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I ntroduction to I mpor

Overview of Topics

E Common import myths
E Why import?

E Steps to import

E Import tasks

E Post-import

E Tips

E Questions
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I ntroduction to I mpor

Debunklng the Import Myths

E Importing is impossible

EOnly geniuses can i mpor
E Importing cannot help me!
E dondt need to | earn t|

rrl/

Preparation Is not necessary

=)
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I ntroduction to 8 g |

Importing is like translating other languages &o
a | anguage The Rai ser 0s E

I@ Microsoft Excel - newconstituents.CSY

E‘_ﬂ File Edit \Wiew Insert Formak  Tools Data  Window  Help

HER=1"

PO G5 3 AT % BB S -8 F AL 2]

A | B | C | D | E . F | B

1 | Titl Firstdame LastHame AddrlLines AddrCity  AddrState Addrfip
2 M. James Maple 347 Campbell St/indpt 2 Atlanta GA 30319
3 |Ms. Jane Baker 532 East Bay St Charleston  |SC 29401
4 |Ms. Brenda Hawkins 156 Ralph St Mew Yark — NY 100145

Data file (Excel)

Biographiczal

Last name: |Maple

First: |Jamesz

kiddle name: |C.

Titles: |hr. ﬂ |_
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new

I ntroduction to I mpor

nen should | use Import?
add

"0 update existing records

E Data cleanup
E To share data with another office or organization

Blackbaud.

DATA

**Think Outside of the Box**
In what other situations can you use import?

recor ds
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I ntroduction to I mpor

The Import Process

1. What do you want do? T import new records, update?

2. ldentify Import Type i which records are you
creating/updating?

3. Prepare data file i what headers do you need?

4.Set up I mport Par amdgtaectfile,i n
map fields, etc.

5. Validate 7 resolve any exceptions

6. Run test import of a few records T check the records before
Import Now

**Careful planning leads
to iImport success!**
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Il ntroduction to

What do you want to do?

What do you want to do? -
— Dptionz

|iih:|; Add New Records %{
[~ Yalidate data orly

Update EXiSting Records * lUpdate existing records :
i [~ Create new table entries

. Create import file I~ Irport records not found & new records

_ _ [~ Autornatically reciprocate relationships
Create |mp0rt file [~ Use duplicate criteria for new records

| mport new records

N rarEmErrEEEEErrEErrsrrsrEr R nrnn
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Import new records

L+ Add New Recordw

Examples:

Il ntroduction to

What do you want to do? -
............................................. ~ Dptions

[ Walidate data anly
[T Create new table entries

™ Update exizting records

[ Automatically reciprocate relationships
[ Use duplicate criteria for new records

" Create impart file ™| [mport records not found|as rew recnrt‘

E You had an Open House and entered attendee names and

addresses in Excel.

E Last week you imported names of new donors without their
addresses. This week you are adding the addresses.

E An outside company did research on your top donors for you and
provides you with an Excel file that holds all the NEW financial

research information.

Blackbaud.

Bl a c k bGonfetelee for Nonprofits 8 Ottawa | Bruin Robinson | Page #8



Il ntroduction to

Update existing records

What do you want to do? -

|I|L-V U pdate eXIStIng records ™ Impart new records — Dptions

[T Walidate data onlp

¢ Update exdsting recards [™ Create new table entries
™ Create impart file [~ Import records not found a3 new records

[~ fwtarnatically reciprocate relationships

[T Use duplicate criteria for new recards

Examples:

A You gave your solicitors an Excel file with basic biographical
information for their assigned major donors. They updated/filled in
information about them following their solicitation meetings.

A You received address changes from the Class of 1998. This
information needs to be updated in the database before the next direct
mailing solicitation is sent.
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I ntroduction to I mpor

Using Import and Update

During the import RE will check to see if there Is a donor

wli th an | D of 456 7. | f S 0,
iImportid  Firstname Lastname Addresslines State Postalcd City Titl1
4567 Dawe Johnson |12 Oak Street (CA 20007 San Francisco Mr
Daniel Brown 14 EIm Lane CA 20009 San Jose Mr,

\

There Is no ID to link this record. Daniel Brown will be
Imported as a new record.
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Il ntroduction to

Create import file

What do you want to do? -

2 : ; " Import new records ~ Options
rﬁ? Create Import flle Include. .. | All records

{~ Update existing records
‘ (% {Create import file % |nclude selected fields in the impart file

™ Include all fields in the import file

Examples:

A You are cleaning up Constituent Addressees/Salutations and want to
replace all existing formats with the informal format.

A Your dat abase admini strator needs
into another database.
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Il ntroduction to

| mpor

A What record type are you adding or updating?
A Entlre records Or %| The Raiser's Edge - Sample Data

parts of records? | = F e R

4 Back w Open in separate window

. Administration < Import - Sample

@ L

Constituents? B ' mpot
Globally Add Records

Globally Change Becords

EI G | ftS ) 1> Globally Delete Records

Globally ‘rite Off Pledges
Convert Pledges To Recuring Gifts

Ad d resses ? - -Jl \ Piost to General Ledger

Duplicate Constituents
\1':/ kerge Canstituents
Ll i &

i Import Types
w Actions? ow— P P

Hueue

Cam p a| g ns 7 ‘- i Blackbaud Analytics

Giftwrap Integration

| Mew = Open 4 Delete. .

-~ Campaign
Campaign
Campaigh &ppeal
Campaign Attribute
Campaian Fund

= Conztituent
Additional dddressee,!
Consztituent
Conztituent Address
Constituent Address Al
Conztituent Alias
Constituent Appeal
Constituent Attribute
Consztituent Bank
Conztituent Code

Congtituent Credit Carc
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data

Prepare the
the file?

A Header field names (highly recommended, but not
required)

2 Values of fields to be Imported (Data)
€ Required Fields

A, =]
ImportlD Keylng
C399 I

c | D
FirstHame MidHame

LastNamEDrgHame Addrlmplﬂ PrEfAddr ﬂddrTj-,rp AddrLines ﬂddrcn]r ﬂddrState

Home

Hawkins 56 Monica Binghamt NY

Capital BrA348 Yes Business 86 E. Bay {Charlesto SC
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I ntroduction to I mpor

How Rail ser 0s Edge rgad

Headers act as the transl ator bet we

Biographical
- O E F Last name: |Maple
Titl1 FirstName MidMame LastName First: [1ames
Pt James . haple _
kiddle name: |C,

Constituent Properties

Required Record Identifiers

Jamez C. Maple

. Property: Walue
I m p 0 rt Typ €. System recard ID G0
1 1 Date added 09172007
COnStltuent’ Glft’ |:> Import ID’ Cons ID’ or SSN Added by Superyisor
ACUOn, etC. Date last changed 09172007
Last changed by SUpEryisor
Import ID 00001-593-0000000504
D 07-13
55N 245-67-5434
. Integratinn I
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Il ntroduction to

Clean up the data file!

Hame Address
Wir. James Maple 15 Oak St Charleston, SC 29412

4

Titl1  FirstName LastName AddrLines AddrCity AddrState
fulr. James Wlaple 19 Oak =t. Charleston SC

What about required fields?

ImportlD Titl1  FirstName LastName AddrimplD AddrLines AddrCity AddrState Keylnd
L1 vilg Jdames Mlaple A1434 15 Dak St. Charleston | SC I
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Il ntroduction to

Import Guide- Your Roadmap for Success!

Import Guide
A Importing Rules P

T |
. x Naviguiing In Im e e B
A Import Tables' InCIUde L:ﬁhﬁ?ﬁlt:m:::
Drnpssirt Fille Lagouit Rules ... o oL B
- - LT o T R |
rECIUIrEd flelds/headers v g e I
Cremting an Import FBE ... .. .. e B2
based On im Ortt e Exporting am dmpert Ble ... ... ... B3
p yp Soadling as Dssport Flle by E-Mll oo B8
Trombleshoolisg ... ... ... ..., -
IuPORT RECURRING GIFTS. ... ... ... ... ..._... .93
] E.n'qulrvl'm.ﬂh........._................................. .
A Allowed field values Bl o e B L T
L PORT TAR]FS 103
A i Constituent Fields
P O p u Iar I m p O rt The Constituent Import is used to create new constituents, update existing constituents, or create an import file of
constituent information. Several sets of information associated with constituents can also be created or updated
Knowledgebase throogh a Constieat port
. Raiser’s Edge Field| Import Name Required ? Allowed Values Notes
solutions T — B
Birthplace Eplace Textup to 30
characters
Confirmation Fetuned |ConfirmationFet Date UK only; mperted
for individuals
Confirmation Sent ConfinuationSent Date UK only; mperted
for individuals
Constiment D ConsID) * Seenote atend of [Textup to 20
abie claraciars

Blackbaud.
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I ntroduction to I mpor

onéRemember

E Create a test mapping document
E Validate import file
E Test first using a couple of records
E After the test is complete,

back up your database again
E Check for potential duplicates
E Check for exceptions
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I ntroduction to I mpor

Import Scenario #1

You have a list of new constituents that need to be
added to The Rail ser 6s EAO

E Import new constituent records
E Check for duplicates

E Create output query of records imported for to later
send welcome appeal

A B C D E F
1 [ImportlD Keylnd Titl1 FirstHame MidHame LastHame
2 |CBYY | fidr. James . flaple
3 | Ce9d I fls. Jane | Baker
4 2900 I [z, Brenda L. Hawkins
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Il ntroducti on

Let 60s Tal about

E Duplicate criteria set up in Configuration
E Duplicates can be set aside as exceptions (query or file)

4 The Raiser's Edge - Sample Data

Fil= Edit W¥iew Go Favorites Tools Help

Open in separate window

@ Conguration* BUSMeESS RUIES = SampleData

Configuration
g General Individual Duplicate Criteria

General Thig criteria will be uged during the duplicate search in Records, the Duplicate
Tables a Constituent Feport, and optionally when importing recards.

Individuals
Addressees / Orgarizations Field Mame Length | Reset ta System Defaults

Salutations ; Options st vame -
Allibuites @ . Firsk Mame =0
Financial ' Membership |
Institutions Generate IDs
B atch options

General Ledger

Letters General options
Intermational Activity optiors
: General options
Figlds Deceased options
Membershi : E-mail options
embership Al anti
Categories umni options
Cusztorn Views General options
Reparting : Activity options
Hierarchies Event options
(ueue Options

[T Check aliazes
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Il ntroducti on

X

File Edit ‘Wew Favorites Tools Help

S & ?-

1: General ]g: File Layl:nutl = Field&] 4: Summar_l,l]

What do you want to do?

Optionz

[w “alidate data only

[ Create new table entries
= Create impoart file B

[ Automatically reciprocate relationships

{ |mport new records

(" Update existing records

[v Usze duplicate criteria far new records

Field Separatars and Teuxt Qualifiers

f* Comma T ext qualifier: | Guctation j |_

f Tab Fleaze indicate the text qualifiers. The information found betwe

What file do you wizh to import?
" Semicolon will be imported az iz, Any field zeparators found betweet bwo b
\

Import file: |C:ADocuments and Settingzhiffanyel\DeskiophCOMF-Mew Cons

How do you want the system to identify existing constituents? be treated as a field separator.
f# se the Impart 1D
(" Uze the Constituent 1D

" Use the Social Security Mumber

{ Space
Thiz allowez pou to distinguish bebween a field separator charact
¢ Other r that 1z part of the data to be imported.

Impart Field Mames

i izi ile?
i B U (i ot el ks it (19 f* Field names are on the first ine of the impart file

f# Delimited - Characters separate the fields

(" Fised width - Fields and records have a set length £ Import file does not contain field names

" Field namesz are in a separate file

| MNest » | Cancel |
Sample Import Farmat
ImportID KewInd Titl Firsthame
g9y I M, James
3038 0
399 I Ms. Jane
=

Blackbaud.

¢ Back, Mest > Cancel Savef#20




Il ntroducti on

1: Eeneral] 2 File Layout 3 Fields lii: Summar_l,l]

Indizate where each 'Field ta Import’ should o by choosing the R aizer's Edge Field fram the it of ‘Awvailable
Fields'

Awaillable Fieldz Irmpart Fields
Showe | call fields: | Field ko Import Raiser's Edge Field £l
-ddditional ddressees/S alutation|a | | | IMpEFEID Import 1D (ImportID =
*-fddress Attribute KeyInd Key Indicatar (KeyInd)
+-bddress A
+-dlias =(| || it Title 1 {Titl1)
+ --.-ﬁ.pp!aal N — || |FirstMame First (FirstMame)
+-Avy ailability i i i
H-ward rlidrlame Middle Marme {Midrlame 'l . .
+-Checklist LastMame Last Mame (LastMame) haspelst =t St L
+-Constituent B ank. L Fle Edit Vew Favarites Tools Help
. : Orghame Organization Mame {Org
+-Canstituent Code | 9
+-Caonstituent Infarmation Attribute PrirnAddI Primary Addresses ID HE x & & g
+-Congtituent [nformation . . . , i
’:r--EDurSEHTraining Prirn5alID Primary Salutation I M 1: Genetal] 2 File La_l,lout] 3 Fieldz  4: Summary }
+-Credit Card — || |AddrImpID Address Impart ID {Add | ' Ot
+-Education Majar i Eadd ferred Add |
£ | I (5] PrefAddr Preferred Address (Pre | Create exception file of recordz not updated/imported |C:'\D0cuments and SettingshtiffarwelhDeskio J
- - Addi Tyne Tune (AddeTune) | Create an output guery of the records imported
Click here for detailed field infarmatian. [ £ |
=
&k Find... | | <- Remove itk (% Preview ( Print
Import Summary [nfarmation
¢ Back | MHest > | Cancel

Type: Conztituent
File Mame: C:\Documentz and S ettingzhtiffanyelD esktophCOMNF-Mew Constituents, cav

Yalidate data only

Field names are on the first line af the impart file
Fields are separated by a <Commas
The texst qualifier is a <Huotation:

Thesze fields will be validated:
Impart D [Impart D]

K. Indicator [Kewlnd]

Title 1 [Title1]

Lazt Mame [Lazt Mame)

First Mame [First Mame) b

Cancel Save Walidate Mow
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Import Task #H2

Constituent addresses need to be updated
for all volunteers

E Records already exist in database
E You do not have an import file prepared

E Data entry staff prefers to edit and format data in
Excel

E Updated information needs to be changed on the
vol unteerso constituent
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Il ntroduction to

Why do all the work yourself?

Use the Create Import File option as a Shortcut!

—Import - Constituent Address

File Edit Mjew Favorites Tools Help

= IR ?-

1: General IZ: Filz La_l.u:uut] & Fields] 4 Summary] m Import - Constituent Address @i
What do you want to do? File Edit Mjew Fawvorites Tools Help
(™ Import new records Optiors = & AE= o B
. Include... | Selected
{ Update existing records Q 1 Eeneral] 2: File Lapout 2 Fields lﬂ: Sumrmary
f+ Create impart file [ Include selected fields|  Seih the figlds you wish to include in the impart file.
i o
Irztrets & et il Ayailable Figlds Import Figlds
Show: |<-"1"-|| fieldlz> j Ruaiser's Edge Field
1 I ?
What hle do you wizh to create? = e Adddress Import ID (AddrImpID)

Irport file: | C:AD ocuments and SettingzsStephaniewohDesk o Address Import [0 ||| |address Lines addrLines)
::gﬁ:ﬁdm“ Lines City (AddrCity)
ol City State (Addr3tate)
~Constituent (D Type (AddrTvpe)
~Congtituent Import [D
~Congtituent S5M ZIP (AddrZIP)

A = | C | [ | E | F |
1 |AddrimplD AddrLines SddrCity AddrState  AddrType AddrZIP
2 |00001-027-0r248 Twin Lane/nBuilding #3299 Birmingham AL Home 35220
-3 [00001-027-001481 Mountain Creek Drive/nBuilcBirmingham AL Business 352245
4 100001-027-01F7 Galden Lane Gulf Shores AL Time Shan Jb547
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