
Returning Member Submission Guide 
Arts Database Management Program 
All data must be uploaded by: September 9 
 
 
 
Welcome back to the Arts Database Management Program! TRG Arts is thrilled to partner with 
Houston Arts Alliance to provide you with this exciting and useful opportunity.  
 
As a returning member, you will have access to an Upload Wizard in eMerge August 8 to 
September 9. Throughout this month, you have the opportunity to load as many files as you 
would like into eMerge in order to refresh your data. Each night, eMerge will process and upload 
the files on a by-received basis. This means your data will be available quickly after you upload 
for your use (within five days). However, new data will not go through NCOA until the end of the 
month. On September 12, we will run all the new data through NCOA hygiene and append 
demographic information on to it. By September 16, you will have total access to the clean, 
refreshed data throughout the Arts Database Management Program.  
 
For questions regarding any step of the Data Submission Process, please contact your TRG 
representatives:  

 
Adam Scurto   Erin Morris 
Regional Coordinator  Regional Coordinator 
TRG Arts   TRG Arts 
719-494-5176   719-494-6209 
ascurto@trgarts.com  emorris@trgarts.com 
 
 
 
For questions regarding Houston Arts Alliance, please contact: 

 
Janel Badrina 

Program & Services Coordinator 

Houston Arts Alliance 

713.527.9330 

janel@haatx.com  



Before you begin 
1. Review the data you have in eMerge currently. 

a. Determine what needs to be updated. 

b. Determine what data needs to be added as new. 

2. TRG has provided a template for your use in preparing your data for upload. You must 

have all fields named EXACTLY as the template indicates. There can be no additional 

fields (columns) and all fields must be present. 

3. Files uploaded with the Wizard can be in the following formats: xls (Excel 2003), csv 

(Comma Separated Value) or txt (Text, tab delimited).  

4. All records must include at least one of the following to be valid: last name, company 

name, full name, or email. If NONE of these fields are populated, the record will not be 

loaded into eMerge. 

5. Your uploaded file will be used either to add a new list to eMerge or to replace ONE 

eMerge list (segment). 

6. If you choose to replace a list in eMerge, all records currently in that list will be removed 

in favor of the new list. 

 

TRG Upload Wizard 
To get to the Wizard, log into eMerge as usual.  

Go to My Account and click the tab called Upload Wizard. 

 
 

Click Start Wizard to begin. 

 
 



Step 1: Prepare File 

This step is a reminder that all files must be in the template. Click Next to continue. 

 
 

 

Step 2: Upload File 

 
 

Click the Browse button to find your file from your computer.  

 
 

Once you have selected the file, click Next. 

 



Step 3: Review Upload 

Review what you have uploaded. Note the number of records in the file and the number that will 

not be uploaded due to empty fields. Also note any fields with a large percentage of blank 

records.  

 

In the example below, since the Email field shows 99% blank, if you believe all of your records 

should have email addresses, you should review your file prior to continuing. In that example, 

you would cancel the upload, review your file and prepare it for upload again. Start over with the 

Upload Wizard when your file is satisfactory. 

 
  



Step 4: Assign List 

At this step, you must determine whether your list is going to replace an existing eMerge list 

(segment) or whether you are going to use your data to add a new list to your eMerge 

warehouse.  

 

If you are replacing an existing list, you will be provided a listing of all your current eMerge 

lists. You can select which list you wish to replace. Remember that by replacing an existing list, 

you are choosing to delete all of the records currently there, and replace them with the new file. 

 
  



If you are adding a new list, you will be provided dropdowns to select the Event Year, Buyer 

Type, and a place to type in the Event Name. All of these fields will combine to create your 

Event Description in eMerge. Click Next when you are finished. 

 
 

If the list you attempted to add is similar to a current list in eMerge, you will be provided the 

option to select one of those lists. You may choose to continue adding a new list or may select a 

list to replace. Click Next when complete. 

 
 

 

 

  



Finished 

Your list is now put in a queue for upload to eMerge. It will be ready in eMerge within five 

business days of upload. You will receive an email when your list is ready in eMerge. If you 

have another list to upload, click “Return to Wizard” to start the process again with another file.  

 

 
 



Previously Uploaded Files 

When you return to the Wizard start page, you’re able to see the list you just loaded into the 

queue under Previously Uploaded Files. The yellow dot means it is in the queue, but has not 

been put into eMerge yet. 

 

File Statistics: This is available after the list has been processed and is uploaded to eMerge 

(green dot). It opens a web page with a report that details the same information as the email 

sent to you upon completion of your upload (number of records, number of records not 

uploaded, etc). 

 

Undo Upload: Once a file is uploaded (green dot), you can undo your upload. This will undo the 

replacement of your prior list (note that it will NOT remove a new list you created). Only the last 

iteration of a list is available to undo. Meaning, only your most recent upload for that eMerge list 

can be undone. You cannot undo an upload for a list that another upload has replaced.  

 

 

 

  



Frequently Asked Questions 

This is awesome! How can I have access to this all year long? 

The Upload Wizard can be purchased as an eMerge Essentials contract for $1000 per year. 

This gives you unlimited access to use the tool whenever you’d like.  

 

How can I go back and change something once I’m using the Wizard?  

You cannot go “back” once you’ve begun work in the Wizard. However, you can cancel what 

you have done so far to abort your update and start over.  

 

Can I remove (delete) a list once I’ve uploaded it? 

To delete a list from eMerge, contact TRG with the buyer type, year, and event description of 

the list. “Undo Upload” will only reverse an upload that replaced another list, not delete a list 

from eMerge. 

 

Why does eMerge say my full name field is blank when it has data in it? 

If you used a calculation in Excel to create a full name field, you must turn that formula into data 

prior to uploading. eMerge will not except a formula. Copy and “paste special” to turn the 

formulas into values. 

 

How fast do the lists appear in eMerge after upload? 

eMerge updates are queued up in the order they were uploaded. Because eMerge only updates 

with new data overnight and on weekends, your list may appear the next day or may be up to 

five business days. You will receive an email when your list is ready for your use.  

 

How can I add data to an existing segment without deleting what is currently there? 

You cannot simply add data to a segment in eMerge, it must be a replace. However, you can 

create an order in eMerge and download what is in the list currently and add to it. When you 

upload that list, it will replace what’s in eMerge with the new, complete listing. This is especially 

useful for suppression lists (Do Not Mail, Do Not Call, etc).  


