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Bulk Address Geocoding

Note: In order to access the bulk address geocoding function in AMIS, you must be a user with an
organization in AMIS.

1. In AMIS, open the dropdown on the right-hand side of the page. Select TLR Import/Export
Certify Page.

a & TestUser Org16AR01

Reporting Schedule More A

Home Organizations Allocations Contacts Service Areas
-

CMF Performance Report

B Organization
efresh SA
CDFI/NACA Test Org 10 Edi efresh SAR
Closeout Reports
Phos Website Qrganization Owne ailing Address Multi-CDE Projects
262-999-9999 ) System Administrat... £ 123 TestLn
Albany, NY 12207-1538 TLR Notes
UsA
TLR Projects
Details related Loan Source and Disburs...
Relatec
ganization Name Phone COFITLR
CDFI/NACA Test Org 10 262-999-9999
Consumer Loans/Investm...

Parent Relationship Website
TLR import/Export/Certif...

EIN/TIN
04-0000010

Figure 1. Menu Dropdown

2. Onthe TLR Import/Export Certify page, search for the organization by clicking on the magnifying
glass icon.

A (& TestUser Org16AR01

Service Requests Awards Reporting Schedule

Organizations Allocations Contacts Service Areas

TLR Import/Export/Certify Next Cancel

Please select an Organization

Next Cancel

Figure 2. Search Function on TLR Page

3. A Lookup page will open. You can enter the full or partial organization name in the search box
and click the Go! button to see search results. Remember to use the “*” wildcard for partial

searches.
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@ Lookup

“test” Go!

oucanuse as a wildcard next o other characters to improve your search results.

I< Clear Search Results
Search Results

Organization Name EIN/TIN CDFI Control Number Control Number

CDFI/NACA Test Org_10 04-0000010 Testnum123

Figure 3. Lookup Window

4. If you have recently viewed an organization, it will appear in the Recently Viewed Organizations
section of the page. Click the organization name to select the organization for bulk address
import.

@ Lookup
[Bearch... Gol

You can use "™ as a wildcard next to other characters to improve your search results

Recently Viewed Organizations

Organization Name EIN/TIN
CDFI/NACA Test Org 10 04-0000010

CDFI Control Number Control Number
Testnum123

Figure 4. Recently Viewed Organizations

5. The organization name will be selected. Click Next.

Please select an Organization

Organization Name DFI/NACA Test Org 10JiCN|

Cancel

Figure 5. Selected Organization

6. The import/export page for the selected organization will be displayed. Click the
New_GEOCODING_Address.csv link under the CDFI CSV section of the page.
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Organizations Allocations Contacts Service Areas Set ests Reporting Schedule

TLR Data Export Template

NMTC CSV
New NMTC TLR Project August 2020 csv Update NMTC TLR Project csv
New NMTC TLR Note August 2020 csv Update NMTC TLR Note csv

New_NMTC_TLR_Address_August_2020 csv

New NMTC Loan Source and Disburements August 2020 csv

CDFICSV
New_CDFI_TLR_Project_August_2020 csv New_CDFI_TLR_Address_August_2020 csv

New_Consumer_Loans_Invesimants_Originated_Augus!_2020 csy | Hew CEOCODING Adress oy |

NMTC & CDFI XML

MTC_TI I_Schem: Fl, ml_Schem:

Consumer_| oans_lnvesiments_Originated xsd

Figure 6. Import/Export Page

7. Excel will open a bulk address import file. This is the file that will need to be updated with the
address entries for each import. The file includes the following text fields:

Label

Project Street Address Line
Project City

Project State

Project Zip Code

Generic Field 1

Generic Field 2

Generic Field 3

Generic Field 4

Generic Field 5

8. The five generic fields may contain any data the user wants included in the geocoding output
results for that address entry, or can be left blank.

P search
File Home Insert Draw Page layout Formulas Data Review  View  Help 12 Share * Comments
<n X Cut - o - = — b _ F B I = ¥ Autosum ~ A )
alibri v AR == 2% Wrap Text General - f 0 =7 | ¢ X Y J
p[j-[k‘““" ’ Conditional F \/ 4 Insert Delete Format Bl \Zr-‘ H/T' Analyze
Iy~ v | A = 55 | [ Merge & Center .9 9 00 onditional Formatas Cel nsert Delete Format | - 8 Find& | Analyze
Fromstpainer | BT U~ H L 2= | Bl besge & Comte $ %% B | romaing > Table Styles ©Clear~  Finer select~ | Data
oard & Font [ Alignment [ Number [ Styles cells Editing Analysis ~
BS - fe -
A B = D E F G H I J K L M N o P Q R 1
1 Label  Project Street AddressLine Project City Project State Project Zip Code Generic Field 1 Generic Field 2 Generic Field 3 Generic Field 4 Generic Field 5
2 [Type  STRING STRING  STRING STRING STRING STRING STRING STRING STRING
3 options
4 |Help Text
5

Figure 7. Sample CSV File
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9. Start to enter the addresses to be geocoded on line five of the template.

*NOTE: Please remove all accents and special characters from addresses prior to entering into the
template to avoid errors.

A B C D E F G H | J K
1 |Labe| _Project Street Addr Project City Project Ste Project Zip Code¢ Generic Fie Generic Fic Generic Fie Generic Fi¢ Generic Field 5
2 |Type STRING STRING STRING  STRING STRING  STRING  STRING  STRING  STRING
3 |Options
4 |Help Text
5 49 Craggy Pt Cashiers NC 28717
6 578 Oak Park Circle Jackson MS 39208
7 360 Liberty St Canton MS 39046
8 100 Shoreline Dr  Madison MS 39110
9 132 Parker Ln Benton MS 39039
10 2765 County Rd 24 Newton MS 30345
11 206 S Church St Louisville MS 39339
12 308 E Pearl St Jackson MS 36201
13 731 W Melrose Chicago IL 60657

Figure 8. Sample Completed CSV File

10. Once all the entries have been made, save the as a CSV file and return to the organization
import/export page. Click the Import New GEOCODE Address Data link in the TLR Data Import
Links section.

Allocations Contacts Service Areas Service Requests Awards Reporting Schedule More v

NMTC CSV

Impert New NMTC TLR Project Import NMTC TLR Project Updale
Impert New NMTC TLR Note Import NMTC TLR Note Update
Import New NMTC TLR Address

Import New NMTC | oan Source and Dishursemen|

CDFICSV
Import New CDFI TLR Import New CDFI TLR Address
Import New Consumer Loans/Investments Originated Import New GEOCODING Address Data
NMTC & CDFI XML
Import XML NMTC TLR Import XML CDFI TLR

Import XML Consumer | oans/investments Oriainated

Figure 9. Import Geocoding Address Data Link

11. The GeoCoding Data File Upload page will display. Click the “Add Files...” button.

CDFI File Upload

GeoCoding Data File Upload

File Upload Instructions

Figure 10. Geocoding Data File Upload Page

12. Browse for the import file and select it.
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CDFI File Upload

GeoCoding Data File Upload

File Upload Instructions.

e .
New_GEOCODING_Address.csv 0.36 KB m‘ a

Figure 11. Sample File Selected

13. The file will display on the Upload page. Click the Start upload button. The system will validate
the address entries and notify you if there are any errors in your data.

CDFI File Upload

GeoCoding Data File Upload

File Upload Instructions.

- oo [18
New_GEOCODING_Address.csv 0.36 KB m a

Clear Rows

No Errors Found on 2 records
& Submit

Download Submission Preview

Figure 12. File Validation

14. Click the Submit button to begin the upload process.

CDF| File Upload

GeoCoding Data File Upload

File Upload Instructions.

e B
New_GEOCODING_Address.csv 0.36 KB m a

Upload Successful!
Back to 111 coffee bar
View GeoCoding Data records

GeoCoding Data Report and Export

Figure 13. Successful Upload
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15. Select the View GeoCoding Data records link to view your results. An entry will exist for each
entry successfully geocoded. Click on a data result.

£ AWA § i
] a *|[~ 20 A (S
21 AMIS Lightning Home Organizations ~  Contacts w  Notices ~  Funding Applications ~  Reports ~  Certification Applications ~+  Questionnaire ~  Questions ~ = Recently Viewed | GeoCodi. ~ X More v 4

D GeoCading Data i - Choniae Owner
Recently Viewed o S
1 e - Updated 2 few seconds age Searh i s B- B C
GeoCoding Data Number v Created Date v | Created By v
0014 1/6/2021 10:58 AM Nathanael Baugus -

Figure 14. View GeoCoding Data Records

16. The detailed results for that address entry will display.

g
Q x|~ ? 48D
£33 AMIS Lightning  Home  Organizations v Contacts v  Motices »  Funding Applications v Reports ~  Certification Applications ~+  Questionnaire v Questions v  *GCD-0000000014 ~ X More ¥ s

GeoCoding Data

‘GCD-0000000014 Delete Edit

Details

stitude (V-Coordinate]

3242217420

e dress 1 Longitude (X-Coordinate)
439 Shadewood Dr. 9011792621
City
Ridgeland
tate Census Tract GEOID
Ms 28089030104
pCode @

Figure 15. GeoCoding Detail Page

17. Select the GeoCoding Data Report and Export link. User access to object data will be via report
only.

CDFI File Upload

GeoCoding Data File Upload

File Upload Instructions.

it .
New_GEOCODING_Address.csv 0.36 KB @ P
1Y

Upload Successful!
Back to 111 coffee bar
View GeoCoding Data records

GeoCoding Data Report and Export

Figure 16. GeoCoding Data Report Link
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18. The GeoCodingData FIPS Export Report page will display.

Organizations Allocations Contacts Service Areas Service Requests Awards Reporting Schedule CMF Performance Report More

Report: GeoCoding Data Q v o -
GeoCodingData FIPS Export Report
Total Records
1
GeoCoding Data: GeoCoding Data Number Street Address 1 City State Zip Code Generic Field 1 Generic Field 2 Generic Field 3 Generic Field 4 Generic Field 5 Latitude (Y-Coordinate)
GCD-0002890103

Figure 17. Export Details on Report Page

19. Click the Export button.

Organizations Allocations Contacts Service Areas Service Requests Awards Reporting Schedule CMF Performance Report More

Report: GeoCoding Data a e
GeoCodingData FIPS Export Report

Total Records

GeoCoding Data: GeoCoding Data Number Street Address 1 City State Zip Code Generic Field 1 Generic Field 2 Generic Field 3 Generic Field 4 Generic Field 5 Latitude (Y-Coordinate)

GCD-0002830103

Figure 18. Export Button

20. The geocoding output will be exported to Excel. The output will include the following fields:

GeoCoding Data: GeoCoding Data Name

Census Tract GEOID

Temp Project Latitude X Coordinate (up to 8 decimal places)
Temp Project Latitude Y Coordinate (up to 8 decimal places)
City

Street Address 1

Zip Code

Project Address Accuracy Rate

Generic Field 1

Generic Field 2

Generic Field 3

Generic Field 4

Generic Field 5
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E

O Search

File Home Insert Draw Pagelayout Formulas Data Review View Help 3 Share 1 Comments
st Cut = Autosum ~ A

A n 38 wiap e B B S=E Y O | £
o [Bcopy - [ Fin~
Paste B I U- . Bl Merge&Center ~ | § + % 9 |4 gy | Conditional Formatas Cel Insert Delete Format Sort& Find & | Analyze

v < Format Painter 2= 0 ° @ 30 | Formattingv Table~ Styles~ . ~ © Clear~ Filter » Select~ |  Data

Clipboard & ont [ Alignment [ Number [ Styles els diting Analysis

19 - I
A B C D E 3 G H 1 ) K
. . Generic Generic  Generic
| GeoCoding Data: GeoCoding Data Nam~ Census Tract GEO'™ Temp Project Latitude X Coordina*~ Temp Project Latitude ¥ Coordina®~  City Street Address 1 _ Zip ot~ Project Address Accuracy Rat= L\ © LT L
x r v - x 2 = v Fiel ie el

2 TIRA-266 51013102302 77.10042463 38.86236068 Arlington 4610 South 6th Street 22204 99,89
3 TLRA-267 "51108950100 -77.80313885 38,07375745 Mineral 617 Tall Pines Drive 22204 98,39
4
5 GeoCodingData FIPS Export Report
6 |Copyright (c) 2000-2020 salesforce.com, inc. All rights reserved
7 Confidential Information - Do Not Distribute.
8 Generated By: Kim Fugel 12/18/2020 8:40 AM
9 Community Development Financial Institution Fund

Figure 19. Sample Exported File

How to View and Export the Geocoding Report (Alternate Method)

1. Loginto AMIS and click on the ‘Organizations’ tab.

CDFL iw

Test Rep CDFINACA...

Organizations Allocations Contacts Service Areas Service Requests Awards More w
Recent ltems My Tasks
Test Rep CDFI NACA Org 13 m
Today v
Completed Date Status Subject
" Calendar —~ E
4 New Event
2 June 5,2022-June 11, 2022 < |2 C|=®
GMT -4
SUN5 MON6 TUE7 WEDS8 THU9 FRI10 SAT11 4 JUNE » 2022
6am - Sun Mon  Tue Wed Thu Fri Sat
1 2 3 4
7am s 6 7 8 9 10 11
12 13 14 15 16 17 18
8am
19 0 1 2 A 24 5

Figure 20. Home Page - Organization Tab

2. Select your ‘Organization Name’.

10
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Organizations Allocations

Contacts Service Areas Service Requests

Organizations
All Organizations v #

Printable View

1item e Sorted by Organization Name e Filtered by All organizations ¢ Updated a few seconds ago Searchthis ist...

Organization Name T | EIN/TIN Vv Mailing State/Provinc... ™ | Phone

04-0000013 CA

Figure 21. Organization Page - Organization Name

3. Onthe Details page, scroll down to the System Information section and click the
‘GeocodingData FIPS Export Report’ link.

v System Information

Created By Last Modified By

Alexandra Gonzalez . 6/6/2022 1:12 PM

System Administrator VI ,7/19/2019 1:30 PM

CDFITLR report Consumer Loans/Investments Originated report CDFITLR Addresses report
NMTC TLR Projects report NMTC TLR Notes report NMTC TLR Addresses report
NMTC QE| Closeout Reports NMTC Loan Seurce and Disbursements Report

NMTC TLR Project Summary Report
NMTC TLR Notes Summary Report

NMTC TLR Addresses Summary Report I GeoCodingData FIPS Export Report I

Figure 22. Details Page - GeoCodingData FIPS Export Link

4. To view the record, click on the ‘GeoCoding Data Number’ link.

Allocations

Service Areas Service Requ Awards Reporting Schedule CMF Performance Report More v
Report: GeoCoding Data [l :
GeoCodingData FIPS Export Report
1
GeoCoding Data: GeoCoding Data Number ¢ ~  Street Address1 ~  City ~ State ¥ ZipCode ¥ GenericField1 ~ GenericField2 ~ GenericField3 ~ GenericField4 '™ GenericField5 |~  Latitude (Y-Coordinate) ~
900 Love Point Rd Stevensville MDD 8396825616

Figure 23. GeoCoding Data Number Link

5. To export the report, click the ‘Export’ button.

Home Service Are Service Res Awards CMF Performance Report

Report: GeoCading Data
GeoCodingData FIPS Export Report

GeoCoding Data: GeoCoding Data Number ¢ | StreetAddress1 ¥  City v| State ¥ ZipCode ¥ GenericField1 ¥ GenericField2 ¥ GenericField3 ¥ GenericFieldd ¥

Generic Field5 | Latitude (Y-Coordinate) ¥
900 Love Point Rd Stevensville MD 21666 -

-83.96825616

Figure 24. Export Button
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Bulk Address Geocoding in AMIS - Training Video

Following is a link to a Training Video on how to use the Bulk Address Geocoding function in AMIS:
https://www.youtube.com/watch?v=68hTC2ZQcYI
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