no

longer being compatible.
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Database > Fields For Branch Locations

J)Fields for database '‘Branch Locations' ==

Warning: You have a PDF associated with this form. Adding/Modifying or deleting fields may mean that the PDF is no longer compatible with the form.

m Filter Fields: | |

Field Name Field Type Validation Include on Form
4+ First Name .. Text Yes
+ Last Name - Text Yes
#+ Favorite Color ... Radios Yes

Once you have entered database fields, you can add database entries into it.

v How To: Add an Individual Database Entry

To add a database entry, go to the Home Page of the Database Module. Click the three dot (...)

icon to the right of the database you wish to add an entry to opening the context menu. Select
“Add Entry”.

You can select “Add Entry” from any context menu in the Database Modal without
returning to the Home Page.

Title
+» [KAStrack] Locations =
++ Branch Locations —
+}+ Main Branch Admin Closet . iew Database
Py— | Add Entry
tock Supplies .
PPt | Manage Entries
+ Unique Identifier Database w. rioids
Rules
Upload CSV

Edit Database
Copy Database

Delete Database

Selecting “Add Entry” opens the New Database Entry modal. Two visual examples of this modal
have been included below.

The New Database Entry Modal will vary for every database, based on the fields that have
been created for it.
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Inventory: Introduction

New Database Entry x

Locations
Shelf1-Binl

Items

Quantity

Part Type
| Please Choose... v

Category

Client

| Shelf
Bin

Please Choose v

| New Database Entry x

Input the entry data into the modal. Select “Save” for the new entry to be added to the database.

If no fields have been created for the database, the New Database Entry Modal will show without

any fields as seen below.

If you select to “Save” a database entry prior to the creation of database fields, an entry
will be assigned an Entry ID by the system and will show in the Entries Table. The

New Database Entry

submitter, approval status, and entry date will be logged.

J)Entries for database '‘Branch Locations' ===

| Filter

12 e

Entry ID

[ Enable Bulk Edit Mode

Submitter

Mitzi Orkus

Approval
Entry Date
Status try
Approval
not Mon Oct 13 2025 at 6:18 PM
required

v How To: Import Database Entries from a CSV

To import database entries from a CSV, database fields must already have been created.

v How To: Add a Database Field
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To create a database field, go to the Home Page of the Database Module.

Cl) Databases

Create Database

Filter | [E show databases in groups & Hide empty groups

- (Ungrouped)

Title
+4+ [KAStrack] Locations
<+ Main Branch Admin Closet ...
++ Stock Supplies -

+} Unique Identifier Database ...

Click the three dot (...) icon to open the context menu of the database you wish to enter fields
for.

Title
4+ [KAStrack] Locations

+ Branch Locations

++ Main Branch Admin Closet -

& | Add Entry
Stock Supplies -
B | Manage Entries

b Unique Identifier Database w.  fijdc

Rules

Upload CSV
Edit Database
Copy Database

Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

There are two ways to add a field to the Field Table. Click the “New Field” button above the

Field Table or click the three dot (...) icon to the right of the page header opening the context
menu and select “Add Entry”.

(gFields for database '‘Branch Locations' - -
B AL ntry
Fields m Edit Database

Rules
Field Hame Field Type Validation Include on Form

Manage Entries

This opens the New Database Field Modal.

The creation of a new field will always require you to enter a field name. Include an input for
the displayed label and select the field type from a dropdown menu. The inputs on the New
Database Field Modal will vary based on the Field Type.
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Possible field types in the database module include Form Fields, Formatting Fields, Utility
Fields, or a Reference to Another Database.

A database field can only have one field type. If you need to utilize another (e.qg., for
formatting purposes), you can set the displayed label to be same, but the field label
must be unique.

For an explanation of field types and the formatting choices associated with each one,
reference the Understanding Fields Section of the Database Module in the User Manual.

New Database Field
Field Name (a-2, A-Z,0-9, _, - and space only) *
Displayed Label
Field Type
[ Section Start v]
Form Fields a
Text
‘ Text Box
! HTML Text Box 7 section end. ANl CSS styles my
| ‘splay 35 style lor a section,
Checkbox " -]
Dropdown
Radios
pu, B p, L
Date - -
P, Bt P, L
Date/Time - .
File Upload
Image
Password
Formatting
Section Start
Section End
Tabs Start.
Tabs End
Utility
Information
Caloulated Field
Sequential Number =

Once you are finished inputting the information for the new field, select “Save” and the new
database field will show in the Field Table.

Fields can also be imported in bulk into a Database from a CSV.

¥ How To: Import Fields from a PDF Field Import

{{@340}}

v How To: Import Fields from a CSV File Into a Database
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If a field has already been added to a database, you are no longer able to bulk import
database field names from a CSV file. You are now required to enter each field name
individually.

v How To: Add a Database Field

{{@321}}

To import database field names from a CSV file, go to the Home Page of the Database Module.

&Databases

Filter | B show databases in groups  Hide empty groups

- (Ungrouped)

Title
++ [KAStrack] Locations
+}» Main Branch Admin Closet ...
+}+ Stock Supplies =
4 Unique Identifier Database .-

Click the three dot (...) icon to open the context menu of the database you wish to enter fields
for.

Title
b [KAStrack] Locations

4 Branch Locations

& Main Branch Admin Closet ... IS

Add Entry
+ Stock Supplies _
Manage Entries

++ Unique Identifier Database ... I Fields
I Rules
Upload CSV
Edit Database
Copy Database

Delete Database

Select “Upload CSV” opening the Upload CSV for (DatabaseName) Modal.

Upload CSV for Branch Locations 3

The first line of the CSV file will be used to name the database columns.
CSV File toimport
Choose Files | No file chosen

Aside from the fields in your form, there are two additional columns that can be used for an import:
= "Entry ID", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,
the row will be imported as a new entry.
* "Modify Existing Entry™ is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

existing entry.
Upluad Cancel
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not relevant.

File name: | Business Account Fields

Save as type: | CSV UTF-8 (Comma delimited)

When creating your CSV file, the first row of the CSV file is used. Each individual cell in
that row will be a database field used as columns for data entry. When importing bulk
field names, the notes in the Upload CSV Modal on “Entry ID” and “Modify Entry ID” are

After creating your Database Fields CSV File, save it as a CSV UTF-8 for importing.

Click the “Choose File” button and open the relevant file from your personal device.

w

File name: | Business Account Fields

Upload from maobile

All files v

Confirm that the correct CSV file now shows in the Upload

CSV Modal.

Upload CSV for Business Client Accounts x

The first line of the CSV file will be used to name the database columns.

CSV File to import
Choose Files | Business Account Fields.csv

the row will be imported as a new entry.

existing entry.

Aside from the fields in your form, there are two additional columns that can be used for an import:
* "Entry ID", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

Select the “Upload” button.

(’)Upload CSV for Business Client Accounts

[ use IDs for Reference Fields

Preview: Showing the first 5 rows

Name: Name: Name:

Business Name City State

Type: | Text > Type: | Text > Type: Text ~
Validation: _ Validation: ] Validation:

Name:

[ Employee Count
Type: | Text ~|
Validation:

Database > Import C5V To Business C

The database fields will be created based on the first line of the CSV file. You can choose the field types and validation for the database fields here.

Name:

Annual Revnue

Type: Text hd
)falidation:

Configure each database field as desired. Field types shown on the dropdown menu include
form fields: Text, Text Box, Checkbox, Dropdown, Radios, Data, and Data/Time.

Select “Import Now” and a summary of the import with show on the CSV Upload Page.
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All imported field will now show on the Fields for database (DatabaseName) Page in the Fields

Table.

Inventory: Introduction

cl_>CSV uploaded for Business Client Accounts

0 records imported
0 records updated

0 records failed to import
Home - Entries for Business Client Accounts

Filter Fields:

Field Name

Business Name .
City
State
Employee Count .

Annual Revnue

LK B AK BE K ]

Account Manager ..

(!: Fields for database '‘Business Client Accounts’ ===

Field Type Validation Include on Form

Text

. Text

- Text

Text

. Text

Text

Yes
Yes
Yes
Yes
Yes

Yes

v How To: Import Fields from a PDF Field Import

name individually.

v How To: Add a Database Field

{{@321}}

To import field names in bulk from a CSV file, go to the Home Page of the Database Module.

file:///D:/Downloads/inventory-introduction.html

This method of importing Fields from a PDF requires access to Adobe Acrobat Pro.

If a field has already been added to a database, you are no longer able to bulk import
database field names from a PDF Field Import. You are now required to enter each field

J > Databases

Filter

- {Ungrouped)

Title

= Stock Supplies

4+ [KAStrack] Locations
+f Main Branch Admin Closet e

« Unigque ldentifier Databace ..

Show databases in groups & Hide empty groups
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Click the three dot (...) icon to open the context menu of the database you wish to enter fields

for.

Title
+J+ [KAStrack] Locations. =

+} Branch Locations

<}« Main Branch Admin Closet ... _ View Database

| Add Entry
4 Stock Supplies =
Manage Entries

+ Unique Identifier Database w.  rioi4.
[ Rules
Upload CSV
Edit Database
Copy Database
Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

(])Fields for database 'Branch Locations’ ===
Fields |m
i | o mprt

Field Name Field Type Validation Include on Form

Click the “PDF Field Import” button opening the PDF Field Import Modal.

PDF Field Import x

Using Adabe Acrobat Pro, Use the "Prepare Form” Tool,

After you have successfully added the fields you wish to use for your form, Add a Button on your document. Within the properties of the
button, Click an the Actions Tab. On the "Mouse Down™ trigger, add the "Submit a Form" Action.

Use the fallowing URL for the link:
hetps:f/trainingground. kastrack com/database [pdf-entry/EASS D33S0AGF43 1896FAEFISF2 504020

£ Copy Link to Clipboard

Confirm that the Export Format is "PDF The complete document.”

‘Open the POF and submit the form to generate the fields here. You do not need to fill in any of the fields, and you must not sign it!

To import fields using a PDF, use the “Prepare Form” tool in Adobe Acrobat Pro. Add the fields
you wish to use for your form. Add a button on your document.

Genaral Appesance Poution Options Actons

Add an Adticn
Sedect Trigger, Moxise Down

Select Acton:  Submit & faem

Mouse Down

Submit a form
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Within the button properties, click on the Actions Tab. On the “Mouse Down” trigger, add the
“Submit a Form” Action.

Use the URL link provided on the PDF Field Import Modal in KAStrack.

Submit Form Selections.

Enter a URL for this kink:

Expoet Format Fiadd Selection
First Name FOF Include:

Last Name

Lot tiarme] incremental changes to the PDF FET

Favorite Color HEAL
XFOF Include:
! Red
4
B Green Dates are submitied in
O FPOF The complate documant DYYYYMMOD format instead of

passing the user typed values
through unchanged.

B oo Al

o Cancel

Confirm that the Export Format is “PDF The complete document”.

B Uratied 1 - Adoibe Acrobat |64 kst

First Name
Submit
S I&Iu

b Arsinenggrossnd kebrec com detlsbess ipdl-entry /AL
SOEFE0MERE 1| BGFALF T5F IS08020

Last Name

Favorite Color

o Red
O Green

O Blue

Open the PDF and submit the form to generate the fields here.

You do not need to fill in any of the fields, and you must not sign it.
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This document is trying to connect to:
I'.L. trainingground kastrack.com

If you trust this site, choose Allow. If you do not trust this site, choose Block.

B Remember this action for this site for all PDF documents

Help i Allow Block Cancel

Select “Allow” and the PDF will confirm that the fields were added to the database.

scTnt_115fmit_ghg.tmp - Adobe Acrobat (B4-bit)

Mindow  He

3 fields were added to database Branch Locations

Go to the Fields Table in the database Monday, and a warning now states that a PDF is
associated with the form and that adding/editing or deleting fields may result in the PDF no
longer being compatible.

Database > Fields For Branch Locations

JJFields for database '‘Branch Locations' ==

Warning: You have a PDF associated with this form. Adding/Modifying or deleting fields may mean that the PDF is no longer compatible with the form.

m Filter Fields: | |

Field Name Field Type Validation Include on Form
#+ First Name - Text Yes
+ Last Name - Text Yes
#+ Favorite Color ... Radios Yes

To import database entries from a CSV, go to the Home Page of the Database Module and click
the three dot menu to the right of the database you wish to import entries into.
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Inventory: Introduction

:[J Databases

- (Ungrouped)

Title
4 [KAStrack] Locations

+}+ Branch Locations

f+ Main Branch Admin Closet

4 Stock Supplies

Filter Show databases in groups B Hide empty groups

+f+ Unique Identifier Database ...

View Database
Add Entry
Manage Entries
Fields

Rules

Upload C5V
Edit Database
Copy Database

Delete Database

Select “Upload CSV” opening the Upload CSV for (DatabaseName) Modal.

You can also import entries by selecting “Manage Entries” from the context menu and
selecting the “Import Entries” button underneath the Database Entries Page header, which

opens the same Upload CSV Modal.

Upload CSV for Business Client Accounts x

Download Template

CSV File to import
Choose Files | No file chosen

the row will be imported as a new entry.

existing entry.

Aside from the fields in your form, there are two additional columns that can be used for an import:
« "Entry D", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

*+ "Modify Existing Entry" is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

(V. LELIY Cancel

Click the “Download Template” link at the top of the modal and a CSV file will be downloaded to
your personal device. See Notes on the Download Template before uploading your CSV file to

ensure it is done correctly.

v Notes Regarding the Downloadable Template for Uploading CSV Files

The first row of the CSV file is for each of the database fields. If you download a CSV Template
from the Upload CSV Modal, two additional column headers will show that are not database

fields: Entry ID and Modify Existing Entry.

If you are importing database entries and no entries have been added to the database yet,

leave these columns blank in your upload.

If database entries already exist in the database, the Entry ID column will contain the unique
system generated ID for each pre-existing database entry. Leave this column blank if the row
is to be imported as a new entry. The second column, Modify Existing Entry, should have a “Y”
input if the existing entry is being modified and an “N” input if it has not been modified.

Leave it blank if the entry is new.
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File name: | Business Client Account Database Entries

Save as type: CSV UTF-8 (Comma delimited)

After creating your Database Fields CSV File, save it as a CSV UTF-8 for importing.

Click the “Choose File” button and open the relevant file from your personal device.

~ | Al files v

Upload from mobile Cancel

File name: | Business Client Account Database Entries

Confirm that the correct CSV file now shows in the Upload CSV Modal.

Upload CSV for Business Client Accounts %X

Download Template

C5V File to import
Choose Files | Business Client Account Database Entries.csv

Aside from the fields in your form, there are two additional columns that can be used for an import:
* “Entry ID", which should contain the Entry D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

the row will be imported as a new entry.
* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

existing entry.

Select the “Upload” button.

| Database = lmport (5 To Buviees Cleat Acoounts
O Upload CSV for Business Client Accounts
ignone the first |1 rows | Use IDs for Reference Fields
Preview: Showing the first § rows
Entry 1D - Modify Existing Entry ~|  Business Name - City - State - Emplayee Count w| | Anaual Revnue - Account Manager -
Entry I Medify Extsting Entry Buszinwss Name City State Employes Count Anvual Revoue Account Manager
Bayou Enironmental Systems  Baton Rouge LA a2 8.3 million Jordan Matthaws
Horthern Sands Logiess Haewr Orleans [T} 13 $22.5 rrilkion Alicia Tran
Gulfstrearn Compliance Group  Naew Orleans (%) B 55.1 million Alicla Tran
RedRtver Fabmeation Warks Shrevepert La Te $13.8 milticn Marcus Delanay
Prairie Duta Solutions Lafayette [ L] 510.2 milticn Hatalie Cruz
[ arten | comce |

The entries imported from the CSV file will now show on the Upload CSV for (DatabaseName)

Page.

The system automatically indicates to ignore the first row. Click “Import Now” if there are no

errors.

A summary of the import will now show on the CSV Upload Page.

<5CSV uploaded for Business Client Accounts

5 records imported

0 records updated

0 records failed to import

Home - Entries for Business Client Accounts
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Click the “Entries for (DatabaseName)” link to see all imported entries in the Manage Entry Table.

| } , ) . .

i Entries for database 'Business Client Accounts’ =

oty | oot | o

Filter 31}

! Erable Bulk Ediy Mode
dpgeronal

Entry ID Submitter Endry Date Busirerty Mame City Sate Employes Count Ansual Revaue Apesunt Nasager
Approval

i - Wiz Owrbors nak Tue Oct 14 2075 st 402 P | Prairie Dats Solutions Ledayeite L& &1 £90.2 enillion Hatstie Cruz
reguired
Approvel

il = = T Tow Oct 14 2025 88 4007 P | Badiieer Fabrication Woiks Thiwiaport LA T S8 illion Marcui Deladay
Feginee
Approved

7 - M Odlaid | ASE Tus Ot 14 2028 82 4002 P | Oulficres® Compliends Orou  Hew OFleaid LA | 551 millssn Al Traa
reguired
Approwe!

T - ez Cwhas nak Tua Octt 14 2075 &t 4007 PAL | Horthaen Sends Lagistics W Orlears LA 115 5225 enifllicn debicin Tras
rgraired
Apperowal

1B = i Ol Aot Tue Oct 14 2078 8t 4007 P | Bayou Enircrmentsl Syitems Baton Bougs LA 42 5.3 millson Jordas Matthaws
reguingd

v How To: Add a Database Field

To create a new database, go to the Home Page of the Database Module.

(lJ Databases

Filer Show databases in groups B Hide empty groups

- (Ungrouped)

Title
 [KAStrack] Locations =
“ Main Branch Admin Cleset
++ Stock Supplies —
++ Unique Identifier Database «

Click the “Create Database” button, opening the New Database Modal.

Title *
[ J
Group

(No Groups Created) v

Description

Tags

B allow Default Access.
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Input a Title for the new database. Select any groups the database should be associated with.
Provide a description of the database and its purpose in the textbox provide. Select any tags desired.

Select the “Allow Default Access” checkbox to indicate that the database should follow the defaults
established by module and access levels. If this checkbox is not selected, you will be required to
establish user specific access based on individual or certification roles.

Additional Database Specific Permissions

Admins

Note: Users or Roles listed have admin level permissions for this database. This includes editing and deleting the database, managing the
database felds and (unless prohibited) managing entries,

Manage Entry Permissions

Note: Users or Roles listed have manage level permissions for this database. This includes adding, editing and deleting entries.

View Entry Permissions

Note: Users or Roles listed have view level permissions for this database. This allows enly wewing of entries.

Allow integration with

Note: The above permissions only apply lo users accessing this database wia the database module. When integrated with other modules,
wsers automatically have access to view and add entres for relevant items in the module. Example: if no-one is allowed to view this
database, but it is integrated to forms, then someene who can Al out the form can see the entries in this database,

m :\I!I:L.

The following database specific permissions are selected via drop down menu lists that include all
individuals and certification roles that can be assigned permission.

Admins allows users or role to have admin module level permissions for this particular database. A
list of all admin module level permissions is shown in the table below.

Database Admin Module Level Permissions

Manage roles (add/view/edit/delete, assign hidden roles, role permissions)

Database (view/edit/delete/list/add, upload csv)

Database Fields (edit/delete/view/list)

Database Entry (view/edit/delete/list/add)

Can delete entries from other modules

Database draft entries (abandon drafts from guests/users, view drafts from users/guests, list drafts
from user/guests, reassign)

Database Group (list/add/edit/delete/view)

Manage Entry Permissions gives the indicated users permission to view, add, edit, and delete
database entries.

View Entry Permissions gives the indicated users permission to view database entries.
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Allow Integration With denotes which other modules can link with and integrate with this database or
forms for reference.

The Database Module can be integrated with the following modules:

 Forms
Database
Inventory
« Grid

Click “Cancel” and return to the Database Module Home Page without any changes being made.
Select “Save” to create the new database and you will be directed to the Fields Table for your newly
copied database.

JﬁFields for database '‘Branch Locations’ ==

= -
v o Toormma e

Field Mame Field Type Validation Include on Form

Once a database has been created, you can enter database fields into it.

v How To: Import Fields from a CSV File Into a Database

To import database entries from a CSV, database fields must already have been created.

v How To: Add a Database Field

To create a database field, go to the Home Page of the Database Module.

|
O Databases

Filter il show databases in groups @ Hide empty groups

- (Ungrouped)

Title
+}+ [KAStrack] Locations
+}+ Main Branch Admin Closet ..
4+ Stock Supplies
+} Unique Identifier Database «.

Click the three dot (...) icon to open the context menu of the database you wish to enter fields
for.
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Title
+}+ [KAStrack] Locations

++ Branch Locations

+» Main Branch Admin Closet ..

| Add Entry
Stock Supplies -
+ S | Manage Entries

++ Unique Identifier Database ... Fields
‘ Rules
Upload CSV
Edit Database
Copy Database

Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

There are two ways to add a field to the Field Table. Click the “New Field” button above the
Field Table or click the three dot (...) icon to the right of the page header opening the context
menu and select “Add Entry”.

L]) Fields for database ‘Branch Locations’ == T
Fields m Edit Database

Rules
Field Hame Field Type Validation Include on Form

Manage Entries

This opens the New Database Field Modal.

The creation of a new field will always require you to enter a field name. Include an input for

the displayed label and select the field type from a dropdown menu. The inputs on the New
Database Field Modal will vary based on the Field Type.

Possible field types in the database module include Form Fields, Formatting Fields, Utility
Fields, or a Reference to Another Database.

A database field can only have one field type. If you need to utilize another (e.g., for
formatting purposes), you can set the displayed label to be same, but the field label
must be unique.

For an explanation of field types and the formatting choices associated with each one,
reference the Understanding Fields Section of the Database Module in the User Manual.
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New Database Field
Field Name (a-z, 4-Z,0-9, _, - and space enly) *
Displayed Labe!
Field Type
[Section start v
Form Fields Y
Text
‘ Text Boo
© HTML Text Boox 7 section end. All C55 styles my
1 ‘splay css style lor a section.
Checkbox - -]
Dropdown
Radios
o, B px, L
Date . .
px, B: o, L.
Date/Time - -
File Upload
Image
Password
Formatting
Section Start
Section End
Tahs Start
Tabs End
Utility
Information
Calculated Field
Sequential Number o

Once you are finished inputting the information for the new field, select “Save” and the new
database field will show in the Field Table.

Fields can also be imported in bulk into a Database from a CSV.

v How To: Import Fields from a PDF Field Import

{{@340}}

v How To: Import Fields from a CSV File Into a Database

If a field has already been added to a database, you are no longer able to bulk import
database field names from a CSV file. You are now required to enter each field name
individually.

v How To: Add a Database Field

{{@321}}

To import database field names from a CSV file, go to the Home Page of the Database Module.
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<]) Databases

Filter | 2 Show databases in groups (@ Hide empty groups

- (Ungrouped)

Title
o+ [KAStrack] Locations
«f Main Branch Admin Closet
+J+ Stock Supplies -
++ Unigue Identifier Database ..

Click the three dot (...) icon to open the context menu of the database you wish to enter fields
for.

Title

+ [KAStrack] Locations

- Branch Locations —

< Main Branch Admin Closet «.

Add Entry

Stock Supplies
+ s Manage Entries

« Unique Identifier Database «w. | fiaide
I Rules
Upload CSV
Edit Database
Copy Database

Delete Database

Select “Upload CSV” opening the Upload CSV for (DatabaseName) Modal.

Upload CSV for Branch Locations x

The first line of the CSV file will be used to name the database columns.

CSV File toimport
Choose Files | No file chosen
Aside from the fields in your form, there are two additional columns that can be used for an import:
= "Entry ID", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

the row will be imported as a new entry.
* "Modify Existing Entry™ is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

existing entry.

When creating your CSV file, the first row of the CSV file is used. Each individual cell in
that row will be a database field used as columns for data entry. When importing bulk
field names, the notes in the Upload CSV Modal on “Entry ID” and “Modify Entry ID” are
not relevant.

File name: | Business Account Fields

Save as type: | CSV UTF-8 (Comma delimited)

After creating your Database Fields CSV File, save it as a CSV UTF-8 for importing.
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Inventory: Introduction

Click the “Choose File” button and open the relevant file from your personal device.

File name: | Business Account Fields

| Al files

Cancel

Confirm that the correct CSV file now shows in the Upload CSV Modal.

Upload CSV for Business Client Accounts 2

The first line of the CSV file will be used to name the database columns.

CSV File to import
‘Choose Files | Business Account Fields.csv

existing entry.

Aside from the fields in your form, there are two additional columns that can be used for an import:
* "Entry ID", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry, If this column is omitted,

the row will be imported as a new entry.
* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

(0L Cancel

Select the “Upload” button.

[ Use IDs for Reference Fields

Preview: Showing the first 5 rows

(BUplGad CSV for Business Client Accounts

The database fields will be created based on the first line of the CSV file. You can choose the field types and validation for the database fields here.

Name: Name: Name: Name: Name:

Business Name City | State :Employee Count Annual Revnue
Type: | Text ~ Type: | Text ~| Type: Text ~ Type: | Text ~| Type: Text ~
Validation: Validation: Validation: Validation: Validation:

Database > Import CSV To Business C

Configure each database field as desired. Field types shown on the dropdown menu include
form fields: Text, Text Box, Checkbox, Dropdown, Radios, Data, and Data/Time.

Select “Import Now” and a summary of the import with show on the CSV Upload Page.

(ECSV uploaded for Business Client Accounts

0 records imported

0 records updated

0 records failed to import

Home - Entries for Business Client Accounts

All imported field will now show on the Fields for database (DatabaseName) Page in the Fields

Table.
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Filter Fields:

Field Name

Business Name ..
City
State
Employee Count =

Annual Revnue

LA AR BE R AR

Account Manager .

(!) Fields for database '‘Business Client Accounts’

Field Type Validation Include on Form

Text Yes

. Text Yes
» Text Yes
Text Yes
. Text Yes
Text Yes

¥ How To: Import Fields from a PDF

name individually.

v How To: Add a Database Field

{{@321}}

To import field names in bulk from a CSV file, go to the Home Page of the Database Module.

Field Import

This method of importing Fields from a PDF requires access to Adobe Acrobat Pro.

If a field has already been added to a database, you are no longer able to bulk import
database field names from a PDF Field Import. You are now required to enter each field

J »Databases

Filter

- {Ungrouped)

Title
++ [KAStrack] Locations

+f Stock Supplies

Show databases in groups & Hide empty groups

«}+ Main Branch Admin Closet -

 Unigque ldentifier Database ..

Click the three dot (...) icon to open the context menu of the database you wish to enter fields

for.
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Title
+J+ [KAStrack] Locations. =

+} Branch Locations

<}« Main Branch Admin Closet ... _ View Database

| Add Entry
4 Stock Supplies =
Manage Entries

+ Unique Identifier Database w.  rioi4.
[ Rules
Upload CSV
Edit Database
Copy Database
Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

(])Fields for database 'Branch Locations’ ===
Fields ]m
i | o mprt

Field Name Field Type Validation Include on Form

Click the “PDF Field Import” button opening the PDF Field Import Modal.

PDF Field Import x

Using Adabe Acrobat Pro, Use the "Prepare Form” Tool,

After you have successfully added the fields you wish to use for your form, Add a Button on your document. Within the properties of the
button, Click an the Actions Tab. On the "Mouse Down™ trigger, add the "Submit a Form" Action.

Use the fallowing URL for the link:

hetps://trainingground kastrack.com/database pdi-entry/EASSD3350AGF431B9GFAEF25F2504020

£ Copy Link to Clipboard

Confirm that the Export Format is "PDF The complete document.”

‘Open the POF and submit the form to generate the fields here. You do not need to fill in any of the fields, and you must not sign it!

To import fields using a PDF, use the “Prepare Form” tool in Adobe Acrobat Pro. Add the fields
you wish to use for your form. Add a button on your document.

Genaral Appesance Poution Options Actons

Add an Adticn
Sedect Trigger, Moxise Down

Select Acton:  Submit & faem

Mouse Down

Submit a form

Within the button properties, click on the Actions Tab. On the “Mouse Down” trigger, add the
“Submit a Form” Action.

Use the URL link provided on the PDF Field Import Modal in KAStrack.
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Submit Form Selections

Enter & URL for this link:

Export Format Fiakd Soloction
| First Name FOF Inchude:

Last Name

frast tame) cramantal chanoes i the POE e

Favorite Color HEAL
NFDF Include:
E Red
1
B Green ' Datos ar submitted in
OFPOF The complate documant CYYYYMMED format instead of

passing the user typed values
through unchanged

E Blue = =

oK Cancel

Confirm that the Export Format is “PDF The complete document”.

B Urtsied | - Adsie Areohat (B4 bt)

First Name
Submit
T Iﬁlu

hpsArsininggrosnd ket com/delsbese pdl-eniry/TAS
SD3F50MERS Y | EFGFALFILF IS0S020

Last Name

Favorite Color

o Red
O Green

O Blue

Open the PDF and submit the form to generate the fields here.

You do not need to fill in any of the fields, and you must not sign it.
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This document is trying to connect to:
I'.L. trainingground kastrack.com

If you trust this site, choose Allow. If you do not trust this site, choose Block.

B Remember this action for this site for all PDF documents

Help i Allow Block Cancel

Select “Allow” and the PDF will confirm that the fields were added to the database.

scTnt_115fmit_ghg.tmp - Adobe Acrobat (B4-bit)

Mindow  He

3 fields were added to database Branch Locations

Go to the Fields Table in the database Monday, and a warning now states that a PDF is
associated with the form and that adding/editing or deleting fields may result in the PDF no
longer being compatible.

Database > Fields For Branch Locations

JJFields for database '‘Branch Locations' ==

Warning: You have a PDF associated with this form. Adding/Modifying or deleting fields may mean that the PDF is no longer compatible with the form.

m Filter Fields: | |

Field Name Field Type Validation Include on Form
#+ First Name - Text Yes
+ Last Name - Text Yes
#+ Favorite Color ... Radios Yes

To import database entries from a CSV, go to the Home Page of the Database Module and click
the three dot menu to the right of the database you wish to import entries into.
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:[J Databases

- (Ungrouped)

Title
4 [KAStrack] Locations

+}+ Branch Locations

f+ Main Branch Admin Closet

4 Stock Supplies

Filter Show databases in groups B Hide empty groups

+f+ Unique Identifier Database ...

View Database
Add Entry
Manage Entries
Fields

Rules

Upload C5V
Edit Database
Copy Database

Delete Database

Select “Upload CSV” opening the Upload CSV for (DatabaseName) Modal.

You can also import entries by selecting “Manage Entries” from the context menu and
selecting the “Import Entries” button underneath the Database Entries Page header, which

opens the same Upload CSV Modal.

Upload CSV for Business Client Accounts x

Download Template

CSV File to import
Choose Files | No file chosen

the row will be imported as a new entry.

existing entry.

Aside from the fields in your form, there are two additional columns that can be used for an import:
« "Entry D", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

*+ "Modify Existing Entry" is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

(V. LELIY Cancel

Click the “Download Template” link at the top of the modal and a CSV file will be downloaded to
your personal device. See Notes on the Download Template before uploading your CSV file to

ensure it is done correctly.

v Notes Regarding the Downloadable Template for Uploading CSV Files

The first row of the CSV file is for each of the database fields. If you download a CSV Template
from the Upload CSV Modal, two additional column headers will show that are not database

fields: Entry ID and Modify Existing Entry.

If you are importing database entries and no entries have been added to the database yet,

leave these columns blank in your upload.

If database entries already exist in the database, the Entry ID column will contain the unique
system generated ID for each pre-existing database entry. Leave this column blank if the row
is to be imported as a new entry. The second column, Modify Existing Entry, should have a “Y”
input if the existing entry is being modified and an “N” input if it has not been modified.

Leave it blank if the entry is new.
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File name: | Business Client Account Database Entries

Save as type: CSV UTF-8 (Comma delimited)

After creating your Database Fields CSV File, save it as a CSV UTF-8 for importing.

Click the “Choose File” button and open the relevant file from your personal device.

~ | Al files v

Upload from mobile Cancel

File name: | Business Client Account Database Entries

Confirm that the correct CSV file now shows in the Upload CSV Modal.

Upload CSV for Business Client Accounts %X

Download Template

C5V File to import
Choose Files | Business Client Account Database Entries.csv

Aside from the fields in your form, there are two additional columns that can be used for an import:
* “Entry ID", which should contain the Entry D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

the row will be imported as a new entry.
* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

existing entry.

Select the “Upload” button.

| Database = lmport (5 To Buviees Cleat Acoounts
O Upload CSV for Business Client Accounts
ignone the first |1 rows | Use IDs for Reference Fields
Preview: Showing the first § rows
Entry 1D - Modify Existing Entry ~|  Business Name - City - State - Emplayee Count w| | Anaual Revnue - Account Manager -
Entry I Medify Extsting Entry Buszinwss Name City State Employes Count Anvual Revoue Account Manager
Bayou Enironmental Systems  Baton Rouge LA a2 8.3 million Jordan Matthaws
Horthern Sands Logiess Haewr Orleans [T} 13 $22.5 rrilkion Alicia Tran
Gulfstrearn Compliance Group  Naew Orleans (%) B 55.1 million Alicla Tran
RedRtver Fabmeation Warks Shrevepert La Te $13.8 milticn Marcus Delanay
Prairie Duta Solutions Lafayette [ L] 510.2 milticn Hatalie Cruz
[ arten | comce |

The entries imported from the CSV file will now show on the Upload CSV for (DatabaseName)

Page.

The system automatically indicates to ignore the first row. Click “Import Now” if there are no

errors.

A summary of the import will now show on the CSV Upload Page.

<5CSV uploaded for Business Client Accounts

5 records imported

0 records updated

0 records failed to import

Home - Entries for Business Client Accounts
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Click the “Entries for (DatabaseName)” link to see all imported entries in the Manage Entry Table.

Inventory: Introduction

Prairie Dats Solutions Lafayeite LA &1
Bpditiver Fabiication Waiks Thiwiaport LA Th
Gulfitream Comdliance Groud  Hew Oflbafid LA n
Hortharn Sands Lagistics R Orlgmre LA 115

Barpou Ervircrrrendsl Spitems Baton Rouge LA 42

| } , ) : .
Entries for database 'Business Client Accounts’ =
[ 1oty | g s | ot |
Filter E
Erabee Bull Ediy NMode
dpgeronal
Entry ID Submitter Endry Date
Approval
- Wiz Owrbors nak Tue Oct 14 2075 st 402 P
reguired
Approvel
il = = T Tow Oct 14 2025 &t 4507 P
Fegrtined
Approved
7 - M Odlaid | ASE T Oct 14 2005 8t 4007 P
regrired
Approwel
T - izl Ol nak T Oct 14 2075 at 4007 Pl
rgraired
Apperowal
1B = i Ol Aot Tue Oct 14 2078 st 4007 P
Feguired

S90.2 erillion

108 eillion

5.1 millson

£22.% milllicn

553 millson

Aeesunt Masager

Hatstie Cruz

Ahtn Tran

At Tras

v How To: Import Fields from a PDF Field Import

name individually.

v How To: Add a Database Field

To create a database field, go to the Home Page of the Database Module.

Filter

Title

Cl) Databases

Create Database

- (Ungrouped)

++ [KAStrack] Locations

+}+ Main Branch Admin Closet ...
++ Stock Supplies —
+ Unique Identifier Database ...

| B Show databases in groups [ Hide empty groups

file:///D:/Downloads/inventory-introduction.html

This method of importing Fields from a PDF requires access to Adobe Acrobat Pro.

If a field has already been added to a database, you are no longer able to bulk import
database field names from a PDF Field Import. You are now required to enter each field
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Click the three dot (...) icon to open the context menu of the database you wish to enter fields
for.

Title
+}+ [KAStrack] Locations

++ Branch Locations

+» Main Branch Admin Closet ..

| Add Entry
Stock Supplies .
+ S | Manage Entries

++ Unique Identifier Database ... Fields
‘ Rules
Upload CSV
Edit Database
Copy Database

Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

There are two ways to add a field to the Field Table. Click the “New Field” button above the

Field Table or click the three dot (...) icon to the right of the page header opening the context
menu and select “Add Entry”.

L]) Fields for database '‘Branch Locations' == T
| Fields m Edit Database

Rules
Field Hame Field Type Validation Include on Form

Manage Entries

This opens the New Database Field Modal.

The creation of a new field will always require you to enter a field name. Include an input for

the displayed label and select the field type from a dropdown menu. The inputs on the New
Database Field Modal will vary based on the Field Type.

Possible field types in the database module include Form Fields, Formatting Fields, Utility
Fields, or a Reference to Another Database.

A database field can only have one field type. If you need to utilize another (e.g., for
formatting purposes), you can set the displayed label to be same, but the field label
must be unique.

For an explanation of field types and the formatting choices associated with each one,
reference the Understanding Fields Section of the Database Module in the User Manual.
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Once you are finished inputting the information for the new field, select “Save” and the new

Inventory: Introduction

New Database Field

Field Mame (a-z, A-Z,0-9, _, - and space only) *
Displayed Label

Field Type
[Section start v

Form Fields A
Text
‘ Text Box

' HTML Text Box 1 section end. ANl CS5 styles my
‘splay css style lor a section.

Checkbox - -

Dropdown
Radios .
o, B | B, L
Date - 1
px, B: px, L
Date/ Time — -
File Upload
Image
Password
Formatting
Section Start
Section End
Tahs Start
Tabs End
utility
Information

Calculated Field

Sequential Number o

database field will show in the Field Table.

Fields can also be imported in bulk into a Database from a CSV.

v How To: Import Fields from a PDF Field Import

{{@340}}

To import field names in bulk from a CSV file, go to the Home Page of the Database Module.

Click the three dot (...) icon to open the context menu of the database you wish to enter fields

for.
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J > Databases

Filter B Show databases in groups & Hide empty groups

- {Ungrouped)

Title
4 [KAStrack] Locations -
+ Main Branch Admin Closet ws
+f Stock Supplies -

=} Unigque Identifier Databaze -
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Title
+J+ [KAStrack] Locations. =

+} Branch Locations

<}« Main Branch Admin Closet ... _ View Database

| Add Entry
4 Stock Supplies =
Manage Entries

+ Unique Identifier Database w.  rioi4.
[ Rules
Upload CSV
Edit Database
Copy Database
Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

(])Fields for database 'Branch Locations’ ===
Fields ]m
i | o mprt

Field Name Field Type Validation Include on Form

Click the “PDF Field Import” button opening the PDF Field Import Modal.

PDF Field Import x

Using Adabe Acrobat Pro, Use the "Prepare Form” Tool,

After you have successfully added the fields you wish to use for your form, Add a Button on your document. Within the properties of the
button, Click an the Actions Tab. On the "Mouse Down™ trigger, add the "Submit a Form" Action.

Use the fallowing URL for the link:

hetps://trainingground kastrack.com/database pdi-entry/EASSD3350AGF431B9GFAEF25F2504020

£ Copy Link to Clipboard

Confirm that the Export Format is "PDF The complete document.”

‘Open the POF and submit the form to generate the fields here. You do not need to fill in any of the fields, and you must not sign it!

To import fields using a PDF, use the “Prepare Form” tool in Adobe Acrobat Pro. Add the fields you
wish to use for your form. Add a button on your document.

Genaral Appesance Poution Options Actons

Add an Adticn
Sedect Trigger, Moxise Down

Select Acton:  Submit & faem

Mouse Down

Submit a form

Within the button properties, click on the Actions Tab. On the “Mouse Down” trigger, add the
“Submit a Form” Action.

Use the URL link provided on the PDF Field Import Modal in KAStrack.
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Submit Form Selections

Enter & URL for this link:

o
& Export Format Field Solaction

| First Name FOF Inchude:

Last Name

Lt bame) Frmertel cT mmoas ko 11 PUE s

HTML

Favorite Color

E Red

B Green ' Dates are submitted in
OFPOF The complate documant CYYYYMMED format instead of
passing the user typed values

through unchanged
E Blue = =

NFDF Include:

oK Cancel

Confirm that the Export Format is “PDF The complete document”.

B urenied 1| - Adobe Acrobat |64 k)

First Mame

Submit

Sl |Q -]
s . Rips Arsininggrrand kebrach com, detshase ipdf-entry LAY
write Colo s :
Favorite Color SO 350MEF4 1 TEIEFALF T5F 2504020

‘ O Red
O Green

O Blue

Last Name

Open the PDF and submit the form to generate the fields here.

You do not need to fill in any of the fields, and you must not sign it.
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This document is trying to connect to:
Iﬁ. trainingground kastrack.com

If you trust this site, choose Allow. If you do not trust this site, choose Block.

B Remember this action for this site for all PDF documents

Help Allow Block Cancel

Select “Allow” and the PDF will confirm that the fields were added to the database.

A92scTnt_115fmjt_ghg.tmp - Adobe Acrabat (64-bit)

Window |

9

3 fields were added to database Branch Locations

Go to the Fields Table in the database Monday, and a warning now states that a PDF is associated
with the form and that adding/editing or deleting fields may result in the PDF no longer being
compatible.

Database > Fields For Branch Locations

&Fields for database '‘Branch Locations' ==

Fields |m

Warning: You have a PDF associated with this form. Adding/Modifying or deleting fields may mean that the PDF is no longer compatible with the form.

m Filter Fields: |

Field Name Field Type  Validation Include on Form
4+ First Name .. Text Yes

4 Last Name w Text Yes

# Favorite Color .. Radios Yes

v How To: Add a Database Field

To create a database field, go to the Home Page of the Database Module.
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Clﬁ Databases

Filter | B Show databases in groups E Hide empty groups

- (Ungrouped)

Title
++ [KAStrack] Locations
+ Main Branch Admin Closet ..
++ Stock Supplies -
+ Unique Identifier Database ..

Click the three dot (...) icon to open the context menu of the database you wish to enter fields
for.

Title
++ [KAStrack] Locations

+ Branch Locations

+} Main Branch Admin Closet ..

% | Add Entry
Stock Supplies .
Be | Manage Entries

b Unique |dentifier Database w.  fiaidc
‘ Rules
Upload CSV
Edit Database
Copy Database

Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

There are two ways to add a field to the Field Table. Click the “New Field” button above the Field
Table or click the three dot (...) icon to the right of the page header opening the context menu
and select “Add Entry”.

(gFields for database '‘Branch Locations’ == -
. AL ntry
Fields m Edit Database

Rules
Field Name Field Type Validation Include on Form

Manage Entries

This opens the New Database Field Modal.
The creation of a new field will always require you to enter a field name. Include an input for the

displayed label and select the field type from a dropdown menu. The inputs on the New Database
Field Modal will vary based on the Field Type.
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Possible field types in the database module include Form Fields, Formatting Fields, Utility Fields,
or a Reference to Another Database.

A database field can only have one field type. If you need to utilize another (e.qg., for

formatting purposes), you can set the displayed label to be same, but the field label must
be unique.

For an explanation of field types and the formatting choices associated with each one, reference
the Understanding Fields Section of the Database Module in the User Manual.

New Database Field
Field Name (a-z, A-Z, 0-9, _, - and space only) *
Displayed Label
Field Type
[ Section Start v]
Form Fields .
Text
‘ Text Box
© MTML Text Box § section end. AN C55 styles my
1 ‘splay 35 style lor a section,
Checkbox v -
Dropdown
Radios
p, B P, L
Date
px, B: P, L
Date/Time i .
File Upload
Image
Passwors d
Formatting
Section Start
Section End
Tabs Start.
Tabs End
Utility
Information
Caloulated Field
Sequential Number i

Once you are finished inputting the information for the new field, select “Save” and the new
database field will show in the Field Table.

Fields can also be imported in bulk into a Database from a CSV.

v How To: Import Fields from a PDF Field Import

This method of importing Fields from a PDF requires access to Adobe Acrobat Pro.

If a field has already been added to a database, you are no longer able to bulk import

database field names from a PDF Field Import. You are now required to enter each field
name individually.
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v How To: Add a Database Field

{{@321}}

To import field names in bulk from a CSV file, go to the Home Page of the Database Module.

J > Databases

Filter B Show databases in groups B Hide empty groups

- {Ungrouped)

Title
+}+ [KAStrack] Lecations -
«} Main Branch Admin Closet -
+ Stock Supplies —
* Unique Identifier Database -

Click the three dot (...) icon to open the context menu of the database you wish to enter fields

for.

Title
+} [KAStrack] Locations

+} Branch Locations

+}+ Main Branch Admin Closet

= | Add Entry
b Stock Supplies ™| Manage Entries
+f Unique Identifier Database .. ..
| Rutes

Upload CSV

Edit Database

Copy Database

Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

(L)Fields for database 'Branch Locations’ ===
= -
Cronrts T rorvman

Field Name Field Type Validation Include on Form

Click the “PDF Field Import” button opening the PDF Field Import Modal.
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PDF Field Import x

Using Adobe Acrobat Pro, Use the “Prepane Form” Tool.

After you have successfully added the fields you wish to use for your form, Add a Button on your document. Within the properties of the
button, Click an the Actions Tab. On the "Mouse Down™ trigger, add the "Submit a Form" Action.

Use the fallowing URL for the link:

«Confirm that the Export Format is "PDF The complete document.”

‘Open the POF and submit the form to generate the fields here. You do not need to fill in any of the fields, and you must not sign it!

To import fields using a PDF, use the “Prepare Form” tool in Adobe Acrobat Pro. Add the fields

you wish to use for your form. Add a button on your document.

Gereral Agpasance Poution Options Actiom:

Add an Acticn
Satect rgger. Mouse Bowe

Select Acton:  Submit & faem

Atz

Submit a form

neched Closs

Within the button properties, click on the Actions Tab. On the “Mouse Down” trigger, add the

“Submit a Form” Action.

Use the URL link provided on the PDF Field Import Modal in KAStrack.

Submit Form Selections.

Enter a URL for this kink:

M
= Expoet Format

First Name FOF Inchude:

Last Name

[l Hama) incremental changes to the POF e

S HTML
Favorite Color Comvert bt 1o standied lormet:
(_JXFDF Inchade:
B ot s
1
B Green Dates are submitied in

CYYYYMMOOD format instead of
passing the user typed values

thy hanged.
g Blue L

O POF The complate documant

oK Cancel

Confirm that the Export Format is “PDF The complete document”.
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B Uratied 1 - Adoibe Acrobat |64 k)

First Name

Submit

L] |ﬁ ]

T ) hiRps Arsinenggrosnd ebrec com, delsbense, pdi-entry/LAS
.
Favorite Color S0 BSR4  BHGFALF T5F 2508020

O Red
o Green

O Blue

Last Name

Open the PDF and submit the form to generate the fields here.

You do not need to fill in any of the fields, and you must not sign it.

This document is trying to connect to:
l“ trainingground kastrack.com

If you trust this site, choose Allow. If you do not trust this site, choose Block.

B Remember this action for this site for all PDF documents

Help Allow Block Cancel

Select “Allow” and the PDF will confirm that the fields were added to the database.

.@\

3 fields were added to database Branch Locations

Go to the Fields Table in the database Monday, and a warning now states that a PDF is
associated with the form and that adding/editing or deleting fields may result in the PDF no

longer being compatible.
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Database > Fields For Branch Locations

J)Fields for database '‘Branch Locations' ==

Warning: You have a PDF associated with this form. Adding/Modifying or deleting fields may mean that the PDF is no longer compatible with the form.

m Filter Fields: | |

Field Name Field Type Validation Include on Form
4+ First Name .. Text Yes
+ Last Name - Text Yes
#+ Favorite Color ... Radios Yes

Once you have entered database fields, you can add database entries into it.

v How To: Add an Individual Database Entry

To add a database entry, go to the Home Page of the Database Module. Click the three dot (...)

icon to the right of the database you wish to add an entry to opening the context menu. Select
“Add Entry”.

You can select “Add Entry” from any context menu in the Database Modal without
returning to the Home Page.

Title
+» [KAStrack] Locations =
++ Branch Locations —
+}+ Main Branch Admin Closet . iew Database
Py— | Add Entry
tock Supplies .
PPt | Manage Entries
+ Unique Identifier Database w. rioids
Rules
Upload CSV

Edit Database
Copy Database

Delete Database

Selecting “Add Entry” opens the New Database Entry modal. Two visual examples of this modal
have been included below.

The New Database Entry Modal will vary for every database, based on the fields that have
been created for it.
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Inventory: Introduction

New Database Entry x

Locations
Shelf1-Binl

Items

Quantity

Part Type
| Please Choose... v

Category

Client

| Shelf
Bin

Please Choose v

| New Database Entry x

Input the entry data into the modal. Select “Save” for the new entry to be added to the database.

If no fields have been created for the database, the New Database Entry Modal will show without

any fields as seen below.

If you select to “Save” a database entry prior to the creation of database fields, an entry
will be assigned an Entry ID by the system and will show in the Entries Table. The

New Database Entry

submitter, approval status, and entry date will be logged.

J)Entries for database '‘Branch Locations' ===

| Filter

12 e

Entry ID

[ Enable Bulk Edit Mode

Submitter

Mitzi Orkus

Approval
Entry Date
Status try
Approval
not Mon Oct 13 2025 at 6:18 PM
required

v How To: Import Database Entries from a CSV

To import database entries from a CSV, database fields must already have been created.

v How To: Add a Database Field
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To create a database field, go to the Home Page of the Database Module.

Cl) Databases

Create Database

Filter | [E show databases in groups & Hide empty groups

- (Ungrouped)

Title
+4+ [KAStrack] Locations
<+ Main Branch Admin Closet ...
++ Stock Supplies -

+} Unique Identifier Database ...

Click the three dot (...) icon to open the context menu of the database you wish to enter fields
for.

Title
4+ [KAStrack] Locations

+ Branch Locations

++ Main Branch Admin Closet -

& | Add Entry
Stock Supplies -
B | Manage Entries

b Unique Identifier Database w.  fijdc

Rules

Upload CSV
Edit Database
Copy Database

Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

There are two ways to add a field to the Field Table. Click the “New Field” button above the

Field Table or click the three dot (...) icon to the right of the page header opening the context
menu and select “Add Entry”.

(gFields for database '‘Branch Locations' - -
B AL ntry
Fields m Edit Database

Rules
Field Hame Field Type Validation Include on Form

Manage Entries

This opens the New Database Field Modal.

The creation of a new field will always require you to enter a field name. Include an input for
the displayed label and select the field type from a dropdown menu. The inputs on the New
Database Field Modal will vary based on the Field Type.
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Possible field types in the database module include Form Fields, Formatting Fields, Utility
Fields, or a Reference to Another Database.

A database field can only have one field type. If you need to utilize another (e.qg., for
formatting purposes), you can set the displayed label to be same, but the field label
must be unique.

For an explanation of field types and the formatting choices associated with each one,
reference the Understanding Fields Section of the Database Module in the User Manual.

New Database Field
Field Name (a-2, A-Z,0-9, _, - and space only) *
Displayed Label
Field Type
[ Section Start v]
Form Fields a
Text
‘ Text Box
! HTML Text Box 7 section end. ANl CSS styles my
| ‘splay 35 style lor a section,
Checkbox " -]
Dropdown
Radios
pu, B p, L
Date - -
P, Bt P, L
Date/Time - .
File Upload
Image
Password
Formatting
Section Start
Section End
Tabs Start.
Tabs End
Utility
Information
Caloulated Field
Sequential Number =

Once you are finished inputting the information for the new field, select “Save” and the new
database field will show in the Field Table.

Fields can also be imported in bulk into a Database from a CSV.

¥ How To: Import Fields from a PDF Field Import

{{@340}}

v How To: Import Fields from a CSV File Into a Database
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If a field has already been added to a database, you are no longer able to bulk import
database field names from a CSV file. You are now required to enter each field name
individually.

v How To: Add a Database Field

{{@321}}

To import database field names from a CSV file, go to the Home Page of the Database Module.

&Databases

Filter | B show databases in groups  Hide empty groups

- (Ungrouped)

Title
++ [KAStrack] Locations
+}» Main Branch Admin Closet ...
+}+ Stock Supplies =
4 Unique Identifier Database .-

Click the three dot (...) icon to open the context menu of the database you wish to enter fields
for.

Title
b [KAStrack] Locations

4 Branch Locations

& Main Branch Admin Closet ... IS

Add Entry
+ Stock Supplies _
Manage Entries

++ Unique Identifier Database ... I Fields
I Rules
Upload CSV
Edit Database
Copy Database

Delete Database

Select “Upload CSV” opening the Upload CSV for (DatabaseName) Modal.

Upload CSV for Branch Locations 3

The first line of the CSV file will be used to name the database columns.
CSV File toimport
Choose Files | No file chosen

Aside from the fields in your form, there are two additional columns that can be used for an import:
= "Entry ID", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,
the row will be imported as a new entry.
* "Modify Existing Entry™ is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

existing entry.
Upluad Cancel
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not relevant.

File name: | Business Account Fields

Save as type: | CSV UTF-8 (Comma delimited)

When creating your CSV file, the first row of the CSV file is used. Each individual cell in
that row will be a database field used as columns for data entry. When importing bulk
field names, the notes in the Upload CSV Modal on “Entry ID” and “Modify Entry ID” are

After creating your Database Fields CSV File, save it as a CSV UTF-8 for importing.

Click the “Choose File” button and open the relevant file from your personal device.

w

File name: | Business Account Fields

Upload from maobile

All files v

Confirm that the correct CSV file now shows in the Upload

CSV Modal.

Upload CSV for Business Client Accounts x

The first line of the CSV file will be used to name the database columns.

CSV File to import
Choose Files | Business Account Fields.csv

the row will be imported as a new entry.

existing entry.

Aside from the fields in your form, there are two additional columns that can be used for an import:
* "Entry ID", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

Select the “Upload” button.

(’)Upload CSV for Business Client Accounts

[ use IDs for Reference Fields

Preview: Showing the first 5 rows

Name: Name: Name:

Business Name City State

Type: | Text > Type: | Text > Type: Text ~
Validation: _ Validation: ] Validation:

Name:

[ Employee Count
Type: | Text ~|
Validation:

Database > Import C5V To Business C

The database fields will be created based on the first line of the CSV file. You can choose the field types and validation for the database fields here.

Name:

Annual Revnue

Type: Text hd
)falidation:

Configure each database field as desired. Field types shown on the dropdown menu include
form fields: Text, Text Box, Checkbox, Dropdown, Radios, Data, and Data/Time.

Select “Import Now” and a summary of the import with show on the CSV Upload Page.
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All imported field will now show on the Fields for database (DatabaseName) Page in the Fields

Table.

Inventory: Introduction

cl_>CSV uploaded for Business Client Accounts

0 records imported
0 records updated

0 records failed to import
Home - Entries for Business Client Accounts

Filter Fields:

Field Name

Business Name .
City
State
Employee Count .

Annual Revnue

LK B AK BE K ]

Account Manager ..

(!: Fields for database '‘Business Client Accounts’ ===

Field Type Validation Include on Form

Text

. Text

- Text

Text

. Text

Text

Yes
Yes
Yes
Yes
Yes

Yes

v How To: Import Fields from a PDF Field Import

name individually.

v How To: Add a Database Field

{{@321}}

To import field names in bulk from a CSV file, go to the Home Page of the Database Module.

file:///D:/Downloads/inventory-introduction.html

This method of importing Fields from a PDF requires access to Adobe Acrobat Pro.

If a field has already been added to a database, you are no longer able to bulk import
database field names from a PDF Field Import. You are now required to enter each field

J > Databases

Filter

- {Ungrouped)

Title

= Stock Supplies

4+ [KAStrack] Locations
+f Main Branch Admin Closet e

« Unigque ldentifier Databace ..

Show databases in groups & Hide empty groups
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Click the three dot (...) icon to open the context menu of the database you wish to enter fields

for.

Title
+J+ [KAStrack] Locations. =

+} Branch Locations

<}« Main Branch Admin Closet ... _ View Database

| Add Entry
4 Stock Supplies =
Manage Entries

+ Unique Identifier Database w.  rioi4.
[ Rules
Upload CSV
Edit Database
Copy Database
Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

(])Fields for database 'Branch Locations’ ===
Fields |m
i | o mprt

Field Name Field Type Validation Include on Form

Click the “PDF Field Import” button opening the PDF Field Import Modal.

PDF Field Import x

Using Adabe Acrobat Pro, Use the "Prepare Form” Tool,

After you have successfully added the fields you wish to use for your form, Add a Button on your document. Within the properties of the
button, Click an the Actions Tab. On the "Mouse Down™ trigger, add the "Submit a Form" Action.

Use the fallowing URL for the link:
hetps:f/trainingground. kastrack com/database [pdf-entry/EASS D33S0AGF43 1896FAEFISF2 504020

£ Copy Link to Clipboard

Confirm that the Export Format is "PDF The complete document.”

‘Open the POF and submit the form to generate the fields here. You do not need to fill in any of the fields, and you must not sign it!

To import fields using a PDF, use the “Prepare Form” tool in Adobe Acrobat Pro. Add the fields
you wish to use for your form. Add a button on your document.

Genaral Appesance Poution Options Actons

Add an Adticn
Sedect Trigger, Moxise Down

Select Acton:  Submit & faem

Mouse Down

Submit a form
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Within the button properties, click on the Actions Tab. On the “Mouse Down” trigger, add the
“Submit a Form” Action.

Use the URL link provided on the PDF Field Import Modal in KAStrack.

Submit Form Selections.

Enter a URL for this kink:

Expoet Format Fiadd Selection
First Name FOF Include:

Last Name

Lot tiarme] incremental changes to the PDF FET

Favorite Color HEAL
XFOF Include:
! Red
4
B Green Dates are submitied in
O FPOF The complate documant DYYYYMMOD format instead of

passing the user typed values
through unchanged.

B oo Al

o Cancel

Confirm that the Export Format is “PDF The complete document”.

B Uratied 1 - Adoibe Acrobat |64 kst

First Name
Submit
S I&Iu

b Arsinenggrossnd kebrec com detlsbess ipdl-entry /AL
SOEFE0MERE 1| BGFALF T5F IS08020

Last Name

Favorite Color

o Red
O Green

O Blue

Open the PDF and submit the form to generate the fields here.

You do not need to fill in any of the fields, and you must not sign it.
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This document is trying to connect to:
I'.L. trainingground kastrack.com

If you trust this site, choose Allow. If you do not trust this site, choose Block.

B Remember this action for this site for all PDF documents

Help i Allow Block Cancel

Select “Allow” and the PDF will confirm that the fields were added to the database.

scTnt_115fmit_ghg.tmp - Adobe Acrobat (B4-bit)

Mindow  He

3 fields were added to database Branch Locations

Go to the Fields Table in the database Monday, and a warning now states that a PDF is
associated with the form and that adding/editing or deleting fields may result in the PDF no
longer being compatible.

Database > Fields For Branch Locations

JJFields for database '‘Branch Locations' ==

Warning: You have a PDF associated with this form. Adding/Modifying or deleting fields may mean that the PDF is no longer compatible with the form.

m Filter Fields: | |

Field Name Field Type Validation Include on Form
#+ First Name - Text Yes
+ Last Name - Text Yes
#+ Favorite Color ... Radios Yes

To import database entries from a CSV, go to the Home Page of the Database Module and click
the three dot menu to the right of the database you wish to import entries into.
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Inventory: Introduction

:[J Databases

- (Ungrouped)

Title
4 [KAStrack] Locations

+}+ Branch Locations

f+ Main Branch Admin Closet

4 Stock Supplies

Filter Show databases in groups B Hide empty groups

+f+ Unique Identifier Database ...

View Database
Add Entry
Manage Entries
Fields

Rules

Upload C5V
Edit Database
Copy Database

Delete Database

Select “Upload CSV” opening the Upload CSV for (DatabaseName) Modal.

You can also import entries by selecting “Manage Entries” from the context menu and
selecting the “Import Entries” button underneath the Database Entries Page header, which

opens the same Upload CSV Modal.

Upload CSV for Business Client Accounts x

Download Template

CSV File to import
Choose Files | No file chosen

the row will be imported as a new entry.

existing entry.

Aside from the fields in your form, there are two additional columns that can be used for an import:
« "Entry D", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

*+ "Modify Existing Entry" is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

(V. LELIY Cancel

Click the “Download Template” link at the top of the modal and a CSV file will be downloaded to
your personal device. See Notes on the Download Template before uploading your CSV file to

ensure it is done correctly.

v Notes Regarding the Downloadable Template for Uploading CSV Files

The first row of the CSV file is for each of the database fields. If you download a CSV Template
from the Upload CSV Modal, two additional column headers will show that are not database

fields: Entry ID and Modify Existing Entry.

If you are importing database entries and no entries have been added to the database yet,

leave these columns blank in your upload.

If database entries already exist in the database, the Entry ID column will contain the unique
system generated ID for each pre-existing database entry. Leave this column blank if the row
is to be imported as a new entry. The second column, Modify Existing Entry, should have a “Y”
input if the existing entry is being modified and an “N” input if it has not been modified.

Leave it blank if the entry is new.
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File name: | Business Client Account Database Entries

Save as type: CSV UTF-8 (Comma delimited)

After creating your Database Fields CSV File, save it as a CSV UTF-8 for importing.

Click the “Choose File” button and open the relevant file from your personal device.

~ | Al files v

Upload from mobile Cancel

File name: | Business Client Account Database Entries

Confirm that the correct CSV file now shows in the Upload CSV Modal.

Upload CSV for Business Client Accounts %X

Download Template

C5V File to import
Choose Files | Business Client Account Database Entries.csv

Aside from the fields in your form, there are two additional columns that can be used for an import:
* “Entry ID", which should contain the Entry D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

the row will be imported as a new entry.
* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

existing entry.

Select the “Upload” button.

| Database = lmport (5 To Buviees Cleat Acoounts
O Upload CSV for Business Client Accounts
ignone the first |1 rows | Use IDs for Reference Fields
Preview: Showing the first § rows
Entry 1D - Modify Existing Entry ~|  Business Name - City - State - Emplayee Count w| | Anaual Revnue - Account Manager -
Entry I Medify Extsting Entry Buszinwss Name City State Employes Count Anvual Revoue Account Manager
Bayou Enironmental Systems  Baton Rouge LA a2 8.3 million Jordan Matthaws
Horthern Sands Logiess Haewr Orleans [T} 13 $22.5 rrilkion Alicia Tran
Gulfstrearn Compliance Group  Naew Orleans (%) B 55.1 million Alicla Tran
RedRtver Fabmeation Warks Shrevepert La Te $13.8 milticn Marcus Delanay
Prairie Duta Solutions Lafayette [ L] 510.2 milticn Hatalie Cruz
[ arten | comce |

The entries imported from the CSV file will now show on the Upload CSV for (DatabaseName)

Page.

The system automatically indicates to ignore the first row. Click “Import Now” if there are no

errors.

A summary of the import will now show on the CSV Upload Page.

<5CSV uploaded for Business Client Accounts

5 records imported

0 records updated

0 records failed to import

Home - Entries for Business Client Accounts
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Click the “Entries for (DatabaseName)” link to see all imported entries in the Manage Entry Table.

Inventory: Introduction

Prairie Dats Solutions Lafayeite LA &1
Baditionr Fabrication Works Ereeport LA T
Gulfitream Comdliance Groud  Hew Oflbafid LA n
Hortharn Sands Lagistics R Orlgmre LA 115

Barpou Ervircrrrendsl Spitems Baton Rouge LA 42

| } , ) : .
i Entries for database 'Business Client Accounts’ =
2 C
ilige 1z1]
Erable Bull Edi Mode
dpgeronal
Entry ID Submitter Endry Date
Approval
- Wiz Owrbors nak Tue Oct 14 2075 st 402 P
reguired
Approvel
il = = T Tow Oct 14 2025 &t 4507 P
Feginee
Approved
7 - M Odlaid | ASE T Oct 14 2005 8t 4007 P
regrired
Approwel
T - izl Ol nak T Oct 14 2075 at 4007 Pl
rgraired
Apperowal
1B = i Ol Aot Tue Oct 14 2078 st 4007 P
Feguired

S90.2 erillion

108 million

5.1 millson

53225 mmillicn

553 millson

Aeesunt Masager

Hatstie Cruz

Ahtn Tran

At Tras

v How To: Import Fields from a CSV File Into a Database

If a field has already been added to a database, you are no longer able to bulk import
database field names from a CSV file. You are now required to enter each field name

individually.

v How To: Add a Database Field

To create a database field, go to the Home Page of the Database Module.

Filter

Title

(1; Databases

Create Database

- (Ungrouped)

+} [KAStrack] Locations

4+ Main Branch Admin Closet =
+}+ Stock Supplies -
+} Unique Identifier Database ...

| B Show databases in groups & Hide empty groups
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Click the three dot (...) icon to open the context menu of the database you wish to enter fields
for.

Title
+}+ [KAStrack] Locations

++ Branch Locations

+» Main Branch Admin Closet ..

| Add Entry
Stock Supplies .
+ S | Manage Entries

++ Unique Identifier Database ... Fields
‘ Rules
Upload CSV
Edit Database
Copy Database

Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

There are two ways to add a field to the Field Table. Click the “New Field” button above the Field

Table or click the three dot (...) icon to the right of the page header opening the context menu
and select “Add Entry”.

L]) Fields for database ‘Branch Locations’ == T

Fields m Edit Database
m PDF Field Import e

Rules
Field Hame Field Type Validation Include on Form

Manage Entries

This opens the New Database Field Modal.

The creation of a new field will always require you to enter a field name. Include an input for the

displayed label and select the field type from a dropdown menu. The inputs on the New Database
Field Modal will vary based on the Field Type.

Possible field types in the database module include Form Fields, Formatting Fields, Utility Fields,
or a Reference to Another Database.

A database field can only have one field type. If you need to utilize another (e.qg., for
formatting purposes), you can set the displayed label to be same, but the field label must
be unique.

For an explanation of field types and the formatting choices associated with each one, reference
the Understanding Fields Section of the Database Module in the User Manual.
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Inventory: Introduction

New Database Field

Field Name (a-z, 4-Z,0-9, _, - and space enly) *

Displayed Labe!

Field Type

[Section start v

Form Fields Y

Text

‘ Text Boo

© HTML Text Boox 7 section end. All C55 styles my

1 ‘splay css style lor a section.
Checkbox - -]
Dropdown
Radios

o, B px, L
Date . .
px, B: o, L.

Date/Time - -
File Upload
Image
Password

Formatting
Section Start
Section End
Tahs Start
Tabs End

Utility
Information
Calculated Field
Sequential Number o

Once you are finished inputting the information for the new field, select “Save” and the new

database field will show in the Field Table.

Fields can also be imported in bulk into a Database from a CSV.

v How To: Import Fields from a PDF Field Import

name individually.

v How To: Add a Database Field

{{@321}}

To import field names in bulk from a CSV file, go to the Home Page of the Database Module.

file:///D:/Downloads/inventory-introduction.html
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J Databases

Create Database

Filter Show databases in groups @ Hide empty groups
- {Ungrouped)

Title
b [KAStrack] Locations —

+ Main Branch Admin Closet ..
++ Stock Supplies er
< Unigue ldentifier Database w.

Click the three dot (...) icon to open the context menu of the database you wish to enter fields
for.

Title
+J+ [KAStrack] Locations —

+} Branch Locations

<}« Main Branch Admin Closet ... _ View Database

| Add Entry
4 Stock Supplies =
Manage Entries

+ Unique Identifier Database w.  rioi4.
[ Rules
Upload CSV
Edit Database
Copy Database
Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

(])Fields for database 'Branch Locations’ ===

= -
m PDF Field Import

Field Name Field Type Validation Include on Form

Click the “PDF Field Import” button opening the PDF Field Import Modal.

PDF Field Import x

Using Adobe Acrobat Pro, Use the "Prepare Form™ Tool.

After you have successfully added the fields you wish to use for your form, Add a Button on your document. Within the properties of the
button, Click an the Actions Tab. On the "Mouse Down™ trigger, add the "Submit a Form" Action.

Use the fallowing URL far the link:

hitps://trainingground kastrack com/database fndi-entry/ EASSD33S0AEF4 31 BOGFAEFZEF2504020

¥ Copy Link to Clipboard

Confirm that the Export Format is "PDF The complete decument.”

Open the POF and submit the form to generate the fields here. You do not need to fill in any of the fields, and you must not sign it!

To import fields using a PDF, use the “Prepare Form” tool in Adobe Acrobat Pro. Add the fields
you wish to use for your form. Add a button on your document.
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Within the button properties, click on the Actions Tab. On the “Mouse Down” trigger, add the

“Submit a Form” Action.

Inventory: Introduction

Button Fropertes

Ganarsl Appesarce Poution Options Aciom
Al an Adtien
Salaet Triggee  Moute Down

Selact Achon:  SUbmit 2 foem

Lechea

Use the URL link provided on the PDF Field Import Modal in KAStrack.

Submid Form Selectons.

Enter a URL for this kink:

Export Format
First Name FOF Include:
Last Name
Favorite Color ikl
XFDF Inclade:
! Red
ﬂ Green
O POF The complate documant
E Blue

Fiald Solection

Date Options

Dates are submiitted in
DENYYYMMDO format instead of
passing the user typed values
through unchanged.

oK Cancel

Confirm that the Export Format is “PDF The complete document”.
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B Uratied 1 - Adoibe Acrobat |64 k)

First Name

Submit

L] |ﬁ ]

T ) hiRps Arsinenggrosnd ebrec com, delsbense, pdi-entry/LAS
.
Favorite Color S0 BSR4  BHGFALF T5F 2508020

O Red
o Green

O Blue

Last Name

Open the PDF and submit the form to generate the fields here.

You do not need to fill in any of the fields, and you must not sign it.

This document is trying to connect to:
l“ trainingground kastrack.com

If you trust this site, choose Allow. If you do not trust this site, choose Block.

B Remember this action for this site for all PDF documents

Help Allow Block Cancel

Select “Allow” and the PDF will confirm that the fields were added to the database.

.@\

3 fields were added to database Branch Locations

Go to the Fields Table in the database Monday, and a warning now states that a PDF is
associated with the form and that adding/editing or deleting fields may result in the PDF no

longer being compatible.
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Database > Fields For Branch Locations

(gFields for database '‘Branch Locations' ==

Warning: You have a PDF associated with this form. Adding/Medifying or deleting fields may mean that the PDF is no longer compatible with the form.

Filter Fields: ]

Field Name Field Type Validation Include on Form
4+ First Name .. Text Yes
+ Last Name - Text Yes
#+ Favorite Color ... Radios Yes

To import database field names from a CSV file, go to the Home Page of the Database Module.

<LzDatabases

Filter | B Show databases in groups & Hide empty groups

- (Ungrouped)

Title
+J+ [KAStrack] Locations
+}+ Main Branch Admin Closet ...
+}+ Stock Supplies -
+}+ Unique Identifier Database ...

Click the three dot (...) icon to open the context menu of the database you wish to enter fields for.

Title
+ [KAStrack] Locations

4 Branch Locations

& Main Branch Admin Closet ... MEMRME S

Add Entry

Stock Supplies
+ s Manage Entries

4 Unique Identifier Database ... . Fields
I Rules
Upload CSV
Edit Database
Copy Database

Delete Database

Select “Upload CSV” opening the Upload CSV for (DatabaseName) Modal.
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Upload CSV for Branch Locations x

The first line of the CSV file will be used to name the database columns.

CSV File to import
Choose Files | No file chosen

Aside from the fields in your form, there are two additional columns that can be used for an import:
the row will be imported as a new entry.

existing entry.

= "Entry ID", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

When creating your CSV file, the first row of the CSV file is used. Each individual cell in that
row will be a database field used as columns for data entry. When importing bulk field names,
the notes in the Upload CSV Modal on “Entry ID” and “Modify Entry ID” are not relevant.

After creating your Database Fields CSV File, save it as a CSV UTF-8 for importing.

File name: | Business Account Fields

Save as type: | CSV UTF-8 (Comma delimited)

Click the “Choose File” button and open the relevant file from your personal device.

Confirm that the correct CSV file now shows in the Upload CSV Modal.

Upload CSV for Business Client Accounts x

File name: | Business Account Fields ~ | Al files

uplon o mobi -

The first line of the CSV file will be used to name the database columns.

CSV File to import
| Choose Files | Business Account Fields.csv

Aside from the fields in your form, there are two additional columns that can be used for an import:
the row will be imported as a new entry.

existing entry.

* "Entry ID", which should contain the Entry ID if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

Select the “Upload” button.

é)Upload CSV for Business Client Accounts

The database fields will be created based on the first line of the CSV file. You can choose the field types and validation for the database fields here.

() Use IDs for Reference Fields

Preview: Showing the first 5 rows

Name: Name: Hame:
Business Name City | State
Type: | Text ~| Type: | Text ~| Type: Text
Validation: Validation: Validation:

Name:
|Empluyee Count

- Type: | Text

Validation:

~]

Database > |mport CSV To Business C

Name:

Annual Revnue

Type: Text ~
Validation:
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Configure each database field as desired. Field types shown on the dropdown menu include form
fields: Text, Text Box, Checkbox, Dropdown, Radios, Data, and Data/Time.

Select “Import Now” and a summary of the import with show on the CSV Upload Page.

All imported field will now show

Stock Database

éCSV uploaded for Business Client Accounts
0 records imported

0 records updated

0 records failed to import

Home - Entries for Business Client Accounts

(5 Fields for database '‘Business Client Accounts’ ===

Filter Fields:

Field Name Field Type Validation Include on Form
+ Business Name ..  Text Yes
4 city - Text Yes
+ state w Text Yes
4 Employee Count «.. Text Yes
4 Annual Reviue ..  Text Yes
4 Account Manager .. Text Yes

on the Fields for database (DatabaseName) Page in the Fields Table.

The Stock Database is created for general or stock inventory items that do not have a unique identifier.
The fields included in the Stock Database will show on the modal for each stock item in the inventory. All
inventories are required to integrate with a stock database.

Withdrawal Slips x

Stock after saving: 2500

Adjust Stock Stock Details
Current Stock: 2500 Locations

O Increase By Items

® Decrease By Quantity

O setto

[—. Part Type
J Category

Bolt Depot - Flange Bolt: full thread 10mm x 1.25mm x
Adjust Stock Stock Details

Current Stock: 61
O Increase By

® Decrease By

O setto

\ 0
) Stock after saving: 61
Shelf1 - Bin2

Withdrawal Slips
2500

Generic

Client

Location
Title
Quantity
Part Type
Category
Manufacturer
Vendor

Alberta - Storage - Bin 01

Flange Bolt: full thread 10mm x 1.25mm
61

Generic

Hardware

Bolt Depot

Billy's Bolts 555-1212

[ [ e ] o]

Your stock database can include a variety of fields, but for the Inventory Module to function properly

there are required fields.
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Stock Database Requirements

Required Explanation

Fields*

Location Inventory location can be defined through a single database, or multiple data-
bases if desired.

Inventory ltem This field will be used to identify the stock inventory item. Some examples of

Title possible field names include title, item, part, etc. The Title will be comprised out
of fields in the stock database.

Quantity This field will state the number of stock items currently in the inventory.

Part Type A inventory item must be specified as generic or unique if the inventory is integ-

rated with a unique items database.

Part Type is only a required field if you have both a stock and a unique

database.

* The actual field name for required fields can be customized to your preference.

v How To: Create a Stock Database

To create a stock database, go to the Home Page of the Database Module and create a new
database. Click the “Create Database” button and input a database title and description. Select the
appropriate database group from the dropdown menu. You can use default access parameters, or

customize database specific parameters.

v How To: Create a Database

To create a new database, go to the Home Page of the Database Module.

Click the “Create Database” button, opening the New Database Modal.

file:///D:/Downloads/inventory-introduction.html

[
O Databases

Filter Show databases in groups [ Hide empty groups
- (Ungrouped)

Title
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Title *
Group
(No Groups Created)

Description

Tags

B llow Default Access

Input a Title for the new database. Select any groups the database should be associated with.
Provide a description of the database and its purpose in the textbox provide. Select any tags
desired.

Select the “Allow Default Access” checkbox to indicate that the database should follow the
defaults established by module and access levels. If this checkbox is not selected, you will be
required to establish user specific access based on individual or certification roles.

Additional Database Specific Permissions

Admins

Nate: Users or Roles listed have admin level permissions for this database. This includes editing and delating the database, managing the
database felds and (unless prohibited) managing entries.

Manage Entry Permissions

Note: Users or Roles listed have manage level permissions for this database. This includes adding, editing and deleting entries.

View Entry Permissions

Nate: Users or Roles listed have view level permissions for this database. This alfows only viewing of entries,

Allow integration with

Note: The abowve permissions only apply lo users accessing this database via the database module. When integrated with other modules,
wsers automatically have access te view and add entres for relevant items in the module, Example: If no-one fs allowed to wiew this
database, but it is integrated to forms, then someane who can fill out the form can see the entries in this database.

m C" e L.!

The following database specific permissions are selected via drop down menu lists that include all
individuals and certification roles that can be assigned permission.

Admins allows users or role to have admin module level permissions for this particular database.
A list of all admin module level permissions is shown in the table below.

Database Admin Module Level Permissions

Manage roles (add/view/edit/delete, assign hidden roles, role permissions)

Database (view/edit/delete/list/add, upload csv)

Database Fields (edit/delete/view/list)

Database Entry (view/edit/delete/list/add)

Can delete entries from other modules

Database draft entries (abandon drafts from guests/users, view drafts from users/guests, list
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drafts from user/guests, reassign)
Database Group (list/add/edit/delete/view)

Manage Entry Permissions gives the indicated users permission to view, add, edit, and delete
database entries.

View Entry Permissions gives the indicated users permission to view database entries.

Allow Integration With denotes which other modules can link with and integrate with this
database or forms for reference.

The Database Module can be integrated with the following modules:

« Forms

» Database
Inventory
» Grid

Click “Cancel” and return to the Database Module Home Page without any changes being made.
Select “Save” to create the new database and you will be directed to the Fields Table for your
newly copied database.

[ _. )
OFields for database 'Branch Locations' ===
" Fields '

Field Name Field Type Validation Include on Form

Once a database has been created, you can enter database fields into it.

v How To: Import Fields from a CSV File Into a Database

To import database entries from a CSV, database fields must already have been
Created.

v How To: Add a Database Field

{{@321}}

v How To: Import Fields from a CSV File Into a Database

{{@339}}
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v How To: Import Fields from a PDF Field Import

{{@340}}

To import database entries from a CSV, go to the Home Page of the Database Module and
click the three dot menu to the right of the database you wish to import entries into.

:[J Databases

Filter Show databases in groups B Hide empty groups

- (Ungrouped)

Title
++ [KAStrack] Locations =
+} Branch Locations -
+} Main Branch Admin Clozet -
View Database
Add Entry

+f+ Unique Identifier Database ...
Manage Entries

+§ Stock Supplies -

Fields
Rules

Upload CSV
Edit Database
Copy Database

Delete Database

Select “Upload CSV” opening the Upload CSV for (DatabaseName) Modal.

You can also import entries by selecting “Manage Entries” from the context menu and
selecting the “Import Entries” button underneath the Database Entries Page header,
which opens the same Upload CSV Modal.

Upload CSV for Business Client Accounts x

Download Template

CSV File to import
Choose Files | No file chosen

Aside from the fields in your form, there are two additional columns that can be used for an import:
« "Entry D", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,
the row will be imported as a new entry.
* "Modify Existing Entry" is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

existing entry.
(V. LELIY Cancel

Click the “Download Template” link at the top of the modal and a CSV file will be downloaded
to your personal device. See Notes on the Download Template before uploading your CSV file
to ensure it is done correctly.

v Notes Regarding the Downloadable Template for Uploading CSV Files

The first row of the CSV file is for each of the database fields. If you download a CSV
Template from the Upload CSV Modal, two additional column headers will show that are
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not database fields: Entry ID and Modify Existing Entry.

If you are importing database entries and no entries have been added to the database
yet, leave these columns blank in your upload.

If database entries already exist in the database, the Entry ID column will contain the
unique system generated ID for each pre-existing database entry. Leave this column blank
if the row is to be imported as a new entry. The second column, Modify Existing Entry,
should have a “Y” input if the existing entry is being modified and an “N” input if it has
not been modified. Leave it blank if the entry is new.

File name: | Business Client Account Database Entries

Save as type:  CSV UTF-8 (Comma delimited)

After creating your Database Fields CSV File, save it as a CSV UTF-8 for importing.

Click the “Choose File” button and open the relevant file from your personal device.

File name: | Business Client Account Database Entries ~ | Al files v

Upload from mobile Cancel

Confirm that the correct CSV file now shows in the Upload CSV Modal.

Upload CSV for Business Client Accounts b 3

Download Template

CSV File to import
Choose Files | Business Client Account Database Entries.csv
Aside from the fields in your form, there are two additional columns that can be used for an import:
» "Entry ID", which should contain the Entry ID if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

the row will be imported as a new entry.
* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to Y if you want the row to modify the

existing entry.
u“ ”
Select the “Upload” button.
l Distabuse > import C5W To Busrwss Client Agounts
© Upload CSV for Business Client Accounts
igrone the first |1 rows | Use 1D for Referance Fields
Priview: Showing the first § rows
Entry 10 - Modify Existing Entry  ~ Business Name w City - State w Employes Count - Annual Revnios w» Account Manager -
Entry ID Medily Existing Entry Business Mame ity ute Emplayee Count Anvwl Revoue ACEount Manager
Bayou Enfronmental Syitems Baton Rouge L& 4 .3 milkion Jordan Matthews
Northern Sands Logistics e Orloans: La "8 $22.5 million Alicta Tran
Gulfstream Compliance Grovp  Mew Orlears. (5 8 55.1 million Alicia Tran
Redtiver Fabmcation Warks Shreveport La e $13.8 million Marous Delaney
Prairie Data Solutions Lafayette L & 5102 million Hatalie Cruz.
[ ]

The entries imported from the CSV file will now show on the Upload CSV for (DatabaseName)
Page.
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The system automatically indicates to ignore the first row. Click “Import Now"” if there are no

errors.

A summary of the import will now show on the CSV Upload Page.

&)CSV uploaded for Business Client Accounts

5 records imported
0 records updated

0 records failed to import
Home - Entries for Business Client Accounts

Click the “Entries for (DatabaseName)” link to see all imported entries in the Manage Entry

Entry Date

T Ot 14 2028 st 4002 P

T Ot 74 2015 st 4007 P

Tus Cct 14 Z0I3 M 4007 P

Tus Oct 14 2075 st 4007 P

Tue ot 14 2023 8 4007 P

Table.
Filter E
Erable Bulls Edy Mode
Appraval
Entry ID  Submitter
Approva
| - i Orlas. ok
rieguired
Approvel
il = deiesh Olous nak
reguired
Approvel
17 - e Orfus. nat
reguired
Approvel
L1 iz by [ 4
rgrirgd
Approva
% = ezt Orkus. et
required

| ) - : .
Entries for database 'Business Client Accounts’ ==

Prairies Dats Selutions

Bpciiver Fabrication Works

Gualfatream Compliance droup

Hortfern Sands Logistics

Bayou Endrorvrserdal Syakems

Lefsyene

tiees Orlibieral

Baton Rouge

&1

T

S10.2 evillion

S10.8 rrvillion

F5.1 millon

522.5 milllion

.3 millan

Ageunt Masager

Hatstie Cruz

Marcut Delanay

et Tran

dicia Tras

v How To: Import Fields from a PDF Field Import

v How To: Add a Database Field

{{@321}}

file:///D:/Downloads/inventory-introduction.html

This method of importing Fields from a PDF requires access to Adobe Acrobat Pro.

If a field has already been added to a database, you are no longer able to bulk import
database field names from a PDF Field Import. You are now required to enter each field
name individually.
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To import field names in bulk from a CSV file, go to the Home Page of the Database Module.

J ’Databases

Create Database

Filter Show darabases in groups B Hide empty groups

= {Ungrouped)
Title

& [KAStrock] Locations =
+f+ Main Branch Admin Closet we
+f Stock Supplies e
* Unique identifier Database -

Click the three dot (...) icon to open the context menu of the database you wish to enter fields

for.

Title
+J+ [KAStrack] Locations. =

+ Branch Locations

+f+ Main Branch Admin Closet . _ el

| Add Entry
b Stock Supplies | manage Entries
+ Unique Identifier Database . | roide
| Rules
Upload C5V
Edit Database
Copy Database
Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

éFields for database 'Branch Locations’ ===
Fields ]m
[ ewris T rorrss mprt

Field Name Field Type Validation Include on Form

Click the “PDF Field Import” button opening the PDF Field Import Modal.

PDF Field Import x

Using Adobe Acrobat Pro, Use the "Prepare Form™ Tool.

After you have successfully added the fields you wish to use for your form, Add a Button on your document. Within the properties of the
button, Click en the Actions Tab. On the "Mouse Down™ trigger, add the "Submita Form" Action.

Use the fallowing URL far the link:

https:/trainingground kastrack com/database [pdi-entry/ EASS DIZSOAGF 431 BOEFAEF25F250402

) Copy Link to Clipboard

Confirm that the Export Format is "PDF The complete document.”

Opien the POF and submit the form to generate the fields here. You do not need to Gill in any of the fields, and you must not sign it!

To import fields using a PDF, use the “Prepare Form” tool in Adobe Acrobat Pro. Add the fields
you wish to use for your form. Add a button on your document.
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Within the button properties, click on the Actions Tab. On the “Mouse Down” trigger, add the

“Submit a Form” Action.

Inventory: Introduction

Button Fropertes

Ganarsl Appesarce Poution Options Aciom
Al an Adtien
Salaet Triggee  Moute Down

Selact Achon:  SUbmit 2 foem

Lechea

Use the URL link provided on the PDF Field Import Modal in KAStrack.

Submid Form Selectons.

Enter a URL for this kink:

Export Format
First Name FOF Include:
Last Name
Favorite Color ikl
XFDF Inclade:
! Red
ﬂ Green
O POF The complate documant
E Blue

Fiald Solection

Date Options

Dates are submiitted in
DENYYYMMDO format instead of
passing the user typed values
through unchanged.

oK Cancel

Confirm that the Export Format is “PDF The complete document”.
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B Uratied 1 - Adoibe Acrobat |64 k)

First Name

Submit

L] |ﬁ ]

T ) hiRps Arsinenggrosnd ebrec com, delsbense, pdi-entry/LAS
.
Favorite Color S0 BSR4  BHGFALF T5F 2508020

O Red
o Green

O Blue

Last Name

Open the PDF and submit the form to generate the fields here.

You do not need to fill in any of the fields, and you must not sign it.

This document is trying to connect to:
l“ trainingground kastrack.com

If you trust this site, choose Allow. If you do not trust this site, choose Block.

B Remember this action for this site for all PDF documents

Help Allow Block Cancel

Select “Allow” and the PDF will confirm that the fields were added to the database.

.@\

3 fields were added to database Branch Locations

Go to the Fields Table in the database Monday, and a warning now states that a PDF is
associated with the form and that adding/editing or deleting fields may result in the PDF no

longer being compatible.
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(gFields for database '‘Branch Locations' ==

m Filter Fields: |

Field Name Field Type
4+ First Name .. Text
+ Last Name - Text

4+ Favorite Color ... Radios

Validation Include on Form
Yes

Yes

Yes

Database > Fields For Branch Locations

Warning: You have a PDF associated with this form. Adding/Modifying or deleting fields may mean that the PDF is no longer compatible with the form.

v How To: Add a Database Field

To create a database field, go to the Home Page of the Database Module.

Click the three dot (...) icon to open the context menu of the database you wish to enter fields

for.

Select “Fields” opening the Fields for database (DatabaseName) Page.

J} Databases

Create Database

- (Ungrouped)

Title
++ [KAStrack] Locations
+ Main Branch Admin Closet ..
++ Stock Supplies -
+ Unique Identifier Database ..

Filter | B Show databases in groups E Hide empty groups

Title
+ [KAStrack] Locations
< Branch Locations
+ Main Branch Admin Closet

+ Stock Supplies

+ Unique Identifier Database ...

| Add Entry
Manage Entries
Fields
Rules
Upload CSV
Edit Database
Copy Database

Delete Database

There are two ways to add a field to the Field Table. Click the “New Field” button above the

Field Table or click the three dot (...) icon to the right of the page header opening the context
menu and select “Add Entry”.
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&Fields for database ‘Branch Locations’ ==
. AL ntry
Fields m Edit Database

Rules
Field Hame Field Type Validation Include on Form

Manage Entries

This opens the New Database Field Modal.

The creation of a new field will always require you to enter a field name. Include an input for
the displayed label and select the field type from a dropdown menu. The inputs on the New
Database Field Modal will vary based on the Field Type.

Possible field types in the database module include Form Fields, Formatting Fields, Utility
Fields, or a Reference to Another Database.

A database field can only have one field type. If you need to utilize another (e.qg., for

formatting purposes), you can set the displayed label to be same, but the field label
must be unique.

For an explanation of field types and the formatting choices associated with each one,
reference the Understanding Fields Section of the Database Module in the User Manual.

New Database Field
Field Name (-2, A-Z,0-9, _, - and space only)
Displayed Label
Field Type
[section start ~|
Form Fields a
Text
‘ Text Box
! HTML Text Box 7 section end. All C55 styles my
1 ‘splay css style lor a section,
Checkbox: " il
Dropdown
Radios )
px, B: | px, L
Date - |
p, B: px, L
Date/Time — —
File Upload
Image
Password
Formatting
Section Start
Section End
Tabs Start
Tabs End
utility
Information
Calculated Field
Sequential Number i

Once you are finished inputting the information for the new field, select “Save” and the new
database field will show in the Field Table.
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Fields can also be imported in bulk into a Database from a CSV.

v How To: Import Fields from a PDF Field Import

{{@340}}

Once you have entered database fields, you can add database entries into it.

v How To: Add an Individual Database Entry

To add a database entry, go to the Home Page of the Database Module. Click the three dot
(...) icon to the right of the database you wish to add an entry to opening the context menu.
Select “Add Entry”.

You can select “Add Entry” from any context menu in the Database Modal without
returning to the Home Page.

Title
«}+» [KAStrack] Locations =
++ Branch Locations =
« Main Branch Admin Closet -.. kA Database
+ | Add Entry
Stock Supplies e
opt | Manage Entries
b Unique Identifier Database ...  ricids
Rules
Upload CSV

Edit Database
Copy Database

Delete Database

Selecting “Add Entry” opens the New Database Entry modal. Two visual examples of this
modal have been included below.

The New Database Entry Modal will vary for every database, based on the fields that
have been created for it.

file:///D:/Downloads/inventory-introduction.html 96/182


https://kaswiki.kastrack.com/uploads/images/gallery/2026-01/VJzimage.png
https://kaswiki.kastrack.com/uploads/images/gallery/2026-01/VJzimage.png

3/21/26, 6:42 PM

Input the entry data into the modal. Select “Save” for the new entry to be added to the

New Database Entry x

Locations
Shelf1-Binl
Items

Quantity

Part Type
[Please Choose...

Category

Client

Inventory: Introduction

New Database Entry x

Shelf

Bin

Please Choose v

L\ Cancel

database.

If no fields have been created for the database, the New Database Entry Modal will show

without any fields as seen below.

New Database Entry

If you select to “Save” a database entry prior to the creation of database fields, an
entry will be assigned an Entry ID by the system and will show in the Entries Table. The

submitter, approval status, and entry date will be logged.

| Filter |

(] Enable Bulk Edit Mode
roval
Entry ID Submitter App
Status
Approval
12 o Mitzi Orkus not
required

J)Entries for database 'Branch Locations' ===

Entry Date

Mon Oct 13 2025 at 6:18 PM

v How To: Import Database Entries from a CSV

To import database entries from a CSV, database fields must already have been

created.
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v How To: Add a Database Field

{{@321}}

v How To: Import Fields from a CSV File Into a Database

{{@339}}

v How To: Import Fields from a PDF Field Import

{{@340}}

To import database entries from a CSV, go to the Home Page of the Database Module and
click the three dot menu to the right of the database you wish to import entries into.

:!w Databases

Filter Show databases in groups B Hide empty groups
- (Ungrouped)
Title

++ [KAStrack] Locations =

+} Branch Locations -

+} Main Branch Admin Clozet -

4 Stock Supplies | View Database
Add Entry

+f+ Unique Identifier Database ...
Manage Entries
Fields
Rules
Uptoad CSV
Edit Database
Copy Database
Delete Database

Select “Upload CSV” opening the Upload CSV for (DatabaseName) Modal.

You can also import entries by selecting “Manage Entries” from the context menu and
selecting the “Import Entries” button underneath the Database Entries Page header,
which opens the same Upload CSV Modal.

Upload CSV for Business Client Accounts x

Download Template

CSV File te import
Choose Files | No file chosen

Aside from the fields in your form, there are two additional columns that can be used for an import:
* "Entry 10", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,
the row will be imported as a new entry.
* "Modify Existing Entry" is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

existing entry.
[V LELI Cancel
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Click the “Download Template” link at the top of the modal and a CSV file will be downloaded
to your personal device. See Notes on the Download Template before uploading your CSV file
to ensure it is done correctly.

¥ Notes Regarding the Downloadable Template for Uploading CSV Files

The first row of the CSV file is for each of the database fields. If you download a CSV
Template from the Upload CSV Modal, two additional column headers will show that are
not database fields: Entry ID and Modify Existing Entry.

If you are importing database entries and no entries have been added to the database
yet, leave these columns blank in your upload.

If database entries already exist in the database, the Entry ID column will contain the
unique system generated ID for each pre-existing database entry. Leave this column blank
if the row is to be imported as a new entry. The second column, Modify Existing Entry,
should have a “Y” input if the existing entry is being modified and an “N” input if it has
not been modified. Leave it blank if the entry is new.

File name: | Business Client Account Database Entries

Save as type: CSV UTF-8 (Comma delimited)

After creating your Database Fields CSV File, save it as a CSV UTF-8 for importing.

Click the “Choose File” button and open the relevant file from your personal device.

File name: | Business Client Account Database Entries v | Al files v

Upload from mobile Cancel

Confirm that the correct CSV file now shows in the Upload CSV Modal.

Upload CSV for Business Client Accounts x

Download Template

C5V File to import
Choose Files | Business Client Account Database Entries.csv
Aside from the fields in your form, there are two additional columns that can be used for an import:
* "Entry ID", which should contain the Entry ID if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,
the row will be imported as a new entry.
* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

existing entry.

Select the “Upload” button.
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| Distabaser > Imgaart (5 To Busirss Client Acounts
© Upload CSV for Business Client Accounts
igrove the first |1 rows [ Use I0s for Reference Fislds
Preview: Showing the first § rows
Entry D - Modify Existing Entry  ~ | | Business Name - City - State - Employee Count | [Annual Revnoe - Account Manager -
Entry ID Medify Existing Entry Business Hame City State Employes Count Anrwal Reveue Account Manager
Bayou Enfronmental Systems Baton Rouge LA 42 58,3 million Jordan Matthaws
Nerthern Sands Logistics e Orloan L "s $22.5 milkion Abicia Tras
Gulfstream Compliance Grovp  Mew Orlesrs. L kL §5.1 millisn Aliels Tran
RndRtiver Fabrication Warks Shrevepert L ] $13.8 millicn Mareus Delaney
Frairie Dats Solutions Lafayette La &1 510.2 million Hatalie Cruz
[ oot | conca

The entries imported from the CSV file will now show on the Upload CSV for (DatabaseName)
Page.

The system automatically indicates to ignore the first row. Click “Import Now” if there are no
errors.

A summary of the import will now show on the CSV Upload Page.

&)CSV uploaded for Business Client Accounts

5 records imported

0 records updated

0 records failed to import

Home - Entries for Business Client Accounts

Click the “Entries for (DatabaseName)” link to see all imported entries in the Manage Entry

Table.

| : : : : '

CEntries for database 'Business Client Accounts’ ==

CI o

Filigr E

Erable Bulk Ediy Mode
Appreval

EntryID  Submitter Entry Date Buineis Hame City Sate  Employes Count  Ancwual Reviue  Acccunt Masager
Approsa

| | - Mgz Orkous ok Tue Oct 14 2025 st 4002 PML | Praivis Duts Solutions Lafayetne LA &1 51002 evsfllion Hatstie Cruz
reguired
Approvel

il = ez Ok Aok Tuw et 14 2015 ot 4000 Pad | Becdicheer Fabrication Wiarks Ihiroepont L& T S10.5 enillion sarcus Delanay
Frgrired
Approvel

7 - e Ol Al Tus Oct 14 2025 8t 4002 P | Gulfseream Compliencs Oroup  Hew Orles LA i 5.0 illsan At Tram
reguired
Approvel

|- iz Ol nak Tus Oct 14 2075 6t 4007 P | Morthaen Sends Lagistics Haw Orlemres LA 115 £322.5 million Adicin Tras
reired
Approved

| I [ T R Tue Oct 14 2025 ot 4002 P | Bayou Endrcrrrendsl Syitems Batosn Rouge LA 42 553 millian Jordan Matthews
Feguilred
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Inventory: Introduction

New Database x

Title *
Sock Database

Group
Bank Administration L

Description
Stock database for the main branch item inventory

Tags

Allow Defsult Acoess

Additional Database Specific Parmissions
Adming

Minzi Orkus (markus) X

Nafe: Users ar Roles listed have adimin fevel permissions for this database. This includes eciting and defeting the database, managing the
database fields and (unless prohibited) managing entries.

Manage Erbry Permissions

Nore: Users or Roles listed have manage fevel penmiszions for this database. This includes adding, eciting and deleling entres.

View Entry Permissions

Note: Users ar Roles Usted have view level permissions for this database, This aliows anly viewding of entries,
Allaw integration with
Nate: The above pevmissions only apply 1o users accessing this databese via the database module. When integrated with other modules,

weers sutomaicaly have sooess to view and add entries for relevant items in the module. Example: if no-one is allowed to wiew this
database, but it is ntegrated to forms, the e who can fill out the form can see the entries in this database.

Select “Save” and the system will direct you to the Fields Page, where new fields can be added. Your

stock database can include a variety of fields, but for the Inventory Module to function properly there

are required fields.

If no fields have been entered into the database yet, you can import fields in bulk via a PDF
Entry or a CSV file. If fields have already been created in the database, new field must be
added individually.

v How To: Add a Database Group

To add a database group, go to the Groups Page of the Database Module.

&)Manage Groups

Name
Bank Administration e

Account Management

Select the “New Group” button opening the New Group Modal.
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Name *

LEII Cancel

Input the desired name of the new group and select the “Save” button.

The new group will now show in the Group Table.

éManage Groups

Name
Bank Administration ..
Account Management .

Tangible Supplies -

v How To: Import Form Fields from a CSV File

To import form entries from a CSV, form fields must have already been created.

v How To: Add a Field to a Form

To add a field to a form, go to the Home Page of the Forms Module. . Click the three-dot icon
to the right of the form title that you want to add a field to opening the Form context menu.

Select “Fields”.

£I>Forms Home

Manage Forms

Conen e o | o e

[Filter |[All but archived v Show forms in groups [ Hide empty groups
- (Ungrouped)
Title Status Drafts Entries

+ Branch Locations % —  Live ] 3

++ Confidentiality & Data Privacy Agreement %o ws  Not Live - Preview Mode @ [1] [1}

4+ Family Information Form % o Overview Viode @ 1} Q

| Webform (popup) |
+}+ New Form % - 0 9

| Edit Form
Copy Form
Make form Live
Delete All Entries
Fields
Rules

Upload PDF

This opens the Fields Tab for the specific form of interest.
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There are two ways to add an individual field to the Fields Table from here. Click the “New

Inventory: Introduction

Field” button opening the New Form Field Modal.

The creation of a new field will always require you to enter a field name. Include an input for
the displayed label and select the field type from a dropdown menu. The inputs on the New

New Form Field x
Field Name (a-2,A-Z,0-9, _. - and space only) *
Displayed Label
Field Type

Text ~
Include on Form
(O start Hidden
Show in View/Manage Entries
Ororce eapitalization
O reat as Link
Default
Placeholder Text (Max 25 characters)
Context Sensitive Help

VA

Validation

Optional : Optional )
Validation Help
CSS Classes

Form Field Modal will vary based on the Field Type.

Possible field types in the Forms Module include Form Fields, Formatting Fields, Utility Fields,
Account Fields, and Reference a Database Entry. For an explanation of field types and the
formatting choices associated with each one, reference the Understanding Fields Section of

the Forms Module in the User Manual.

A form field can only have on field type. If you need to utilize another (e.g., formatting
purposes), you can set the displayed label to be the same but the field label must be
unique.

Once you are finished inputting the information for the new field, select “Save” and the new

database field will show in the Fields Table on the Fields Tab.

Fields can also be imported in bulk into a Form from a CSV file or PDF Field Import.

Warning: You have a PDF

éFields for form 'Branch Locations'

= - 3

Warning: This form is in Live status.

‘with this form. Addii ifying or deleting fields may mean that the PDF is no longer compatible with the form.

m I Ol Filter Fields:

Field Type Validation Include on Form

Field Name

«b First Name .o
4 LastName ..
b Favorite Color ..

& Age
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¥ How To: Import Form Fields from a CSV File

{{@402}}

v How To: Import Fields from a PDF Field Import

{{@400}}

v How To: Import Form Fields from a CSV File

To import form entries from a CSV, form fields must have already been created.

v How To: Add a Field to a Form

{{@373}}

v How To: Import Form Fields from a CSV File

{{@402}}

v How To: Import Fields from a PDF Field Import

{{@400}}

To import form entries from a CSV, go to the Home Page of the Forms Module and click the

three-dot icon to the right of the form you wish to import entries into. Select “Manage
Entries”.
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|

O Forms Home

Manage Forms

[Filtes |[ 411 bt archived v | & Show forms in groups € Hide empty groups

- (Ungrouped)
Title
b Businass Clignt Accounts %
b Confidentlality & Data Privacy Agreement %
= Famity Informatian Farm %

This opens the Manage Entries for (FORM NAME) Page.

Inventory: Introduction

Status
Mot Live - Praview Mode @
Overview

‘Webform (popup)
Wode ©

Vode @

| Edit Form
Copy Form
wake form Live
Dedete All Ertries
Flelds
Fules
Upload POF
Downlosd POF
Clear POF Cache
Orafts
Wiew Entries

Delete Form

O Entries for form '‘Business Client Accounts' ==

=

[ Enable Bulk Edit Mode

Entry ID  Submitter  Approval Status Entry Date | Business Name  City  State Ei

No Matching Data

Forms = Homse

Dwafes Entries Pending Approval
2 2 o
2 ] ]
0 [} L]
ployee Count A | Revnue  Account Manager

Click the “Import Entries” button beneath the page header. This opens the Upload CSV for

(FORM NAME) Modal.

Upload CSV for Business Client Accounts x

Download Template

CSV File to import

Choose Files | No file chosen

Aside from the fields in your form, there are two additional columns that can be used for an import:

s "Entry ID", which should contain the Entry ID if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

the row will be imported as a new entry.

* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to Y if you want the row to modify the

existing entry.

Click the “Download Template” link at the top of the modal and a CSV file will be downloaded

to your personal device. Notes have been provided if you are using the downloadable
template to Upload bulk CSV form entries.

v Notes Regarding the Downloadable Template for Uploading CSV Files

The first row of the CSV file is for each of the form fields. If you download a CSV Template

from the Upload CSV Modal, two additional column headers will show that are not form
fields: Entry ID and Modify Existing Entry.
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Inventory: Introduction

If you are importing form entries and no entries have been added to the form yet, leave

these columns blank in your upload.

If form entries already exist in the database, the Entry ID column will contain the unique
system generated ID for each pre-existing database entry. Leave this column blank if the
row is to be imported as a new entry. The second column, Modify Existing Entry, should

have a “Y” input if the existing entry is being modified and an “N” input if it has not been

modified. Leave this column blank if the entry is new.

Save as type:  CSV UTF-8 (Comma delimited)

After creating your Forms Entries CSV file, save it as a CSV UTF-8 for importing. Click the

“Choose File” button on the Upload CSV Modal and open the relevant file from your personal

device.

File name: |Business Client Account Form Entries

v | Al files

Upload from mobile

Cancel

Confirm that the correct CSV file now shows in the Upload CSV Modal.

Upload CSV for Business Client Accounts x

Download Template

CSVFile to import

Choose Files | Business Client Account Form Entries.csv

Aside from the fields in your form, there are two additional columns that can be used for an import:

= "Entry D", which should contain the Entry IDif the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

the row will be imported as a new entry.

* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to Y if you want the row to modify the

existing entry.

Select the “Upload” button.

(JDUpload CSV for Business Client Accounts

Ignore the first 1] rows L Lise 1Ds for Reference Fislds

FPreviews Showing the first 5 rows

v

)

[Entry I v odify Existing Eriry v Business Hame v [oy

Eniry ID Hedify Existing Entry Business Hame City
Bayen Enfrormentsl Syiterns Eaton Rouge
Horthern Sands Logistics Hew Oriears

Guifstream Compliance Group | New Orieans.
FRedRywer Fabrication Works Shreveport
Praiie Data Solutiodns Lafayette

ESSEEEE

~

(1] EL I Cancel

Annual Revrse

Employes Count

1s

1

Arrusl Revnus
$8.3 million
5225 million
55,1 milkin
513.5 million
510.2 million

The entries imported from the CSV file will now show on the Upload CSV for (FORM NAME)

Page.

The system automatically indicates to ignore the first row. Click “Import Now” if there are no

errors.
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A summary of the import will now show on the CSV Upload Page.

JJ CSV uploaded for Business Client Accounts
5 records imported

0 records updated

0 records failed to import

Home - Entries for Business Client Accounts

Click the “Entries for (FORM NAME)” link to see all imported entries on the Manage Entries
Page.

v How To: Import Fields from a PDF Field Import

Importing fields from a PDF Field Import has multiple purposes. Not only will the form fields be
generated through this process, the PDF will also be saved by the system, so that future form
entries can be downloaded into this PDF, allowing for customizable outputs.

A form must have already been created with no fields added for this method to work. If
a field has already been added to the form, you are no longer able to bulk import form
field names from a PDF Field Import. You are now required to enter each field name

individually. Regardless, you can still upload a PDF Form that the system will use for
future form entry downloads.

v How To: Create a Form

{{@386}}

v How To: Add a Field to a Form

{{@373}}

v How To: Upload a PDF Form

{{@408}}

To import field names from a PDF file, go to the Home Page of the Forms Module.
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Select the three-dot icon to the right of the Form Title opening the Form’s context menu.
Select “Form”.

Farms = Homa
(!)Forms Home

Manage Forms

Convert Database to Form Form Aggregation Create Group

Filter ]_.Ml but archived v Show forms in groups & Hide empty groups
- (Ungrouped)
Title Status Drafts Entries Pending Approval
++ Branch Locations % e Live 1} 3 0
++ Confidentiality & Data Privacy Agreement % « Mot Live - Preview Mode @ [1] [1] 0
4+ Family Information Form % -] Overdew Wode @ ] 0 1}
Y % | Webform (popup) |
o Ferm "1 Edit Form e = 2
Copy Form
Make form Live

Delete All Entries

Rules
Upload PDF

This opens the Fields Tab for a specific form. Select the “PDF Field Import” button.

<5Fields for form 'New Client Information’ =

e oo

Field Name Field Type  Validation Include on Form

This opens the PDF Field Import Modal.

PDF Field Import x

Using Adobe Acrobat Pro, Use the "Prepare Form” Tool.

ARer you have suceessfully added the fields you wish to use for your form, Add a Button on your document. Within the properties of the
button, Click on the Actions Tab. On the "Mouse Down” trigger, add the "Submit a Form™ Action.

Use the following URL for the link:
https:/frrainingground kastrack com /database/pdf-entry/9E DEOBACFTF 14 1BE8FABD2EOTTS15ESS

@) Copy Link to Clipboard

Confirm that the Export Format is "PDF The complete document.”

Open the PDF and submit the form to generate the fields here. You do not need to fill in any of the fields, and you must not sign it!

To import fields using a PDF, use the “Prepare Form” tool in Adobe Acrobat Pro. Add the fields
you wish to use for your form. Add a button on your document.
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Within the button properties, click on the Actions Tab. On the “Mouse Down” trigger, add the

“Submit a Form” Action.

Use the URL link provided on the PDF Field Import Modal in KAStrack.

General Agpewance Poution Optons Actioms
Add an Action

Select Trigger,  Mouss Down

Swlact Action;  Submit a form

Actiorns

Submit a form

Leched

Inventory: Introduction

Pty EASS DT S0E6 411 565 ALS 255 2508000

Pkt Seinctan
First Name FOF inchide:
Last Name
[ == e
Favorite Color L -
IOF tnchute
B o
B o P
QFDF The compiete document CVIYMMOD forman rsined of
pairg the oer typest ey
B o g unchangach

o Concel

B U 1 Ackon A rotost [ )

First Name

Last Name

Favorite Color

O ke
@ o

(o™

Submit

!

S
0141 AL U 30

Lt o st Sy A

Open the PDF and submit the form to generate the fields here.

You do not need to fill in any of the fields, and you must not sign it.
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Security Warning

This document is trying to connect to:
Iﬁ, trainingground kastrack.com

If you trust this site, choose Allow. If you do not trust this site, choose Block.

. Remember this action for this site for all PDF documents

Help Allow Block Cancel

Select “Allow” and the PDF will confirm that the fields were added to the database.

3 fields were added to database Branch Locations

Go to the Fields Table in the database Monday, and a warning now states that a PDF is
associated with the form and that adding/editing or deleting fields may result in the PDF no

longer being compatible.

To import form entries from a CSV, go to the Home Page of the Forms Module and click the three-

dot icon to the right of the form you wish to import entries into. Select “Manage Entries”.

|
OForms Home

Manage Forms

[ enerom | onmsommmeroan | rempgrpein | craecns

ilte AL but archived v | B Show forms in groups E Hide empty groups

- (Ungrouped)
Title Status Drafes Entries
+ Busingss Clignt Accounts % = Mat Live - Preview Mode © '} (1]
4 Confidentiality & Data Privacy Agreement % B Grardew o 0
= Family Infarmation Form % - '} o

Copy Form
ke form Live

Dedete All Emtries

Flelds

Clear POF Cache

Orafts

View Entries

Delete Form

This opens the Manage Entries for (FORM NAME) Page.

O Entries for form '‘Business Client Accounts' ==

Crasiy | ngociroes | Gpures | Vewiroer
=

[ Enable Bulk Edit Mode

Entry ID  Submitter  Approval Status Entry Date | Business Name  City  State Employee Count  Annual Revnue

No Matching Data
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Click the “Import Entries” button beneath the page header. This opens the Upload CSV for (FORM
NAME) Modal.

Upload CSV for Business Client Accounts x

Download Template

CSV File to import
Choose Files | No file chosen

Aside from the fields in your form, there are two additional columns that can be used for an import:

s "Entry ID", which should contain the Entry ID if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,
the row will be imported as a new entry.

* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to Y if you want the row to modify the
existing entry.

Upload [Ne=l127)

Click the “Download Template” link at the top of the modal and a CSV file will be downloaded to

your personal device. Notes have been provided if you are using the downloadable template to
Upload bulk CSV form entries.

¥ Notes Regarding the Downloadable Template for Uploading CSV Files

The first row of the CSV file is for each of the form fields. If you download a CSV Template

from the Upload CSV Modal, two additional column headers will show that are not form fields:
Entry ID and Modify Existing Entry.

If you are importing form entries and no entries have been added to the form yet, leave these
columns blank in your upload.

If form entries already exist in the database, the Entry ID column will contain the unique
system generated ID for each pre-existing database entry. Leave this column blank if the row
is to be imported as a new entry. The second column, Modify Existing Entry, should have a “Y”
input if the existing entry is being modified and an “N” input if it has not been modified.
Leave this column blank if the entry is new.

Save as type:  CSV UTF-8 (Comma delimited)

After creating your Forms Entries CSV file, save it as a CSV UTF-8 for importing. Click the “Choose
File” button on the Upload CSV Modal and open the relevant file from your personal device.

File name: |Business Client Account Form Entries ~ | Al files v

Upload from mobile Cancel

Confirm that the correct CSV file now shows in the Upload CSV Modal.
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Upload CSV for Business Client Accounts x

Download Template

CSV File to import

Choose Files | Business Client Account Form Entries.csv

Aside from the fields in your form, there are two additional columns that can be used for an import:
= "Entry 10", which should contain the Entry IDif the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,
the row will be imported as a new entry.
= "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to Y if you want the row to modify the
existing entry.

[FLEL I Cancel
" n
Select the “Upload” button.
‘]GUpload CSV for Business Client Accounts
Iignore the first | 1] rows Use iD= for Reference Fields
Preview: Showing the first 5 rows
[Entry 10 ~ Modiy Existing Entry | Business Hame: ~] [ty N ET T | [Employes Count ]| [Annual Reviue ~] [ Account ~
Enttry ID Modify Extstig Entry Business Hame city State Empioyee Count Arvasl Rvue Account Manager
Baryou Enfronmental Systerns Baten Rouge L& 42 58.3 million Jordan Matthews
Horthem Sanck Logistics Hew Orleans LA 115 522.5 miltion Alicia Tran
Guifstream Complisnce Group | Hew Orleans: LA -] 55.1 million Alicia Tran
RedRrver Fabrication Works Shreveport LA 7% 513.5 million Marcus Detaney
Prasrie Data Solutions Lafayatte La 1 510.2 million Hatalse Cruz

The entries imported from the CSV file will now show on the Upload CSV for (FORM NAME) Page.

The system automatically indicates to ignore the first row. Click “Import Now"” if there are no
errors.

A summary of the import will now show on the CSV Upload Page.

fBCSV uploaded for Business Client Accounts

5 records imported

0 records updated

0 records failed to import

Home - Entries for Business Client Accounts

Click the “Entries for (FORM NAME)” link to see all imported entries on the Manage Entries Page.

v How To: Import Fields from a PDF Field Import

Importing fields from a PDF Field Import has multiple purposes. Not only will the form fields be
generated through this process, the PDF will also be saved by the system, so that future form
entries can be downloaded into this PDF, allowing for customizable outputs.

A form must have already been created with no fields added for this method to work. If a
field has already been added to the form, you are no longer able to bulk import form field
names from a PDF Field Import. You are now required to enter each field name individually.
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Regardless, you can still upload a PDF Form that the system will use for future form entry
downloads.

v How To: Create a Form

To create a new form, open the Home Page in the Forms Module from the Main Menu and
select the Create Form button beneath the page header.

|

Forms >Home
OForms Home

Manage Forms

Convert Database to Form Form Aggregation Create Group

Filter All but archived ~ Show forms in groups @ Hide empty groups.
- (Ungrouped)
Title Status Drafts Entries Pending Approval
+f Business Client Accounts % w Mot Live - Preview Mode © o 5 0
+ C & Data Privacy Ag % = Hot Live - Preview Mode @ (1] (1] o
+F Customer Satisfaction Survey % wa Mot Live - Preview Mode © (/] (/] 0

This will open the New Form Modal.

New Form x
Title *

Notes

Tags
» Basic Settings

> Advanced Settings

> Form Styling

Cancel

Input the Form Title (a required field), form notes, and any open/permissive/restrictive tags to
be associated with the form.

There are three additional sections to the New Form Modal that expand when clicked with

additional options for customization. Modal images and explanations of each input are
included below.

Basic Settings Section
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¥ Basic Settings

Group
(No Groups Created) v

O allow Public Entries

URL: https:/i BE! | kastrack.i

PDF options for form entries that were not submitted via a PDF
O use KaStrack Generated POF

When filling in an uploaded PDF for a form entry that was not submitted by PDF, you can use either the
appropriate revision of the PDF (that was available at the time the form was submitted) or the latest revision of the
PO

Use the appropriate uploaded PDF revision

Allow integration with

Note: The permissions in Advanced Settings only apply to users aceessing this form via the forms module. When
integrated with other modules, users automatically have access to view and add entries for relevant items in the
module. Example: If no-one is allowed to view this form, but it is integrated to assets, then someone who can
perform a task on an asset with this form attached can add an entry, and view any entries associated with assets they
can access.

New Form Modal: Basic Settings Section Explanation

Modal Input
Group

Allow Public Entries
Checkbox

URL Link

Explanation

A dropdown menu will list all existing form groups. The form will
automatically be placed in the group selected.

If the checkbox is selected, public entries (individuals not re-
gistered with KAStrack) will be allowed to submit form entries.

A URL Link is used to share the form publically. KAStrack will autofill
the URL Link with the form title, but this can be customized if
desired.

You cannot use spaces or symbols in the URL link. They will
replaced with a hypen if used.

The next two checkboxes are specific to the PDF options for form entries that are not sub-
mitted via a PDF. To understand which option is better for this specific form, be sure to read
about the relationship between PDFs and Forms.

Use KAStrack
Generated PDF

Use the Appropriate
Uploaded PDF
Revision

Allow Integration
With

file:///D:/Downloads/inventory-introduction.html

If you have a PDF entry on file but do not want the downloaded
form entry to utilize the customized PDF form, select this checkbox
and KAStrack will use the generic PDF format.

If you have a PDF entry on file and want the downloaded form
entry to utilize the customized PDF form, select this checkbox and
KAStrack will use the most recent version of the PDF submitted.

Allow integrations with is a dropdown menu that lists all modules
you can use a form for. Selecting a module here will enable this
form to be visible in the modules selected. Possible uses are listed
below.

Module Purpose
Assets Attach to Task
Attendance Integrate with the Attendance Log Module
Datbase Reference from Database
Dispatch Include in a Dispatch
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Documents Add to Photo

Forms Reference from a Form

Grid Integrate with the Grid Module
Kanban Integrate with the Kanban Module
People Use as activity for certification

Advanced Settings Section

¥ Advanced Settings
O Allow Payment

Default pattern for entries @

) Allow the user to save as draft
B nllow Default Access

Additional Form Specific Permissions
admins
Mitzi Orkus (morkus) ¥

Nate: Users or Roles listed have admin level permissions for this form. This includes editing and deleting the form,
managing the form fields and (unless prohibited) managing entries.

Manage Entry Permissions
Naote: Users or Roles listed have manage level permissions for this form. This includes adding, editing and deleting
entries.

Manage Pending Approval Entry Permissions

Note: Users or Roles listed can edit entries that are pending approval

View Entry Permissions.

Note: Users or Roles listed have view level permissions for this form. This allows only viewing of entries.

Show in the Dashboard Forms Widget for

New Form Modal: Advanced Settings Section Explanation

Modal Inputs Explanation
Allow Payment Payment Select “All Enabled Configurations” from the dropdown
Checbox Profile menu for payments to be allowed.
(Expands when ' o ' _
selected) Payment This description is what will show on a payment receipt.
Description
Default Pattern for Entries This textbox uses mail merge fields.
Allow Selecting this checkbox will allow logged out users and
Logged public entries to save their response as a draft and come
Allow the User Out User back to the form (on the same device).
to Save AS Draft to Save as
Checkbox a Draft
(Expands when  Validate Fields with validation don’t validate on a draft, so input-
selected) Fields ting fields here tells the system to validate fields when the
when draft is saved.
Saving as
Draft
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Save Draft The form creator can customize the text on the Save
Button Text button.

Auto Save  When auto-save is enabled, any edits made to a field will
automatically be saved. When auto-save is disabled, the
information will only be saved when the save draft button

is clicked.
When The form will follow module level permissions in regards
Selected to what access an individual will have.

If allow default access is not selected, the additional form specific per-

Allow Default missions are now required. The system will ignore module level distinc-
Access tions for this form and will be guided by the form specific permissions
Checkbox listed below.

Admins A checkbox allows for admins to be prohibited from view-

ing entries. Users or roles listed here will have admin level
permissions for this form. This includes editing and delet-
ing the form, managing the form fields and (unless prohib-
ited) managing entries.

Manage Users or roles listed here have manage level permissions
Entry for this form. This includes adding, editing and deleting
Permission  entries.

S

Manage Users or roles listed here can edit entries that are pending
Pending approval.

Approval

Entry

Permission

S

Show in the Dashboard Forms  Users and certification roles selected here will show this
Widget form in the Dashboard Forms Module Summary Widget.

Form Styling Section

Y Form Styling

Save Button Text *

|Save ‘

Cancel Button Text *
‘ Cancel ‘

Submission Message *

Your form has been submitted. Submission ID: #SubmissioniD#

Show green check mark with submission message
Show the form title

Apply whole form SCSS to *
Logged Out Only v

When logged in, the CSS will be contained within the form wrapper div, however when logged out, the whole page
can be styled.
SCSS for whole form
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Modal Inputs
Save Button Text

Cancel Button
Text

Submission
Message

Show Green
Checkmark
Checkbox

Show the Form
Title Checkbox

Apply Whole Form
SCSS to

SCSS for Whole
Form

Inventory: Introduction
New Form Modal: Form Styling Section

Explanation

Change the verbiage on the save button by inputting other text here.

Change the verbiage on the cancel button by inputting other text
here.

Change the verbiage on the form submission message by inputting
other text here.

Selecting the show green checkmark with submission message check-
box will show a green checkmark to the left of the submission mes-
sage when a form is submitted.

Select the Show the Form Title Checkbox will show the form title for a
logged-out entry. This does not impact a system, modal based entry.

Logged Out Select “Logged Out Only” if the styling doesn’t corres-

Only pond with a popup modal or the regular form page. This
would result is SCSS styling only applies to public
entries.

Logged In Select “Logged In Only” if you only want to apply the

Only SCSS formatting to the logged in, internal users.

Always Selecting “Always” applies the SCSS formatting that has

been established in both internal and external forms.

This is the textbox where scripting language should be input, that al-
lows for greater customization than what is generally available.

Select the Save button on the New Form Modal after customizing your form and the system

will direct you to the form's Fields Tab where you can begin to input Form fields.

J_) Fields for form 'Employee Satisfaction Survery’ ==

oo (Rl v

Field Name

Validation Include on Form

Field Type

v How To: Import Fields from a PDF Field Import

{{@400}}

¥ How To: Import Form Fields from a CSV File

{{@402}}
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¥ How To: Upload a PDF Form

{{@408}}

v How To: Add a Field to a Form

To add a field to a form, go to the Home Page of the Forms Module. . Click the three-dot icon

to the right of the form title that you want to add a field to opening the Form context menu.
Select “Fields”.

Farms = Homa

tlﬁForms Home

Manage Forms

T C

Filter |[All but archived v | B Show forms in groups & Hide empty groups
- (Ungrouped)
Title Status Drafts Entries Pending Approval

++ Branch Locations % w | Live [1] F o
++ Confidentiality & Data Privacy Agreement % «= Mot Live - Preview Mode @ Q Q 1}
o+ Familly Information Forn % wf Overview Uode © 0 0 0

| Webform (popup)
++ New Form % v 0 0 0

| Edit Form

Copy Form

Make form Live
Delete All Entries
Fields

Rules

Upload PDF

This opens the Fields Tab for the specific form of interest.

There are two ways to add an individual field to the Fields Table from here. Click the “New
Field” button opening the New Form Field Modal.

file:///D:/Downloads/inventory-introduction.html 118/182


https://kaswiki.kastrack.com/uploads/images/gallery/2026-01/Eukimage.png
https://kaswiki.kastrack.com/uploads/images/gallery/2026-01/Eukimage.png

3/21/26, 6:42 PM Inventory: Introduction

New Form Field x
Field Name (a-2, A-Z,0-9, _, - and space only)
Displayed Label
Field Type

Text ~
Include on Form
(O start Hidden
Show in View/Manage Entries
Ororce eapitalization
O reat as Link
Default
Placeholder Text (Max 25 characters)
Context Sensitive Help

VA

Validation

Optional : Optional )
Validation Help
CSS Classes

The creation of a new field will always require you to enter a field name. Include an input for
the displayed label and select the field type from a dropdown menu. The inputs on the New
Form Field Modal will vary based on the Field Type.

Possible field types in the Forms Module include Form Fields, Formatting Fields, Utility Fields,
Account Fields, and Reference a Database Entry. For an explanation of field types and the
formatting choices associated with each one, reference the Understanding Fields Section of
the Forms Module in the User Manual.

A form field can only have on field type. If you need to utilize another (e.g., formatting
purposes), you can set the displayed label to be the same but the field label must be
unique.

Once you are finished inputting the information for the new field, select “Save” and the new
database field will show in the Fields Table on the Fields Tab.

éFields for form 'Branch Locations'

= - 3

Warning: This form is in Live status.

Warning: You have a PDF associated with this form. Addi ifying or deleting fields may mean that the PDF is no longer compatible with the form.

m I Ol Filter Fields:

Field Name Field Type Validation Include on Form
<« First Name .. Text Yes
¢ Last Name e Text Yes
«}+ Favorite Color ... Radios Yes

4 Age . Text Yes

Fields can also be imported in bulk into a Form from a CSV file or PDF Field Import.

v How To: Import Form Fields from a CSV File
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{{@402}}

v How To: Import Fields from a PDF Field Import

{{@400}}

v How To: Upload a PDF Form

Inventory: Introduction

Uploading a PDF allows an individual to create a customized output for form entries. In order
to do so, the PDF must be created on Adobe Acrobat Pro (or comparable software) and have

made use of form fields.

A PDF can be created and uploaded after a form is in use, however no additional fields

can be created at this time.

To upload a PDF form to be used for form entry outputs, go to the Home Page of the Forms

Module. Click the three-dot icon to the right of the form title opening the context menu and

select “Upload PDF".

I
OForms Home

Manage Forms

:All. but archived v: Show forms in groups B Hide empty groups

: Filter

- (Ungrouped)

Title

4+ Business Client Accounts %

+f+ Confidentiality & Data Privacy Agreement %
4+ Customer Satisfaction Survey %

4 Employee Satisfaction Survery % m
+f+ Family Infermation Form %

+}+ New Client Information %

Status
Net Live - Preview Mode @

Overview i @
Wwebform (popup)

i Vode &
Edit Form
Copy Form Wode ©

Make form Live Vode ©
Delete All Entries

Vode @
Fields

Rules

This will open the Upload PDF Form Modal.

file:///D:/Downloads/inventory-introduction.html
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Upload PDF Form for Business Client Accounts x

Note: Max file size is 524MB

Choose Files | No file chosen
Title *

Revision
1 |

Revision Date
[Nov 02 2025

[ pocument is public
[J Document is a 360° photo

Document Owner(s) *

Mitzi Orkus (user morkus) X

Cancel
Select “Choose File” to retrieve the PDF from your personal device.

Input a title for the PDF or select the clickable “Use Filename” link to have the system use the
filename as the title. The revision date will automatically show the current day, but can be
altered. Select the appropriate checkbox if the document is to be public, or if it is a 360

degree photo.

You can select individuals or certification roles as the document owner(s).

Select “Save” and a confirmation modal will appear stating, “File was uploaded.”

x

To import field names from a PDF file, go to the Home Page of the Forms Module.

Select the three-dot icon to the right of the Form Title opening the Form’s context menu. Select
“Form”.
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Forms > Home

A)Forms Home

Manage Forms

Convert Database to Form Form Aggregation Create Group

Filter ]_A.ll but archived « Show forms in groups [ Hide empty groups
- (Ungrouped)
Title Status. Drafts Entries Pending Approval

+}» Branch Locaticns % - Live 1} 3 o
4+ Confidentiality & Data Privacy Agreement % ws Mot Live - Preview Mode ©@ ] 9 (']
+f» Family Information Form % - Overdew Vode @ 0 0 [}
Y % | Webform (popup) |

ew Form =1 ednrom ] 0 o

Copy Form

Make form Live
Delete All Entries

Rules
Upload PDF

This opens the Fields Tab for a specific form. Select the “PDF Field Import” button.

JDFields for form '‘New Client Information’  *=
oo JGEER ric

Field Name Field Type  Validation Include on Form

This opens the PDF Field Import Modal.

PDF Field Import x

Using Adobe Acrobat Pro, Use the "Prepare Form™ Tool.

ARer you have suceessfully added the fields you wish to use for your form, Add a Button on your document. Within the properties of the
button, Click on the Actions Tab. On the "Mouse Down” trigger, add the "Submit a Form"™ Action.

Use the following URL for the link:
https:/ ftrainingground kastrack com database/pdf-antry/9EDEOBACFTF14 1BERFABDIE 0T TS15E59

@) Copy Link to Clipboard

Confirm that the Export Format is "PDF The complete document.”

Open the PDF and submit the form to generate the fields here. You do not need to fill in any of the fields, and you must not sign it!

To import fields using a PDF, use the “Prepare Form” tool in Adobe Acrobat Pro. Add the fields you
wish to use for your form. Add a button on your document.
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General Appewance Poution Options Acioms
Add an Action
Srlact Trgger Moue Down
Sebect Action;  Subeit a form

Actiorns

Submit a form

Leched

Within the button properties, click on the Actions Tab. On the “Mouse Down” trigger, add the

“Submit a Form” Action.

Use the URL link provided on the PDF Field Import Modal in KAStrack.

Pty EASS DT S0E6 411 565 ALS 255 2508000
sport Format Forbd St
First Name FOF inchide:
==
Last Name
[ == ——
Favorite Color WA
IOF tnchute
B o
B o P
QFDF The compiete document P ———
pasting the woer fypecl vabves
B oo g unchangach
o Concet

B U 1 Ackon A rotost [ )

First Name
T Submit
Last Name ) -
Favorite Color e epr et crmstemtemptt g
O ks
O G
(o™

Open the PDF and submit the form to generate the fields here.

You do not need to fill in any of the fields, and you must not sign it.
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Security Warning

This document is trying to connect to:
I‘, trainingground kastrack.com

If you trust this site, choose Allow. If you do not trust this site, choose Block.

B Remember this action for this site for all PDF documents

Help Allow Block Cancel

Select “Allow” and the PDF will confirm that the fields were added to the database.

B A92se7nt_115fmit_gha tmp - Adobe Acrobat (64-bit)

Jo)

3 fields were added to database Branch Locations

Go to the Fields Table in the database Monday, and a warning now states that a PDF is associated
with the form and that adding/editing or deleting fields may result in the PDF no longer being
compatible.

Stock Database Requirements

Required  Explanation
Fields*

Location Inventory location can be defined through a single database, or multiple databases if desired.

Inventory  This field will be used to identify the stock inventory item. Some examples of possible field names
Item Title  include title, item, part, etc. The Title will be comprised out of fields in the stock database.

Quantity This field will state the number of stock items currently in the inventory.

Part Type A inventory item must be specified as generic or unique if the inventory is integrated with a unique
items database.

| Part Type is only a required field if you have both a stock and a unique database.

‘ * The actual field name for required fields can be customized to your preference.

All fields created in the database will show in the Fields Table.
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Field Name
+ Locations
Items
Quantity

Part Type

I R

Category

Inventory: Introduction
Field Type Validation
=« Database : Main Branch Admin Closet
o Text
w  Text
«w  Dropdown

« Dropdown

Include on Form
Yes
Yes
Yes
Yes

Yes

After your fields have been generated, stock inventory items can now be entered into the database
in bulk via a CSV file import or entries can be added individually.

v How To: Import Database Entries from a CSV

To import database entries from a CSV, database fields must already have been created.

v How To: Add a Database Field

To create a database field, go to the Home Page of the Database Module.

Click the three dot (...) icon to open the context menu of the database you wish to enter fields

for.

(]'J' Databases

Filter Show databases in groups [ Hide empty groups

- (Ungrouped)

Title
4+ [KAStrack] Locations
+} Main Branch Admin Closet  «-
++ Stock Supplies

+ Unique Identifier Database w.

Title
4 [KAStrack] Locations
+ Branch Locations
% Main Branch Admin Closet ... GG
Add Entry

Stock Supplies
+ e Manage Entries

+ Unique Identifier Database ... ‘ Fields
‘ Rules
Upload CSV
Edit Database
Copy Database

Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.
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There are two ways to add a field to the Field Table. Click the “New Field” button above the

Field Table or click the three dot (...) icon to the right of the page header opening the context
menu and select “Add Entry”.

L]) Fields for database '‘Branch Locations' == T
' Fields m Edit Database

Rules
Field Hame Field Type Validation Include on Form

Manage Entries

This opens the New Database Field Modal.

The creation of a new field will always require you to enter a field name. Include an input for

the displayed label and select the field type from a dropdown menu. The inputs on the New
Database Field Modal will vary based on the Field Type.

Possible field types in the database module include Form Fields, Formatting Fields, Utility
Fields, or a Reference to Another Database.

A database field can only have one field type. If you need to utilize another (e.g., for

formatting purposes), you can set the displayed label to be same, but the field label
must be unique.

For an explanation of field types and the formatting choices associated with each one,
reference the Understanding Fields Section of the Database Module in the User Manual.
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New Database Field
Field Name (a-z, 4-Z,0-9, _, - and space enly) *
Displayed Labe!
Field Type
[Section start v
Form Fields Y
Text
‘ Text Boo
© HTML Text Boox 7 section end. All C55 styles my
1 ‘splay css style lor a section.
Checkbox - -]
Dropdown
Radios
o, B px, L
Date . .
px, B: o, L.
Date/Time - -
File Upload
Image
Password
Formatting
Section Start
Section End
Tahs Start
Tabs End
Utility
Information
Calculated Field
Sequential Number o

Once you are finished inputting the information for the new field, select “Save” and the new
database field will show in the Field Table.

Fields can also be imported in bulk into a Database from a CSV.

v How To: Import Fields from a PDF Field Import

{{@340}}

v How To: Import Fields from a CSV File Into a Database

If a field has already been added to a database, you are no longer able to bulk import
database field names from a CSV file. You are now required to enter each field name
individually.

v How To: Add a Database Field

{{@321}}

To import database field names from a CSV file, go to the Home Page of the Database Module.
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<]) Databases

Filter | 2 Show databases in groups (@ Hide empty groups

- (Ungrouped)

Title
o+ [KAStrack] Locations
«f Main Branch Admin Closet
+J+ Stock Supplies -
++ Unigue Identifier Database ..

Click the three dot (...) icon to open the context menu of the database you wish to enter fields
for.

Title

+ [KAStrack] Locations

- Branch Locations —

< Main Branch Admin Closet «.

Add Entry

Stock Supplies
+ s Manage Entries

« Unique Identifier Database «w. | fiaide
I Rules
Upload CSV
Edit Database
Copy Database

Delete Database

Select “Upload CSV” opening the Upload CSV for (DatabaseName) Modal.

Upload CSV for Branch Locations x

The first line of the CSV file will be used to name the database columns.

CSV File toimport
Choose Files | No file chosen
Aside from the fields in your form, there are two additional columns that can be used for an import:
= "Entry ID", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

the row will be imported as a new entry.
* "Modify Existing Entry™ is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

existing entry.

When creating your CSV file, the first row of the CSV file is used. Each individual cell in
that row will be a database field used as columns for data entry. When importing bulk
field names, the notes in the Upload CSV Modal on “Entry ID” and “Modify Entry ID” are
not relevant.

File name: | Business Account Fields

Save as type: | CSV UTF-8 (Comma delimited)

After creating your Database Fields CSV File, save it as a CSV UTF-8 for importing.
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Inventory: Introduction

Click the “Choose File” button and open the relevant file from your personal device.

File name: | Business Account Fields

| Al files

Cancel

Confirm that the correct CSV file now shows in the Upload CSV Modal.

Upload CSV for Business Client Accounts 2

The first line of the CSV file will be used to name the database columns.

CSV File to import
‘Choose Files | Business Account Fields.csv

existing entry.

Aside from the fields in your form, there are two additional columns that can be used for an import:
* "Entry ID", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry, If this column is omitted,

the row will be imported as a new entry.
* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

(0L Cancel

Select the “Upload” button.

[ Use IDs for Reference Fields

Preview: Showing the first 5 rows

(BUplGad CSV for Business Client Accounts

The database fields will be created based on the first line of the CSV file. You can choose the field types and validation for the database fields here.

Name: Name: Name: Name: Name:

Business Name City | State :Employee Count Annual Revnue
Type: | Text ~ Type: | Text ~| Type: Text ~ Type: | Text ~| Type: Text ~
Validation: Validation: Validation: Validation: Validation:

Database > Import CSV To Business C

Configure each database field as desired. Field types shown on the dropdown menu include
form fields: Text, Text Box, Checkbox, Dropdown, Radios, Data, and Data/Time.

Select “Import Now” and a summary of the import with show on the CSV Upload Page.

(ECSV uploaded for Business Client Accounts

0 records imported

0 records updated

0 records failed to import

Home - Entries for Business Client Accounts

All imported field will now show on the Fields for database (DatabaseName) Page in the Fields

Table.
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(!) Fields for database '‘Business Client Accounts’ ===

Filter Fields:

Field Name Field Type Validation Include on Form
Business Name .. Text Yes
City w Text Yes
State = Text Yes
Employee Count -  Text Yes

Annual Reviue ..  Text Yes

LA AR BE R AR

Account Manager w. —Text Yes

v How To: Import Fields from a PDF Field Import

This method of importing Fields from a PDF requires access to Adobe Acrobat Pro.

If a field has already been added to a database, you are no longer able to bulk import
database field names from a PDF Field Import. You are now required to enter each field
name individually.

v How To: Add a Database Field

{{@321}}

To import field names in bulk from a CSV file, go to the Home Page of the Database Module.

5

O Databases

Filter Show databases in groups & Hide empty groups

- {Ungrouped)

Title

& [KAStrock] Locations -
«}+ Main Branch Admin Closet -
=+ Stock Supplies .

 Unigque ldentifier Database ..

Click the three dot (...) icon to open the context menu of the database you wish to enter fields
for.
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Title
+J+ [KAStrack] Locations. =

+} Branch Locations

<}« Main Branch Admin Closet ... _ View Database

| Add Entry
4 Stock Supplies =
Manage Entries

+ Unique Identifier Database w.  rioi4.
[ Rules
Upload CSV
Edit Database
Copy Database
Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

(])Fields for database 'Branch Locations’ ===
Fields ]m
i | o mprt

Field Name Field Type Validation Include on Form

Click the “PDF Field Import” button opening the PDF Field Import Modal.

PDF Field Import x

Using Adabe Acrobat Pro, Use the "Prepare Form” Tool,

After you have successfully added the fields you wish to use for your form, Add a Button on your document. Within the properties of the
button, Click an the Actions Tab. On the "Mouse Down™ trigger, add the "Submit a Form" Action.

Use the fallowing URL for the link:

hetps://trainingground kastrack.com/database pdi-entry/EASSD3350AGF431B9GFAEF25F2504020

£ Copy Link to Clipboard

Confirm that the Export Format is "PDF The complete document.”

‘Open the POF and submit the form to generate the fields here. You do not need to fill in any of the fields, and you must not sign it!

To import fields using a PDF, use the “Prepare Form” tool in Adobe Acrobat Pro. Add the fields
you wish to use for your form. Add a button on your document.

Genaral Appesance Poution Options Actons

Add an Adticn
Sedect Trigger, Moxise Down

Select Acton:  Submit & faem

Mouse Down

Submit a form

Within the button properties, click on the Actions Tab. On the “Mouse Down” trigger, add the
“Submit a Form” Action.

Use the URL link provided on the PDF Field Import Modal in KAStrack.
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Submit Form Selections

Enter & URL for this link:

Export Format Fiakd Soloction
| First Name FOF Inchude:

Last Name

frast tame) cramantal chanoes i the POE e

Favorite Color HEAL
NFDF Include:
E Red
1
B Green ' Datos ar submitted in
OFPOF The complate documant CYYYYMMED format instead of

passing the user typed values
through unchanged

E Blue = =

oK Cancel

Confirm that the Export Format is “PDF The complete document”.

B Urtsied | - Adsie Areohat (B4 bt)

First Name
Submit
T Iﬁlu

hpsArsininggrosnd ket com/delsbese pdl-eniry/TAS
SD3F50MERS Y | EFGFALFILF IS0S020

Last Name

Favorite Color

o Red
O Green

O Blue

Open the PDF and submit the form to generate the fields here.

You do not need to fill in any of the fields, and you must not sign it.
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Inventory: Introduction

Help

This document is trying to connect to:
I'.L. trainingground kastrack.com

If you trust this site, choose Allow. If you do not trust this site, choose Block.

B Remember this action for this site for all PDF documents

| Allow Block Cancel

Select “Allow” and the PDF will confirm that the fields were added to the database.

scTnt_115fmit_ghg.tmp - Adobe Acrobat (B4-bit)

Mindow  He

3 fields were added to database Branch Locations

Go to the Fields Table in the database Monday, and a warning now states that a PDF is
associated with the form and that adding/editing or deleting fields may result in the PDF no

longer being compatible.

JJFields for database '‘Branch Locations' ==

m Filter Fields: |

Field Name Field Type
#+ First Name - Text
+ Last Name - Text

#+ Favorite Color ... Radios

Validation

Warning: You have a PDF associated with this form. Adding/Modifying or deleting fields may mean that the PDF is no longer compatible with the form.

Include on Form
Yes
Yes

Yes

Database > Fields For Branch Locations

To import database entries from a CSV, go to the Home Page of the Database Module and click
the three dot menu to the right of the database you wish to import entries into.
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:[J Databases

- (Ungrouped)

Title
4 [KAStrack] Locations

+}+ Branch Locations

f+ Main Branch Admin Closet

4 Stock Supplies

Filter Show databases in groups B Hide empty groups

+f+ Unique Identifier Database ...

View Database
Add Entry
Manage Entries
Fields

Rules

Upload C5V
Edit Database
Copy Database

Delete Database

Select “Upload CSV” opening the Upload CSV for (DatabaseName) Modal.

You can also import entries by selecting “Manage Entries” from the context menu and
selecting the “Import Entries” button underneath the Database Entries Page header, which

opens the same Upload CSV Modal.

Upload CSV for Business Client Accounts x

Download Template

CSV File to import
Choose Files | No file chosen

the row will be imported as a new entry.

existing entry.

Aside from the fields in your form, there are two additional columns that can be used for an import:
« "Entry D", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

*+ "Modify Existing Entry" is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

(V. LELIY Cancel

Click the “Download Template” link at the top of the modal and a CSV file will be downloaded to
your personal device. See Notes on the Download Template before uploading your CSV file to

ensure it is done correctly.

v Notes Regarding the Downloadable Template for Uploading CSV Files

The first row of the CSV file is for each of the database fields. If you download a CSV Template
from the Upload CSV Modal, two additional column headers will show that are not database

fields: Entry ID and Modify Existing Entry.

If you are importing database entries and no entries have been added to the database yet,

leave these columns blank in your upload.

If database entries already exist in the database, the Entry ID column will contain the unique
system generated ID for each pre-existing database entry. Leave this column blank if the row
is to be imported as a new entry. The second column, Modify Existing Entry, should have a “Y”
input if the existing entry is being modified and an “N” input if it has not been modified.

Leave it blank if the entry is new.
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File name: | Business Client Account Database Entries

Save as type: CSV UTF-8 (Comma delimited)

After creating your Database Fields CSV File, save it as a CSV UTF-8 for importing.

Click the “Choose File” button and open the relevant file from your personal device.

~ | Al files v

Upload from mobile Cancel

File name: | Business Client Account Database Entries

Confirm that the correct CSV file now shows in the Upload CSV Modal.

Upload CSV for Business Client Accounts %X

Download Template

C5V File to import
Choose Files | Business Client Account Database Entries.csv

Aside from the fields in your form, there are two additional columns that can be used for an import:
* “Entry ID", which should contain the Entry D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

the row will be imported as a new entry.
* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

existing entry.

Select the “Upload” button.

| Database = lmport (5 To Buviees Cleat Acoounts
O Upload CSV for Business Client Accounts
ignone the first |1 rows | Use IDs for Reference Fields
Preview: Showing the first § rows
Entry 1D - Modify Existing Entry ~|  Business Name - City - State - Emplayee Count w| | Anaual Revnue - Account Manager -
Entry I Medify Extsting Entry Buszinwss Name City State Employes Count Anvual Revoue Account Manager
Bayou Enironmental Systems  Baton Rouge LA a2 8.3 million Jordan Matthaws
Horthern Sands Logiess Haewr Orleans [T} 13 $22.5 rrilkion Alicia Tran
Gulfstrearn Compliance Group  Naew Orleans (%) B 55.1 million Alicla Tran
RedRtver Fabmeation Warks Shrevepert La Te $13.8 milticn Marcus Delanay
Prairie Duta Solutions Lafayette [ L] 510.2 milticn Hatalie Cruz
[ arten | comce |

The entries imported from the CSV file will now show on the Upload CSV for (DatabaseName)

Page.

The system automatically indicates to ignore the first row. Click “Import Now” if there are no

errors.

A summary of the import will now show on the CSV Upload Page.

<5CSV uploaded for Business Client Accounts

5 records imported

0 records updated

0 records failed to import

Home - Entries for Business Client Accounts
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Click the “Entries for (DatabaseName)” link to see all imported entries in the Manage Entry Table.

| } , ) " .

i Entries for database 'Business Client Accounts’ =

oty | oot | o

Filtar 1z1]

Erable Bull Edi Mode
Appraval

Entry ID Submitter Endry Date Busirerty Mame City Sate Employes Count Ansual Revaue Apesunt Nasager
Approval

i - Wiz Owrbors nak Tue Oct 14 2075 st 402 P | Prairie Dats Solutions Ledayeite L& &1 £90.2 enillion Hatstie Cruz
reguired
Approvel

il = = T Tow Oct 14 2025 88 4007 P | Badiieer Fabrication Woiks Thiwiaport LA T S8 illion Marcui Deladay
Feginee
Approved

7 - e Ol -4 Tud Oct 14 2005 8t 4002 P | Qulfitrea® Compliands Oroid  New OFlesnd LA | 551 millssn Al Traa
regrired
Approwel

T - izl Ol nak Tua Octt 14 2075 &t 4007 PAL | Horthaen Sends Lagistics Haew Orlemres LA 115 5225 enifllicn debicin Tras
rgraired
Apperowal

18 = e Owlas  Aat Tue Oct 14 2075 ot 4002 P | Bayou Endrorvmentsl Tystems Baton Rouge LA 42 5.3 million Jordas Matthaws
Feguired

v How To: Add an Individual Database Entry

To add a database entry, go to the Home Page of the Database Module. Click the three dot (...)
icon to the right of the database you wish to add an entry to opening the context menu. Select
“Add Entry”.

You can select “Add Entry” from any context menu in the Database Modal without
returning to the Home Page.

Title
4+ [KAStrack] Locations e
++ Branch Locations =
++ Main Branch Admin Closet -
Pym— | Add Entry
tock Supplies e
PP Manage Entries
«f* Unique Identifier Database «.  rioige
Rules
Upload CSV
Edit Database
Copy Database
Delete Database

Selecting “Add Entry” opens the New Database Entry modal. Two visual examples of this modal
have been included below.
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The New Database Entry Modal will vary for every database, based on the fields that have
been created for it.

New Database Entry x
Locations
Shelfl-Binl v
Items
| | New Database Entry x
pluantity | Shelf
Part Type
[Please choose... v Bin
Category Please Choose v
Client v
E Cancel Save NELIE]

Input the entry data into the modal. Select “Save” for the new entry to be added to the database.

If no fields have been created for the database, the New Database Entry Modal will show without
any fields as seen below.

New Database Entry

LEIT Cancel

If you select to “Save” a database entry prior to the creation of database fields, an entry
will be assigned an Entry ID by the system and will show in the Entries Table. The
submitter, approval status, and entry date will be logged.

J)Entries for database '‘Branch Locations' ===

| Filter |

[ Enable Bulk Edit Mode
Approval
Entry ID Submitter Entry Date
akd Status try
Approval
12 Mitzi Orkus not Mon Oct 13 2025 at 6218 PM
required

Now that your stock database has been created and filled with inventory item entries, it is ready to
be integrated into an inventory.
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Unique Items Database

The unique items database is generated if you have inventory items that have a unique identifier, such a
serial number. The fields included in the Unique Items Database will show on the modal for each unique
item in the inventory. Inventories are not required to have a unique items database to function properly.

View Database Entry #15 x
Location Alberta - Warehousel - Shelf 02
Title Pressure Relief Valves
Quantity 0
Part Type Unigue
Category Hardware
Manufacturer
Vendor
Image ——y
4

Your unique items database can include a variety of fields, but for the Inventory Module to function

properly, it must have field(s) that identify the inventory item (title) and field(s) that are used to identify
the unique item.

v How To: Create a Unique Items Database

To create a unique items database, go to the Home Page of the Database Module and create a new
database. Click the “Create Database” button and input a database title and description. Select the

appropriate database group from the dropdown menu. You can use default access parameters or
customize database specific parameters.

v How To: Create a Database

To create a new database, go to the Home Page of the Database Module.

(lj Databases

Create Database

[Filter Show databases in groups B Hide empty groups

- (Ungrouped)

Title
+ [KAStrack] Locations -
+f Main Branch Admin Closet -
++ Stock Supplies —
++ Unique Identifier Database -
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Click the “Create Database” button, opening the New Database Modal.

Title *
Group
[No Groups Created) v

Description

Tags

G Allow Detault Access

Input a Title for the new database. Select any groups the database should be associated with.
Provide a description of the database and its purpose in the textbox provide. Select any tags
desired.

Select the “Allow Default Access” checkbox to indicate that the database should follow the
defaults established by module and access levels. If this checkbox is not selected, you will be
required to establish user specific access based on individual or certification roles.

Additional Database Specific Permissions

Admins

Note: Users or Roles listed have admin level permissions for this database. This includes editing and defeting the database, managing the
database felds and [unless prohibited) managing entries,

Manage Entry Pérmissions

Note: Users or Roles listed have manage level permissions for this database. This includes adding, editing and deleting entries.

View Entry Permissions

Note: Users or Roles listed have view level permissions for this database. This allows enly viewing of entries.

Allow integration with

Note: The above permissions only apply lo users accessing this database via the database module. When integrated with other modules,
wsers automatically have access to view and add entres for relevant items in the module. Example: If no-one is allowed to view this
database, but it is integrated to forms, then semeone wheo can fill out the form can see the entries in this database.

m ::CI e L.:

The following database specific permissions are selected via drop down menu lists that include all
individuals and certification roles that can be assigned permission.

Admins allows users or role to have admin module level permissions for this particular database.
A list of all admin module level permissions is shown in the table below.

Database Admin Module Level Permissions

Manage roles (add/view/edit/delete, assign hidden roles, role permissions)
Database (view/edit/delete/list/add, upload csv)
Database Fields (edit/delete/view/list)
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Database Entry (view/edit/delete/list/add)

Can delete entries from other modules

Database draft entries (abandon drafts from guests/users, view drafts from users/guests, list
drafts from user/guests, reassign)

Database Group (list/add/edit/delete/view)

Manage Entry Permissions gives the indicated users permission to view, add, edit, and delete
database entries.

View Entry Permissions gives the indicated users permission to view database entries.

Allow Integration With denotes which other modules can link with and integrate with this
database or forms for reference.

The Database Module can be integrated with the following modules:

¢ Forms
o Database

Inventory
« Grid

Click “Cancel” and return to the Database Module Home Page without any changes being made.
Select “Save” to create the new database and you will be directed to the Fields Table for your
newly copied database.

[ _. . N
OFields for database 'Branch Locations' ===
_' Fields |m

Field Mame Field Type Validation Include on Form

Once a database has been created, you can enter database fields into it.

¥ How To: Import Fields from a CSV File Into a Database

To import database entries from a CSV, database fields must already have been
Created.

v How To: Add a Database Field

{{@321}}
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¥ How To: Import Fields from a CSV File Into a Database

{{@339}}

Inventory: Introduction

v How To: Import Fields from a PDF Field Import

{{@340}}

To import database entries from a CSV, go to the Home Page of the Database Module and
click the three dot menu to the right of the database you wish to import entries into.

i.[) Databases

- (Ungrouped)

Title
++ [KAStrack] Locations =
+ Branch Locations -
f+ Main Branch Admin Closet «
+ Stock Supplies .
+f+ Unique Identifier Database ...

Filter Show databases in groups B Hide empty groups

View Database
Add Entry
Manage Entries
Fields

Rules

Upload C5V

Edit Database
Copy Database
Delete Database

Select “Upload CSV” opening the Upload CSV for (DatabaseName) Modal.

You can also import entries by selecting “Manage Entries” from the context menu and
selecting the “Import Entries” button underneath the Database Entries Page header,

which opens the same Upload CSV Modal.

Upload CSV for Business Client Accounts x

Download Template

CSV File to import

Choose Files | Nofile chosen

the row will be imported as a new entry.

existing entry.

Aside from the fields in your form, there are two additional columns that can be used for an import:
« "Entry D", which should contain the Entry |D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

« "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to Y if you want the row to modify the

(V. .ELA Cancel

Click the “Download Template” link at the top of the modal and a CSV file will be downloaded
to your personal device. See Notes on the Download Template before uploading your CSV file

to ensure it is done correctly.
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¥ Notes Regarding the Downloadable Template for Uploading CSV Files

The first row of the CSV file is for each of the database fields. If you download a CSV

Template from the Upload CSV Modal, two additional column headers will show that are
not database fields: Entry ID and Modify Existing Entry.

If you are importing database entries and no entries have been added to the database

yet, leave these columns blank in your upload.

If database entries already exist in the database, the Entry ID column will contain the

unique system generated ID for each pre-existing database entry. Leave this column blank
if the row is to be imported as a new entry. The second column, Modify Existing Entry,
should have a “Y” input if the existing entry is being modified and an “N” input if it has
not been modified. Leave it blank if the entry is new.

File name: | Business Client Account Database Entries

Save as type: CSV UTF-8 (Comma delimited)

After creating your Database Fields CSV File, save it as a CSV UTF-8 for importing.

Click the “Choose File” button and open the relevant file from your personal device.

File name: | Business Client Account Database Entries

| Al files

Upload from mobile

Cancel

Confirm that the correct CSV file now shows in the Upload CSV Modal.

Upload CSV for Business Client Accounts x

Download Template

CSV File to import
Choose Files | Business Client Account Database Entries.csv

the row will be imported as a new entry.

existing entry.

Aside from the fields in your form, there are two additional columns that can be used for an import:
= "Entry ID", which should contain the Entry IDif the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

Select the “Upload” button.

-l- Upload €5V for Business Client Accounts
Ignore the first |1 rows L) Use IDs for Reference Fislds

Preview: Showing the first § rows

Entry IO - Modify Existing Entry  w Business Name - City
Entry I Medify Exizting Entry Buzingis Mame iy
Bayou Ensronmental Systems Baton Rouge
Mortharn Sands Logistics M Orloans.

Gulfstream Compliance Grovp  Hew Orlesrs.
RedRrver Fabrmcation Warks Sheeveport
Prairie Data Sclutions Lafayette

cCmen

FCCCC§§

Emplayes Count
Empleyee Count

18

&1

Annual Revnue
Arewal R
.3 milkion
$12.5 millien
5.1 millisn
$12.8 million

$10.2 million

Account Manager
Actount Manager
Jordan Matthews
Alicta Tran

Alicla Tran
Marcys Celarey

Hatalie Cruz

s i C5% To Business Clieat Acgounts
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The entries imported from the CSV file will now show on the Upload CSV for (DatabaseName)
Page.

The system automatically indicates to ignore the first row. Click “Import Now"” if there are no
errors.

A summary of the import will now show on the CSV Upload Page.

&)CSV uploaded for Business Client Accounts

5 records imported

0 records updated

0 records failed to import

Home - Entries for Business Client Accounts

Click the “Entries for (DatabaseName)” link to see all imported entries in the Manage Entry

Table.
| } S " .
Entries for database 'Business Client Accounts’ ==
Filter E

Ersuble Bull Edi Mods
Appreval

Enlry ID Saibmitter Entry Date Builfris Hame City Sate Employes Count Anfual Reviiue Adisinl Nafiger
Approvel

" - Miezi Owkouis nak Tue Oet 14 2078 st 4002 PAL | Praivie Dats Sslutions Lafwyetne LA &1 E10.2 evsfllion Matatie Cruz
rguired
Approved

il = Miesh Orba: Aok Tow Oct 14 2075 a8 4007 P | Beditiver Fabrication Works heopat La Ta 11,8 million Marcut Delanay
Frgrired
Anprovel

17 - i Ol nal Tus Oct 14 2075 81 4007 Pa | Qulfstream Complinnce Oroup  New Orlesm LA i 55,1 millson Al Tram
= T
Approved

| |- e e T nof T Ot 14 2075 ot 4007 P Hortfern Sands Logistics Harww Orlemrs LA 115 £22.% million adicia Tras
Frcrsirpd
Approval

| I ezl Ovlus Aot Tiew Oct 74 2025 0t 40072 P | Bayou Endrorrrendal Syatems Baton Rouge LA 432 5.3 millian Jordan Matthews
Feguired

v How To: Import Fields from a PDF Field Import

This method of importing Fields from a PDF requires access to Adobe Acrobat Pro.

If a field has already been added to a database, you are no longer able to bulk import
database field names from a PDF Field Import. You are now required to enter each field
name individually.
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v How To: Add a Database Field

{{@321}}

To import field names in bulk from a CSV file, go to the Home Page of the Database Module.

J > Databases

Filter B Show databases in groups B Hide empty groups

- {Ungrouped)

Title
+}+ [KAStrack] Lecations -
«} Main Branch Admin Closet -
+ Stock Supplies —
* Unique Identifier Database -

Click the three dot (...) icon to open the context menu of the database you wish to enter fields

for.

Title
+} [KAStrack] Locations

+} Branch Locations

+}+ Main Branch Admin Closet

= | Add Entry
b Stock Supplies ™| Manage Entries
+f Unique Identifier Database .. ..
| Rutes

Upload CSV

Edit Database

Copy Database

Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

(L)Fields for database 'Branch Locations’ ===
= -
Cronrts T rorvman

Field Name Field Type Validation Include on Form

Click the “PDF Field Import” button opening the PDF Field Import Modal.

file:///D:/Downloads/inventory-introduction.html 144/182


https://kaswiki.kastrack.com/uploads/images/gallery/2026-01/cGVimage.png
https://kaswiki.kastrack.com/uploads/images/gallery/2026-01/cGVimage.png
https://kaswiki.kastrack.com/uploads/images/gallery/2026-01/qj7image.png
https://kaswiki.kastrack.com/uploads/images/gallery/2026-01/qj7image.png
https://kaswiki.kastrack.com/uploads/images/gallery/2026-01/3pNimage.png
https://kaswiki.kastrack.com/uploads/images/gallery/2026-01/3pNimage.png

3/21/26, 6:42 PM Inventory: Introduction

PDF Field Import x

Using Adobe Acrobat Pro, Use the “Prepane Form” Tool.

After you have successfully added the fields you wish to use for your form, Add a Button on your document. Within the properties of the
button, Click an the Actions Tab. On the "Mouse Down™ trigger, add the "Submit a Form" Action.

Use the fallowing URL for the link:

«Confirm that the Export Format is "PDF The complete document.”

‘Open the POF and submit the form to generate the fields here. You do not need to fill in any of the fields, and you must not sign it!

To import fields using a PDF, use the “Prepare Form” tool in Adobe Acrobat Pro. Add the fields

you wish to use for your form. Add a button on your document.

Gereral Agpasance Poution Options Actiom:

Add an Acticn
Satect rgger. Mouse Bowe

Select Acton:  Submit & faem

Atz

Submit a form

neched Closs

Within the button properties, click on the Actions Tab. On the “Mouse Down” trigger, add the

“Submit a Form” Action.

Use the URL link provided on the PDF Field Import Modal in KAStrack.

Submit Form Selections.

Enter a URL for this kink:

M
= Expoet Format

First Name FOF Inchude:

Last Name

[l Hama) incremental changes to the POF e

S HTML
Favorite Color Comvert bt 1o standied lormet:
(_JXFDF Inchade:
B ot s
1
B Green Dates are submitied in

CYYYYMMOOD format instead of
passing the user typed values

thy hanged.
g Blue L

O POF The complate documant

oK Cancel

Confirm that the Export Format is “PDF The complete document”.
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B Uratied 1 - Adoibe Acrobat |64 k)

First Name

Submit

L] |ﬁ ]

T ) hiRps Arsinenggrosnd ebrec com, delsbense, pdi-entry/LAS
.
Favorite Color S0 BSR4  BHGFALF T5F 2508020

O Red
o Green

O Blue

Last Name

Open the PDF and submit the form to generate the fields here.

You do not need to fill in any of the fields, and you must not sign it.

This document is trying to connect to:
l“ trainingground kastrack.com

If you trust this site, choose Allow. If you do not trust this site, choose Block.

B Remember this action for this site for all PDF documents

Help Allow Block Cancel

Select “Allow” and the PDF will confirm that the fields were added to the database.

.@\

3 fields were added to database Branch Locations

Go to the Fields Table in the database Monday, and a warning now states that a PDF is
associated with the form and that adding/editing or deleting fields may result in the PDF no

longer being compatible.
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(gFields for database '‘Branch Locations' ==

m Filter Fields: |

Field Name Field Type
4+ First Name .. Text
+ Last Name - Text

4+ Favorite Color ... Radios

Validation Include on Form
Yes

Yes

Yes

Database > Fields For Branch Locations

Warning: You have a PDF associated with this form. Adding/Modifying or deleting fields may mean that the PDF is no longer compatible with the form.

v How To: Add a Database Field

To create a database field, go to the Home Page of the Database Module.

Click the three dot (...) icon to open the context menu of the database you wish to enter fields

for.

Select “Fields” opening the Fields for database (DatabaseName) Page.

J} Databases

Create Database

- (Ungrouped)

Title
++ [KAStrack] Locations
+ Main Branch Admin Closet ..
++ Stock Supplies -
+ Unique Identifier Database ..

Filter | B Show databases in groups E Hide empty groups

Title
+ [KAStrack] Locations
< Branch Locations
+ Main Branch Admin Closet

+ Stock Supplies

+ Unique Identifier Database ...

| Add Entry
Manage Entries
Fields
Rules
Upload CSV
Edit Database
Copy Database

Delete Database

There are two ways to add a field to the Field Table. Click the “New Field” button above the

Field Table or click the three dot (...) icon to the right of the page header opening the context
menu and select “Add Entry”.
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&Fields for database ‘Branch Locations’ ==
. AL ntry
Fields m Edit Database

Rules
Field Hame Field Type Validation Include on Form

Manage Entries

This opens the New Database Field Modal.

The creation of a new field will always require you to enter a field name. Include an input for
the displayed label and select the field type from a dropdown menu. The inputs on the New
Database Field Modal will vary based on the Field Type.

Possible field types in the database module include Form Fields, Formatting Fields, Utility
Fields, or a Reference to Another Database.

A database field can only have one field type. If you need to utilize another (e.qg., for

formatting purposes), you can set the displayed label to be same, but the field label
must be unique.

For an explanation of field types and the formatting choices associated with each one,
reference the Understanding Fields Section of the Database Module in the User Manual.

New Database Field
Field Name (-2, A-Z,0-9, _, - and space only)
Displayed Label
Field Type
[section start ~|
Form Fields a
Text
‘ Text Box
! HTML Text Box 7 section end. All C55 styles my
1 ‘splay css style lor a section,
Checkbox: " il
Dropdown
Radios )
px, B: | px, L
Date - |
p, B: px, L
Date/Time — —
File Upload
Image
Password
Formatting
Section Start
Section End
Tabs Start
Tabs End
utility
Information
Calculated Field
Sequential Number i

Once you are finished inputting the information for the new field, select “Save” and the new
database field will show in the Field Table.
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Fields can also be imported in bulk into a Database from a CSV.

v How To: Import Fields from a PDF Field Import

{{@340}}

Once you have entered database fields, you can add database entries into it.

v How To: Add an Individual Database Entry

To add a database entry, go to the Home Page of the Database Module. Click the three dot
(...) icon to the right of the database you wish to add an entry to opening the context menu.
Select “Add Entry”.

You can select “Add Entry” from any context menu in the Database Modal without
returning to the Home Page.

Title
«}+» [KAStrack] Locations =
++ Branch Locations =
« Main Branch Admin Closet -.. kA Database
+ | Add Entry
Stock Supplies e
opt | Manage Entries
b Unique Identifier Database ...  ricids
Rules
Upload CSV

Edit Database
Copy Database

Delete Database

Selecting “Add Entry” opens the New Database Entry modal. Two visual examples of this
modal have been included below.

The New Database Entry Modal will vary for every database, based on the fields that
have been created for it.
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Input the entry data into the modal. Select “Save” for the new entry to be added to the

New Database Entry x

Locations
Shelf1-Binl
Items

Quantity

Part Type
[Please Choose...

Category

Client

Inventory: Introduction

New Database Entry x

Shelf

Bin

Please Choose v

L\ Cancel

database.

If no fields have been created for the database, the New Database Entry Modal will show

without any fields as seen below.

New Database Entry

If you select to “Save” a database entry prior to the creation of database fields, an
entry will be assigned an Entry ID by the system and will show in the Entries Table. The

submitter, approval status, and entry date will be logged.

| Filter |

(] Enable Bulk Edit Mode
roval
Entry ID Submitter App
Status
Approval
12 o Mitzi Orkus not
required

J)Entries for database 'Branch Locations' ===

Entry Date

Mon Oct 13 2025 at 6:18 PM

v How To: Import Database Entries from a CSV

To import database entries from a CSV, database fields must already have been

created.
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v How To: Add a Database Field

{{@321}}

v How To: Import Fields from a CSV File Into a Database

{{@339}}

v How To: Import Fields from a PDF Field Import

{{@340}}

To import database entries from a CSV, go to the Home Page of the Database Module and
click the three dot menu to the right of the database you wish to import entries into.

:!w Databases

Filter Show databases in groups B Hide empty groups
- (Ungrouped)
Title

++ [KAStrack] Locations =

+} Branch Locations -

+} Main Branch Admin Clozet -

4 Stock Supplies | View Database
Add Entry

+f+ Unique Identifier Database ...
Manage Entries
Fields
Rules
Uptoad CSV
Edit Database
Copy Database
Delete Database

Select “Upload CSV” opening the Upload CSV for (DatabaseName) Modal.

You can also import entries by selecting “Manage Entries” from the context menu and
selecting the “Import Entries” button underneath the Database Entries Page header,
which opens the same Upload CSV Modal.

Upload CSV for Business Client Accounts x

Download Template

CSV File te import
Choose Files | No file chosen

Aside from the fields in your form, there are two additional columns that can be used for an import:
* "Entry 10", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,
the row will be imported as a new entry.
* "Modify Existing Entry" is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

existing entry.
[V LELI Cancel
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Click the “Download Template” link at the top of the modal and a CSV file will be downloaded
to your personal device. See Notes on the Download Template before uploading your CSV file
to ensure it is done correctly.

¥ Notes Regarding the Downloadable Template for Uploading CSV Files

The first row of the CSV file is for each of the database fields. If you download a CSV
Template from the Upload CSV Modal, two additional column headers will show that are
not database fields: Entry ID and Modify Existing Entry.

If you are importing database entries and no entries have been added to the database
yet, leave these columns blank in your upload.

If database entries already exist in the database, the Entry ID column will contain the
unique system generated ID for each pre-existing database entry. Leave this column blank
if the row is to be imported as a new entry. The second column, Modify Existing Entry,
should have a “Y” input if the existing entry is being modified and an “N” input if it has
not been modified. Leave it blank if the entry is new.

File name: | Business Client Account Database Entries

Save as type: CSV UTF-8 (Comma delimited)

After creating your Database Fields CSV File, save it as a CSV UTF-8 for importing.

Click the “Choose File” button and open the relevant file from your personal device.

File name: | Business Client Account Database Entries v | Al files v

Upload from mobile Cancel

Confirm that the correct CSV file now shows in the Upload CSV Modal.

Upload CSV for Business Client Accounts x

Download Template

C5V File to import
Choose Files | Business Client Account Database Entries.csv
Aside from the fields in your form, there are two additional columns that can be used for an import:
* "Entry ID", which should contain the Entry ID if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,
the row will be imported as a new entry.
* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

existing entry.

Select the “Upload” button.
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| Distabaser > Imgaart (5 To Busirss Client Acounts
© Upload CSV for Business Client Accounts
igrove the first |1 rows [ Use I0s for Reference Fislds
Preview: Showing the first § rows
Entry D - Modify Existing Entry  ~ | | Business Name - City - State - Employee Count | [Annual Revnoe - Account Manager -
Entry ID Medify Existing Entry Business Hame City State Employes Count Anrwal Reveue Account Manager
Bayou Enfronmental Systems Baton Rouge LA 42 58,3 million Jordan Matthaws
Nerthern Sands Logistics e Orloan L "s $22.5 milkion Abicia Tras
Gulfstream Compliance Grovp  Mew Orlesrs. L kL §5.1 millisn Aliels Tran
RndRtiver Fabrication Warks Shrevepert L ] $13.8 millicn Mareus Delaney
Frairie Dats Solutions Lafayette La &1 510.2 million Hatalie Cruz
[ oot | conca

The entries imported from the CSV file will now show on the Upload CSV for (DatabaseName)
Page.

The system automatically indicates to ignore the first row. Click “Import Now” if there are no
errors.

A summary of the import will now show on the CSV Upload Page.

&)CSV uploaded for Business Client Accounts

5 records imported

0 records updated

0 records failed to import

Home - Entries for Business Client Accounts

Click the “Entries for (DatabaseName)” link to see all imported entries in the Manage Entry

Table.

| : : : : '

CEntries for database 'Business Client Accounts’ ==

CI o

Filigr E

Erable Bulk Ediy Mode
Appreval

EntryID  Submitter Entry Date Buineis Hame City Sate  Employes Count  Ancwual Reviue  Acccunt Masager
Approsa

| | - Mgz Orkous ok Tue Oct 14 2025 st 4002 PML | Praivis Duts Solutions Lafayetne LA &1 51002 evsfllion Hatstie Cruz
reguired
Approvel

il = ez Ok Aok Tuw et 14 2015 ot 4000 Pad | Becdicheer Fabrication Wiarks Ihiroepont L& T S10.5 enillion sarcus Delanay
Frgrired
Approvel

7 - e Ol Al Tus Oct 14 2025 8t 4002 P | Gulfseream Compliencs Oroup  Hew Orles LA i 5.0 illsan At Tram
reguired
Approvel

|- iz Ol nak Tus Oct 14 2075 6t 4007 P | Morthaen Sends Lagistics Haw Orlemres LA 115 £322.5 million Adicin Tras
reired
Approved

| I [ T R Tue Oct 14 2025 ot 4002 P | Bayou Endrcrrrendsl Syitems Batosn Rouge LA 42 553 millian Jordan Matthews
Feguilred
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Inventory: Introduction

Title *
[ seristized inventory |

‘Group
(Mo Groups Created) |
Description
Unigue items database needed hor inventory creation

P

Tags

Sel e Oplions
18 Aliow Default Access
Additional Database Specific Permissions
Adming

Select Sorme -_:-I.: o
Wote: Users or Roles listed have admin level pevmis for this database. This includes editing and defeling the database, managing the

database feids and {unless prohibited) managing entries.

Manage Entry Permissians
- Some Options
Note: Users or Roles listed have manage level permissions for this database. This includes adding. editing and deleting entries.

View Entry Permissions

Select Some Options
Note: Users or Roles listed have view level permissions for this database, This allows only viewing of entries.

AMlow integration with

Database : Reference from a Database % ¥ : Integs h the b ry Module %

Nore: The above permissions only apply te users accessing this database via the database module, When integrated with other modules,
users automatically have access fo view and add entries for relevant items in the module, Exrmple: If no-one is allowed to view this
database, but it is integrated to forms, then someone who can fill out the farm can see the entries in this database.

Select “Save” and the system will direct you to the Fields Page, where new fields can be added. Your

unique items database can include a variety of fields, but for the Inventory Module to function
properly, it must have field(s) that identify the inventory item (title) and field(s) that are used to
identify the unique item.

v How To: Add a Database Field

To create a database field, go to the Home Page of the Database Module.

Click the three dot (...) icon to open the context menu of the database you wish to enter fields

for.

J) Databases

Filter Show databases in groups E Hide empty groups

- (Ungrouped)

Title
+s [KAStrack] Locations —
4+ Main Branch Admin Closet ..
+}+ Stock Supplies —
+} Unique Identifier Database .
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Title
+}+ [KAStrack] Locations

++ Branch Locations

+» Main Branch Admin Closet ..

| Add Entry
Stock Supplies .
+ S | Manage Entries

++ Unique Identifier Database ... Fields
‘ Rules
Upload CSV
Edit Database
Copy Database

Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

There are two ways to add a field to the Field Table. Click the “New Field” button above the Field
Table or click the three dot (...) icon to the right of the page header opening the context menu
and select “Add Entry”.

L]) Fields for database '‘Branch Locations’ == T

s ~_
Feles m Edit Database
m PDF Field import Fields

Rules
Field Hame Field Type Validation Include on Form

Manage Entries

This opens the New Database Field Modal.

The creation of a new field will always require you to enter a field name. Include an input for the
displayed label and select the field type from a dropdown menu. The inputs on the New Database
Field Modal will vary based on the Field Type.

Possible field types in the database module include Form Fields, Formatting Fields, Utility Fields,
or a Reference to Another Database.

A database field can only have one field type. If you need to utilize another (e.qg., for
formatting purposes), you can set the displayed label to be same, but the field label must
be unique.

For an explanation of field types and the formatting choices associated with each one, reference
the Understanding Fields Section of the Database Module in the User Manual.
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Inventory: Introduction

New Database Field

Field Name (a-z, 4-Z,0-9, _, - and space enly) *

Displayed Labe!

Field Type

[Section start v

Form Fields Y

Text

‘ Text Boo

© HTML Text Boox 7 section end. All C55 styles my

1 ‘splay css style lor a section.
Checkbox - -]
Dropdown
Radios

o, B px, L
Date . .
px, B: o, L.

Date/Time - -
File Upload
Image
Password

Formatting
Section Start
Section End
Tahs Start
Tabs End

Utility
Information
Calculated Field
Sequential Number o

Once you are finished inputting the information for the new field, select “Save” and the new

database field will show in the Field Table.

Fields can also be imported in bulk into a Database from a CSV.

v How To: Import Fields from a PDF Field Import

name individually.

v How To: Add a Database Field

{{@321}}

To import field names in bulk from a CSV file, go to the Home Page of the Database Module.

file:///D:/Downloads/inventory-introduction.html
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J Databases

Create Database

Filter Show databases in groups @ Hide empty groups
- {Ungrouped)

Title
b [KAStrack] Locations —

+ Main Branch Admin Closet ..
++ Stock Supplies er
< Unigue ldentifier Database w.

Click the three dot (...) icon to open the context menu of the database you wish to enter fields
for.

Title
+J+ [KAStrack] Locations —

+} Branch Locations

<}« Main Branch Admin Closet ... _ View Database

| Add Entry
4 Stock Supplies =
Manage Entries

+ Unique Identifier Database w.  rioi4.
[ Rules
Upload CSV
Edit Database
Copy Database
Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

(])Fields for database 'Branch Locations’ ===

= -
m PDF Field Import

Field Name Field Type Validation Include on Form

Click the “PDF Field Import” button opening the PDF Field Import Modal.

PDF Field Import x

Using Adobe Acrobat Pro, Use the "Prepare Form™ Tool.

After you have successfully added the fields you wish to use for your form, Add a Button on your document. Within the properties of the
button, Click an the Actions Tab. On the "Mouse Down™ trigger, add the "Submit a Form" Action.

Use the fallowing URL far the link:

hitps://trainingground kastrack com/database fndi-entry/ EASSD33S0AEF4 31 BOGFAEFZEF2504020

¥ Copy Link to Clipboard

Confirm that the Export Format is "PDF The complete decument.”

Open the POF and submit the form to generate the fields here. You do not need to fill in any of the fields, and you must not sign it!

To import fields using a PDF, use the “Prepare Form” tool in Adobe Acrobat Pro. Add the fields
you wish to use for your form. Add a button on your document.
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Within the button properties, click on the Actions Tab. On the “Mouse Down” trigger, add the

“Submit a Form” Action.

Inventory: Introduction

Button Fropertes

Ganarsl Appesarce Poution Options Aciom
Al an Adtien
Salaet Triggee  Moute Down

Selact Achon:  SUbmit 2 foem

Lechea

Use the URL link provided on the PDF Field Import Modal in KAStrack.

Submid Form Selectons.

Enter a URL for this kink:

Export Format
First Name FOF Include:
Last Name
Favorite Color ikl
XFDF Inclade:
! Red
ﬂ Green
O POF The complate documant
E Blue

Fiald Solection

Date Options

Dates are submiitted in
DENYYYMMDO format instead of
passing the user typed values
through unchanged.

oK Cancel

Confirm that the Export Format is “PDF The complete document”.
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B Uratied 1 - Adoibe Acrobat |64 k)

First Name

Submit

L] |ﬁ ]

T ) hiRps Arsinenggrosnd ebrec com, delsbense, pdi-entry/LAS
.
Favorite Color S0 BSR4  BHGFALF T5F 2508020

O Red
o Green

O Blue

Last Name

Open the PDF and submit the form to generate the fields here.

You do not need to fill in any of the fields, and you must not sign it.

This document is trying to connect to:
l“ trainingground kastrack.com

If you trust this site, choose Allow. If you do not trust this site, choose Block.

B Remember this action for this site for all PDF documents

Help Allow Block Cancel

Select “Allow” and the PDF will confirm that the fields were added to the database.

.@\

3 fields were added to database Branch Locations

Go to the Fields Table in the database Monday, and a warning now states that a PDF is
associated with the form and that adding/editing or deleting fields may result in the PDF no

longer being compatible.
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Inventory: Introduction

m Filter Fields: |

Field Name Field Type

4+ First Name .. Text

Validation

+ Last Name - Text

4+ Favorite Color ... Radios

J)Fields for database '‘Branch Locations' ==

Include on Form
Yes
Yes

Yes

Database > Fields For Branch Locations

Warning: You have a PDF associated with this form. Adding/Modifying or deleting fields may mean that the PDF is no longer compatible with the form.

v How To: Import Fields from a CSV File Into a Database

If a field has already been added to a database, you are no longer able to bulk import
database field names from a CSV file. You are now required to enter each field name

individually.

v How To: Add a Database Field

To create a database field, go to the Home Page of the Database Module.

Filter

Title

J ) Databases

Create Database

| € Show databases in groups [ Hide empty groups

- (Ungrouped)

+}+ [KAStrack] Locations

<+ Main Branch Admin Closet ..
+} Stock Supplies

+ Unique Identifier Database -

Click the three dot (...) icon to open the context menu of the database you wish to enter fields

for.
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Title
+}+ [KAStrack] Locations

++ Branch Locations

+» Main Branch Admin Closet ..

| Add Entry
Stock Supplies -
+ S | Manage Entries

++ Unique Identifier Database ... Fields
‘ Rules
Upload CSV
Edit Database
Copy Database

Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

There are two ways to add a field to the Field Table. Click the “New Field” button above the
Field Table or click the three dot (...) icon to the right of the page header opening the context
menu and select “Add Entry”.

L]) Fields for database ‘Branch Locations’ == T
Fields m Edit Database

Rules
Field Hame Field Type Validation Include on Form

Manage Entries

This opens the New Database Field Modal.

The creation of a new field will always require you to enter a field name. Include an input for

the displayed label and select the field type from a dropdown menu. The inputs on the New
Database Field Modal will vary based on the Field Type.

Possible field types in the database module include Form Fields, Formatting Fields, Utility
Fields, or a Reference to Another Database.

A database field can only have one field type. If you need to utilize another (e.g., for
formatting purposes), you can set the displayed label to be same, but the field label
must be unique.

For an explanation of field types and the formatting choices associated with each one,
reference the Understanding Fields Section of the Database Module in the User Manual.
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Once you are finished inputting the information for the new field, select “Save” and the new

Inventory: Introduction

New Database Field

Field Mame (a-z, A-Z,0-9, _, - and space only) *
Displayed Label

Field Type
[Section start v

Form Fields A
Text
‘ Text Box

¢ HTML Text Box 1 section end. ANl CS5 styles my
‘splay css style lor a section.

Checkbox o -
Dropdown
Radios .
o, B | B, L
Date - 1
px, B: px, L
Date/ Time — -
File Upload
Image
Password
Formatting
Section Start
Section End
Tahs Start
Tabs End
utility
Information

Calculated Field

Sequential Number o

database field will show in the Field Table.

Fields can also be imported in bulk into a Database from a CSV.

v How To: Import Fields from a PDF Field Import

{{@340}}

To import database field names from a CSV file, go to the Home Page of the Database Module.

Click the three dot (...) icon to open the context menu of the database you wish to enter fields

for.

file:///D:/Downloads/inventory-introduction.html

(1) Databases

Create Database

Filter

- (Ungrouped)

Title
+}+ [KAStrack] Locations

| & Show databases in groups @ Hide empty groups

«f Main Branch Admin Closet ...

+f+ Stock Supplies

+f Unique Identifier Database -
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Title
b [KAStrack] Locations

«}» Branch Locations

+ Main Branch Admin Closet ...

Add Entry

Stock Supplies
* - Manage Entries

4+ Unique Identifier Database ... I Fields
I Rules
Upload CSV
Edit Database
Copy Database

Delete Database

Select “Upload CSV” opening the Upload CSV for (DatabaseName) Modal.

Upload CSV for Branch Locations o

The first line of the CSV file will be used to name the database columns.

CSV File toimport
Choose Files | Nofile chosen
Aside from the fields in your form, there are twe additional columns that can be used for an impaert:
= "Entry ID", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

the row will be imported as a new entry.
* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

existing entry.

When creating your CSV file, the first row of the CSV file is used. Each individual cell in that
row will be a database field used as columns for data entry. When importing bulk field
names, the notes in the Upload CSV Modal on “Entry ID” and “Modify Entry ID” are not
relevant.

File name: | Business Account Fields

Save as type: | CSV UTF-8 (Comma delimited)

After creating your Database Fields CSV File, save it as a CSV UTF-8 for importing.

Click the “Choose File” button and open the relevant file from your personal device.

File name: | Business Account Fields ~ Al files -

Upload from mabile Cancel

Confirm that the correct CSV file now shows in the Upload CSV Modal.
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CSV File to import

existing entry.

| Choose Files | Business Account Fields.csv

Inventory: Introduction

Upload CSV for Business Client Accounts x

The first line of the CSV file will be used to name the database columns.

Aside from the fields in your form, there are two additional columns that can be used for an import:
* "Entry ID", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,
the row will be imported as a new entry.
* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to medify the

Select the “Upload” button.

[ Use IDs for Reference Fields

Preview: Showing the first 5 rows

Name: Name:
Business Name City

Type: | Text | Type: | Text
Validation: Validation:

CBUpload CSV for Business Client Accounts

The database fields will be created based on the first line of the C5V file. You can choose the field types and validation for the database fields here.

Name:
State

Type: Text

Validation:

Name:

: Employee Count
Type: | Text |
Validation:

Database = Import C5V To Business C

Mame:

Annual Revnue
Type: Text ~
Validation:

Configure each database field as desired. Field types shown on the dropdown menu include form
fields: Text, Text Box, Checkbox, Dropdown, Radios, Data, and Data/Time.

Select “Import Now” and a summary of the import with show on the CSV Upload Page.

(ECSV uploaded for Business Client Accounts

0 records imported
0 records updated

0 records failed to import
Home - Entries for Business Client Accounts

All imported field will now show on the Fields for database (DatabaseName) Page in the Fields

Table.

(5 Fields for database '‘Business Client Accounts’ ===

LT Filter Fields:

Field Name

Business Name ..
City =
State -
Employee Count .

Annual Reviue -

L AR K 2K A8 3R ¢

Account Manager .

Field Type
Text
Text
Text
Text
Text

Text

Validation

Include on Form
Yes
Yes
Yes
Yes
Yes

Yes

v How To: Import Fields from a PDF Field Import
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This method of importing Fields from a PDF requires access to Adobe Acrobat Pro.

If a field has already been added to a database, you are no longer able to bulk import
database field names from a PDF Field Import. You are now required to enter each field
name individually.

v How To: Add a Database Field

To create a database field, go to the Home Page of the Database Module.

(]'J- Databases

Filter Show databases in groups & Hide empty groups

- (Ungrouped)

Title
++ [KAStrack] Locations
<} Main Branch Admin Closet .-
++ Stock Supplies

4 Unique Identifier Database ...

Click the three dot (...) icon to open the context menu of the database you wish to enter fields
for.

Title
+» [KAStrack] Locations
++ Branch Locations
4 Main Branch Admin Closet ... AL
| Add Entry
Stock Supplies
* PP | Manage Entries
b Unique Identifier Database w.  riclds

Rules

Upload CSV
Edit Database
Copy Database

Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.
There are two ways to add a field to the Field Table. Click the “New Field” button above the

Field Table or click the three dot (...) icon to the right of the page header opening the context
menu and select “Add Entry”.
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Inventory: Introduction

&Fields for database ‘Branch Locations’ ==
. AL ntry
Fields m Edit Database

Rules
Field Hame Field Type Validation Include on Form

Manage Entries

This opens the New Database Field Modal.

The creation of a new field will always require you to enter a field name. Include an input for
the displayed label and select the field type from a dropdown menu. The inputs on the New
Database Field Modal will vary based on the Field Type.

Possible field types in the database module include Form Fields, Formatting Fields, Utility
Fields, or a Reference to Another Database.

A database field can only have one field type. If you need to utilize another (e.qg., for

formatting purposes), you can set the displayed label to be same, but the field label
must be unique.

For an explanation of field types and the formatting choices associated with each one,
reference the Understanding Fields Section of the Database Module in the User Manual.

New Database Field
Field Name (-2, A-Z,0-9, _, - and space only)
Displayed Label
Field Type
[section start ~|
Form Fields a
Text
‘ Text Box
! HTML Text Box 7 section end. All C55 styles my
1 ‘splay css style lor a section,
Checkbox: " il
Dropdown
Radios )
px, B: | px, L
Date - |
p, B: px, L
Date/Time — —
File Upload
Image
Password
Formatting
Section Start
Section End
Tabs Start
Tabs End
utility
Information
Calculated Field
Sequential Number i

Once you are finished inputting the information for the new field, select “Save” and the new
database field will show in the Field Table.
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Fields can also be imported in bulk into a Database from a CSV.

v How To: Import Fields from a PDF Field Import

{{@340}}

To import field names in bulk from a CSV file, go to the Home Page of the Database Module.

J ’Databases

Filter Show darabases in groups B Hide empty groups

= {Ungrouped)

Title

o+ [KAStrack] Locations =
«}+ Main Branch Admin Closet e
+f Stock Supplies e
* Unique identifier Database -

Click the three dot (...) icon to open the context menu of the database you wish to enter fields

for.

Title
+f [KAStrack] Locations

+}+ Branch Locations

+f+ Main Branch Admin Closet .

- | Add Entry

+# Stock Supplies "1 Manage Entries

+k Unique Identifier Database w o4
Rules
Upload C5V
Edit Database
Copy Database
Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

(LJFields for database 'Branch Locations’ ===

m PDF Field Import

Field Name Field Type Validation Include on Form

Click the “PDF Field Import” button opening the PDF Field Import Modal.
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PDF Field Import x

Using Adobe Acrobat Pro, Use the “Prepane Form” Tool.

Use the fallowing URL for the link:

«Confirm that the Export Format is "PDF The complete document.”

Inventory: Introduction

After you have successfully added the fields you wish to use for your form, Add a Button on your document. Within the properties of the
button, Click an the Actions Tab. On the "Mouse Down™ trigger, add the "Submit a Form" Action.

‘Open the POF and submit the form to generate the fields here. You do not need to fill in any of the fields, and you must not sign it!

To import fields using a PDF, use the “Prepare Form” tool in Adobe Acrobat Pro. Add the fields you

wish to use for your form. Add a button on your document.

Within the button properties, click on the Actions Tab. On the “Mouse Down” trigger, add the

“Submit a Form” Action.

Gereral Agpasance Poution Options Actiom:

Add an Acticn

Mouse Bown

Satect Trgger

Select Acton:  Submit & faem

Atz

Submit a form

neched Closs

Use the URL link provided on the PDF Field Import Modal in KAStrack.

Submit Form Selections.

Enter a URL for this kink:

Expoet Format

First Name FOF Inchude:

Last Name

[l Hama) incremental changes to the POF e

HTML

Favorite Color Conwert dates to standard format
O XFOF Include:
B ot s
B Green Dates are submitted in
OFDF The complate doumant DYYYYMMDOD format instead of
passing the user typed values
threugh unchanged.
B s ghunchang
oK Cancel

Confirm that the Export Format is “PDF The complete document”.
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3/21/26, 6:42 PM
B Urntied | - Adobe Acrobat |64 k)

- First Mame
Submit

Last Name
L Im -]
hips/ Arainenggroiend ke bred com,detabase ipdl-entry/LAS

SO T5MERAY T EMGFALF LR PE0M0 20

Favorite Color

‘ O Red
O Green

O Blue

Open the PDF and submit the form to generate the fields here.

You do not need to fill in any of the fields, and you must not sign it.

Security Warning X

This document is trying to connect to:
& l‘_. trainingground kastrack.com

If you trust this site, choose Allow. If you do not trust this site, choose Block.

2 Remember this action for this site for all PDF documents

Allow Block Cancel

Help

Select “Allow” and the PDF will confirm that the fields were added to the database

B A92scTnt_115fmjt_ghg.tmp - Adobe Acrobat (64-bit)

y Edit View

,'rE-J

3 fields were added to database Branch Locations

Go to the Fields Table in the database Monday, and a warning now states that a PDF is associated
with the form and that adding/editing or deleting fields may result in the PDF no longer being
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compatible.

Database > Fields For Branch Locations

JJFields for database ‘Branch Locations' ==

Warning: You have a PDF associated with this form. Adding/Modifying or deleting fields may mean that the PDF is no longer compatible with the form.

m Filter Fields: |

Field Name Field Type Validation Include on Form
4 First Name .. Text Yes
# Last Name w TEXt Yes
«}+ Favorite Color ... Radios Yes

If no fields have been entered into the database yet, you can import fields in bulk via a PDF
Entry or a CSV file. If fields have already been created in the database, new field must be
added individually.

Field Name Field Type Validation Include on Form
< Inventory Item .. Database : Stock Inventory Yes
< Serial Number .. Text Yes
+ Notes «  Text Box Yes
4 Cert « File Upload Optional Yes

After your fields have been generated, unique inventory items can now be entered into the database
in bulk via a CSV file import or entries can be added individually.

v How To: Import Database Entries from a CSV

To import database entries from a CSV, database fields must already have been created.

v How To: Add a Database Field

To create a database field, go to the Home Page of the Database Module.
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J} Databases

Create Database

Filter | B Show databases in groups E Hide empty groups

- (Ungrouped)

Title
++ [KAStrack] Locations
+}+ Main Branch Admin Closet .
++ Stock Supplies -

4 Unique Identifier Database ...

Click the three dot (...) icon to open the context menu of the database you wish to enter fields
for.

Title
++ [KAStrack] Locations

+ Branch Locations

+} Main Branch Admin Closet ..

% | Add Entry
Stock Supplies .
Be | Manage Entries

b Unique |dentifier Database w.  fiaidc
‘ Rules
Upload CSV
Edit Database
Copy Database

Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

There are two ways to add a field to the Field Table. Click the “New Field” button above the
Field Table or click the three dot (...) icon to the right of the page header opening the context
menu and select “Add Entry”.

(gFields for database '‘Branch Locations’ == -
. AL ntry
Fields m Edit Database

Rules
Field Name Field Type Validation Include on Form

Manage Entries

This opens the New Database Field Modal.
The creation of a new field will always require you to enter a field name. Include an input for

the displayed label and select the field type from a dropdown menu. The inputs on the New
Database Field Modal will vary based on the Field Type.
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Possible field types in the database module include Form Fields, Formatting Fields, Utility
Fields, or a Reference to Another Database.

A database field can only have one field type. If you need to utilize another (e.qg., for
formatting purposes), you can set the displayed label to be same, but the field label
must be unique.

For an explanation of field types and the formatting choices associated with each one,
reference the Understanding Fields Section of the Database Module in the User Manual.

New Database Field
Field Name (a-2, A-Z,0-9, _, - and space only) *
Displayed Label
Field Type
[ Section Start v]
Form Fields a
Text
‘ Text Box
! HTML Text Box 7 section end. ANl CSS styles my
| ‘splay 35 style lor a section,
Checkbox " -]
Dropdown
Radios
pu, B p, L
Date - -
P, Bt P, L
Date/Time - .
File Upload
Image
Password
Formatting
Section Start
Section End
Tabs Start.
Tabs End
Utility
Information
Caloulated Field
Sequential Number =

Once you are finished inputting the information for the new field, select “Save” and the new
database field will show in the Field Table.

Fields can also be imported in bulk into a Database from a CSV.

¥ How To: Import Fields from a PDF Field Import

{{@340}}

v How To: Import Fields from a CSV File Into a Database
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If a field has already been added to a database, you are no longer able to bulk import
database field names from a CSV file. You are now required to enter each field name
individually.

v How To: Add a Database Field

{{@321}}

To import database field names from a CSV file, go to the Home Page of the Database Module.

&Databases

Filter | B show databases in groups  Hide empty groups

- (Ungrouped)

Title
++ [KAStrack] Locations
+}» Main Branch Admin Closet ...
+}+ Stock Supplies =
4 Unique Identifier Database .-

Click the three dot (...) icon to open the context menu of the database you wish to enter fields
for.

Title
b [KAStrack] Locations

4 Branch Locations

& Main Branch Admin Closet ... IS

Add Entry
+ Stock Supplies _
Manage Entries

++ Unique Identifier Database ... I Fields
I Rules
Upload CSV
Edit Database
Copy Database

Delete Database

Select “Upload CSV” opening the Upload CSV for (DatabaseName) Modal.

Upload CSV for Branch Locations 3

The first line of the CSV file will be used to name the database columns.
CSV File toimport
Choose Files | No file chosen

Aside from the fields in your form, there are two additional columns that can be used for an import:
= "Entry ID", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,
the row will be imported as a new entry.
* "Modify Existing Entry™ is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

existing entry.
Upluad Cancel
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not relevant.

File name: | Business Account Fields

Save as type: | CSV UTF-8 (Comma delimited)

When creating your CSV file, the first row of the CSV file is used. Each individual cell in
that row will be a database field used as columns for data entry. When importing bulk
field names, the notes in the Upload CSV Modal on “Entry ID” and “Modify Entry ID” are

After creating your Database Fields CSV File, save it as a CSV UTF-8 for importing.

Click the “Choose File” button and open the relevant file from your personal device.

w

File name: | Business Account Fields

Upload from maobile

All files v

Confirm that the correct CSV file now shows in the Upload

CSV Modal.

Upload CSV for Business Client Accounts x

The first line of the CSV file will be used to name the database columns.

CSV File to import
Choose Files | Business Account Fields.csv

the row will be imported as a new entry.

existing entry.

Aside from the fields in your form, there are two additional columns that can be used for an import:
* "Entry ID", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

Select the “Upload” button.

(’)Upload CSV for Business Client Accounts

[ use IDs for Reference Fields

Preview: Showing the first 5 rows

Name: Name: Name:

Business Name City State

Type: | Text > Type: | Text > Type: Text ~
Validation: _ Validation: ] Validation:

Name:

[ Employee Count
Type: | Text ~|
Validation:

Database > Import C5V To Business C

The database fields will be created based on the first line of the CSV file. You can choose the field types and validation for the database fields here.

Name:

Annual Revnue

Type: Text hd
)falidation:

Configure each database field as desired. Field types shown on the dropdown menu include
form fields: Text, Text Box, Checkbox, Dropdown, Radios, Data, and Data/Time.

Select “Import Now” and a summary of the import with show on the CSV Upload Page.
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All imported field will now show on the Fields for database (DatabaseName) Page in the Fields

Table.

Inventory: Introduction

cl_>CSV uploaded for Business Client Accounts

0 records imported
0 records updated

0 records failed to import
Home - Entries for Business Client Accounts

Filter Fields:

Field Name

Business Name .
City
State
Employee Count .

Annual Revnue

LK B AK BE K ]

Account Manager ..

(!: Fields for database '‘Business Client Accounts’ ===

Field Type Validation Include on Form

Text

. Text

- Text

Text

. Text

Text

Yes
Yes
Yes
Yes
Yes

Yes

v How To: Import Fields from a PDF Field Import

name individually.

v How To: Add a Database Field

{{@321}}

To import field names in bulk from a CSV file, go to the Home Page of the Database Module.

file:///D:/Downloads/inventory-introduction.html

This method of importing Fields from a PDF requires access to Adobe Acrobat Pro.

If a field has already been added to a database, you are no longer able to bulk import
database field names from a PDF Field Import. You are now required to enter each field

J > Databases

Filter

- {Ungrouped)

Title

= Stock Supplies

4+ [KAStrack] Locations
+f Main Branch Admin Closet e

« Unigque ldentifier Databace ..

Show databases in groups & Hide empty groups
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Click the three dot (...) icon to open the context menu of the database you wish to enter fields

for.

Title
+J+ [KAStrack] Locations. =

+} Branch Locations

<}« Main Branch Admin Closet ... _ View Database

| Add Entry
4 Stock Supplies =
Manage Entries

+ Unique Identifier Database w.  rioi4.
[ Rules
Upload CSV
Edit Database
Copy Database
Delete Database

Select “Fields” opening the Fields for database (DatabaseName) Page.

(])Fields for database 'Branch Locations’ ===
Fields |m
i | o mprt

Field Name Field Type Validation Include on Form

Click the “PDF Field Import” button opening the PDF Field Import Modal.

PDF Field Import x

Using Adabe Acrobat Pro, Use the "Prepare Form” Tool,

After you have successfully added the fields you wish to use for your form, Add a Button on your document. Within the properties of the
button, Click an the Actions Tab. On the "Mouse Down™ trigger, add the "Submit a Form" Action.

Use the fallowing URL for the link:
hetps:f/trainingground. kastrack com/database [pdf-entry/EASS D33S0AGF43 1896FAEFISF2 504020

£ Copy Link to Clipboard

Confirm that the Export Format is "PDF The complete document.”

‘Open the POF and submit the form to generate the fields here. You do not need to fill in any of the fields, and you must not sign it!

To import fields using a PDF, use the “Prepare Form” tool in Adobe Acrobat Pro. Add the fields
you wish to use for your form. Add a button on your document.

Genaral Appesance Poution Options Actons

Add an Adticn
Sedect Trigger, Moxise Down

Select Acton:  Submit & faem

Mouse Down

Submit a form
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Within the button properties, click on the Actions Tab. On the “Mouse Down” trigger, add the
“Submit a Form” Action.

Use the URL link provided on the PDF Field Import Modal in KAStrack.

Submit Form Selections.

Enter a URL for this kink:

Expoet Format Fiadd Selection
First Name FOF Include:

Last Name

Lot tiarme] incremental changes to the PDF FET

Favorite Color HEAL
XFOF Include:
! Red
4
B Green Dates are submitied in
O FPOF The complate documant DYYYYMMOD format instead of

passing the user typed values
through unchanged.

B oo Al

o Cancel

Confirm that the Export Format is “PDF The complete document”.

B Uratied 1 - Adoibe Acrobat |64 kst

First Name
Submit
S I&Iu

b Arsinenggrossnd kebrec com detlsbess ipdl-entry /AL
SOEFE0MERE 1| BGFALF T5F IS08020

Last Name

Favorite Color

o Red
O Green

O Blue

Open the PDF and submit the form to generate the fields here.

You do not need to fill in any of the fields, and you must not sign it.
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Inventory: Introduction

Help

This document is trying to connect to:
I'.L. trainingground kastrack.com

If you trust this site, choose Allow. If you do not trust this site, choose Block.

B Remember this action for this site for all PDF documents

| Allow Block Cancel

Select “Allow” and the PDF will confirm that the fields were added to the database.

scTnt_115fmit_ghg.tmp - Adobe Acrobat (B4-bit)

Mindow  He

3 fields were added to database Branch Locations

Go to the Fields Table in the database Monday, and a warning now states that a PDF is
associated with the form and that adding/editing or deleting fields may result in the PDF no

longer being compatible.

JJFields for database '‘Branch Locations' ==

m Filter Fields: |

Field Name Field Type
#+ First Name - Text
+ Last Name - Text

#+ Favorite Color ... Radios

Validation

Warning: You have a PDF associated with this form. Adding/Modifying or deleting fields may mean that the PDF is no longer compatible with the form.

Include on Form
Yes
Yes

Yes

Database > Fields For Branch Locations

To import database entries from a CSV, go to the Home Page of the Database Module and click
the three dot menu to the right of the database you wish to import entries into.
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Inventory: Introduction

:[J Databases

- (Ungrouped)

Title
4 [KAStrack] Locations

+}+ Branch Locations

f+ Main Branch Admin Closet

4 Stock Supplies

Filter Show databases in groups B Hide empty groups

+f+ Unique Identifier Database ...

View Database
Add Entry
Manage Entries
Fields

Rules

Upload C5V
Edit Database
Copy Database

Delete Database

Select “Upload CSV” opening the Upload CSV for (DatabaseName) Modal.

You can also import entries by selecting “Manage Entries” from the context menu and
selecting the “Import Entries” button underneath the Database Entries Page header, which

opens the same Upload CSV Modal.

Upload CSV for Business Client Accounts x

Download Template

CSV File to import
Choose Files | No file chosen

the row will be imported as a new entry.

existing entry.

Aside from the fields in your form, there are two additional columns that can be used for an import:
« "Entry D", which should contain the Entry 1D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

*+ "Modify Existing Entry" is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

(V. LELIY Cancel

Click the “Download Template” link at the top of the modal and a CSV file will be downloaded to
your personal device. See Notes on the Download Template before uploading your CSV file to

ensure it is done correctly.

v Notes Regarding the Downloadable Template for Uploading CSV Files

The first row of the CSV file is for each of the database fields. If you download a CSV Template
from the Upload CSV Modal, two additional column headers will show that are not database

fields: Entry ID and Modify Existing Entry.

If you are importing database entries and no entries have been added to the database yet,

leave these columns blank in your upload.

If database entries already exist in the database, the Entry ID column will contain the unique
system generated ID for each pre-existing database entry. Leave this column blank if the row
is to be imported as a new entry. The second column, Modify Existing Entry, should have a “Y”
input if the existing entry is being modified and an “N” input if it has not been modified.

Leave it blank if the entry is new.
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File name: | Business Client Account Database Entries

Save as type: CSV UTF-8 (Comma delimited)

After creating your Database Fields CSV File, save it as a CSV UTF-8 for importing.

Click the “Choose File” button and open the relevant file from your personal device.

~ | Al files v

Upload from mobile Cancel

File name: | Business Client Account Database Entries

Confirm that the correct CSV file now shows in the Upload CSV Modal.

Upload CSV for Business Client Accounts %X

Download Template

C5V File to import
Choose Files | Business Client Account Database Entries.csv

Aside from the fields in your form, there are two additional columns that can be used for an import:
* “Entry ID", which should contain the Entry D if the row is an existing entry, or blank if the row is for a new entry. If this column is omitted,

the row will be imported as a new entry.
* "Modify Existing Entry” is only relevant if this row represents an existing entry. It should be set to ¥ if you want the row to modify the

existing entry.

Select the “Upload” button.

| Database = lmport (5 To Buviees Cleat Acoounts
O Upload CSV for Business Client Accounts
ignone the first |1 rows | Use IDs for Reference Fields
Preview: Showing the first § rows
Entry 1D - Modify Existing Entry ~|  Business Name - City - State - Emplayee Count w| | Anaual Revnue - Account Manager -
Entry I Medify Extsting Entry Buszinwss Name City State Employes Count Anvual Revoue Account Manager
Bayou Enironmental Systems  Baton Rouge LA a2 8.3 million Jordan Matthaws
Horthern Sands Logiess Haewr Orleans [T} 13 $22.5 rrilkion Alicia Tran
Gulfstrearn Compliance Group  Naew Orleans (%) B 55.1 million Alicla Tran
RedRtver Fabmeation Warks Shrevepert La Te $13.8 milticn Marcus Delanay
Prairie Duta Solutions Lafayette [ L] 510.2 milticn Hatalie Cruz
[ arten | comce |

The entries imported from the CSV file will now show on the Upload CSV for (DatabaseName)

Page.

The system automatically indicates to ignore the first row. Click “Import Now” if there are no

errors.

A summary of the import will now show on the CSV Upload Page.

<5CSV uploaded for Business Client Accounts

5 records imported

0 records updated

0 records failed to import

Home - Entries for Business Client Accounts
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Click the “Entries for (DatabaseName)” link to see all imported entries in the Manage Entry Table.

| } , ) " .

i Entries for database 'Business Client Accounts’ =

oty | oot | o

Filtar 1z1]

Erable Bull Edi Mode
Appraval

Entry ID Submitter Endry Date Busirerty Mame City Sate Employes Count Ansual Revaue Apesunt Nasager
Approval

i - Wiz Owrbors nak Tue Oct 14 2075 st 402 P | Prairie Dats Solutions Ledayeite L& &1 £90.2 enillion Hatstie Cruz
reguired
Approvel

il = = T Tow Oct 14 2025 88 4007 P | Badiieer Fabrication Woiks Thiwiaport LA T S8 illion Marcui Deladay
Feginee
Approved

7 - e Ol -4 Tud Oct 14 2005 8t 4002 P | Qulfitrea® Compliands Oroid  New OFlesnd LA | 551 millssn Al Traa
regrired
Approwel

T - izl Ol nak Tua Octt 14 2075 &t 4007 PAL | Horthaen Sends Lagistics Haew Orlemres LA 115 5225 enifllicn debicin Tras
rgraired
Apperowal

18 = e Owlas  Aat Tue Oct 14 2075 ot 4002 P | Bayou Endrorvmentsl Tystems Baton Rouge LA 42 5.3 million Jordas Matthaws
Feguired

v How To: Add an Individual Database Entry

To add a database entry, go to the Home Page of the Database Module. Click the three dot (...)
icon to the right of the database you wish to add an entry to opening the context menu. Select
“Add Entry”.

You can select “Add Entry” from any context menu in the Database Modal without
returning to the Home Page.

Title
4+ [KAStrack] Locations e
++ Branch Locations =
++ Main Branch Admin Closet -
Pym— | Add Entry
tock Supplies e
PP Manage Entries
«f* Unique Identifier Database «.  rioige
Rules
Upload CSV
Edit Database
Copy Database
Delete Database

Selecting “Add Entry” opens the New Database Entry modal. Two visual examples of this modal
have been included below.
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The New Database Entry Modal will vary for every database, based on the fields that have
been created for it.

New Database Entry x

Locations

Shelf1-Binl

lnems | New Database Entry x

Quantity

] Shelf

Please Choose v

Part Type

|Please choose...  ~ Bin
Category Please Choose v
Client v
ECM“, Save NELIE]

Input the entry data into the modal. Select “Save” for the new entry to be added to the database.

If no fields have been created for the database, the New Database Entry Modal will show without
any fields as seen below.

New Database Entry

LEIT Cancel

If you select to “Save” a database entry prior to the creation of database fields, an entry
will be assigned an Entry ID by the system and will show in the Entries Table. The
submitter, approval status, and entry date will be logged.

J)Entries for database '‘Branch Locations' ===

| Filter |

[ Enable Bulk Edit Mode
Approval
Entry ID Submitter Entry Date
akd Status try
Approval
12 o Mitzi Orkus not Mon Oct 13 2025 at 6218 PM
required

Now that your unique items database has been created and filled with inventory item entries, it is
ready to be integrated into an inventory.
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