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Introduction to Importing in The Raiserôs Edge

Overview of Topics

ÈCommon import myths

ÈWhy import?

ÈSteps to import

ÈImport tasks

ÈPost-import

ÈTips

ÈQuestions
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Introduction to Importing in The Raiserôs Edge

Debunking the Import Myths

ÈImporting is impossible

ÈOnly geniuses can import into The Raiserôs Edge

ÈImporting cannot help me!

ÈI donôt need to learn the basics

ÈPreparation is not necessary
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Introduction to Importing in The Raiserôs Edge

Importing is like translating other languages into 

a language The Raiserôs Edge can understand

Data file (Excel)

Raiserôs Edge record
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Introduction to Importing in The Raiserôs Edge

When should I use Import?

ÈTo add new records to The Raiserôs Edge

ÈTo update existing records

ÈData cleanup

ÈTo share data with another office or organization 

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

The Raiserôs EdgeOutside Application

DATA

http://members.arttoday.com/Left/category/tree/Main/close-up/Tmpl/index-noright.tmpl?a=c&b=k&c=&mclass=A&qclass=A&f_c=c&f_g=g&f_j=j&cols=4&q=computer&eQ=computer&o=996671
http://members.arttoday.com/Left/category/tree/Main/close-up/Tmpl/index-noright.tmpl?a=c&b=k&c=&mclass=A&qclass=A&f_c=c&f_g=g&f_j=j&cols=4&q=computer&eQ=computer&o=996671
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Introduction to Importing in The Raiserôs Edge

The Import Process

1. What do you want do? ïimport new records, update?

2. Identify Import Type ïwhich records are you 

creating/updating?

3. Prepare data file ïwhat headers do you need?

4. Set up Import Parameters in Raiserôs Edge ïselect file, 

map fields, etc.

5. Validate ïresolve any exceptions

6. Run test import of a few records ïcheck the records before

Import Now

**Careful planning leads 

to import success!**
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Introduction to Importing in The Raiserôs Edge

What do you want to do?

+ Add New Records

Update Existing Records

Create import file

V
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Introduction to Importing in The Raiserôs Edge

Import new records

Examples:

È You had an Open House and entered attendee names and 
addresses in Excel. 

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

È 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.

+ Add New Records
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Introduction to Importing in The Raiserôs Edge

Update existing records

V
Update existing records

Examples:

Å 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.

Å 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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Introduction to Importing in The Raiserôs Edge

Using Import and Update

importid Firstname Lastname Addresslines State Postalcd City Titl1

4567 Dave Johnson 12 Oak Street CA 20007 San Francisco Mr

Daniel Brown 14 Elm Lane CA 20009 San Jose Mr.

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

with an ID of 4567. If so, this donorôs info will be updated

There is no ID to link this record. Daniel Brown will be 

imported as a new record.
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Introduction to Importing in The Raiserôs Edge

Create import file

Create import file

Examples:

Å You are cleaning up Constituent Addressees/Salutations and want to 

replace all existing formats with the informal format.

Å Your database administrator needs to import data from The Raiserôs Edge 

into another database.
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Introduction to Importing in The Raiserôs Edge

Identify Import Type

ÅWhat record type are you adding or updating?

Constituents?

Gifts?

Addresses?

Actions?

Campaigns?

ÅEntire records or 

parts of records?

Import Categories

Import Types
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Introduction to Importing in The Raiserôs Edge

Prepare the data file:  What needs to be in 

the file?

Header field names (highly recommended, but not 

required)

Values of fields to be imported (Data)

Required Fields
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Introduction to Importing in The Raiserôs Edge

How Raiserôs Edge reads the data

Headers act as the translator between the data file and The Raiserôs Edge

Data file (Excel)

Raiserôs Edge record

Required Record Identifiers

Constituent, Gift, 

Action, etc.
Import ID, Cons ID, or SSN

Import Type:
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Introduction to Importing in The Raiserôs Edge

Clean up the data file!

What about required fields?
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Introduction to Importing in The Raiserôs Edge

Import Guide- Your Roadmap for Success!

ÅImporting Rules

ÅImport Tables: include 

required fields/headers 

based on import type

ÅAllowed field values

ÅPopular import 

Knowledgebase 

solutions
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Introduction to Importing in The Raiserôs Edge

Hang onéRemember to Prepare!

ÈCreate a test mapping document

ÈValidate import file

ÈTest first using a couple of records

ÈAfter the test is complete, 

back up your database again

ÈCheck for potential duplicates

ÈCheck for exceptions
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Introduction to Importing in The Raiserôs Edge

Import Scenario #1

You have a list of new constituents that need to be 

added to The Raiserôs Edge.

ÈImport new constituent records

ÈCheck for duplicates

ÈCreate output query of records imported for to later 

send welcome appeal
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Introduction to Importing in The Raiserôs Edge

Letôs Talk about Duplicate Criteria
È Duplicate criteria set up in Configuration

È Duplicates can be set aside as exceptions (query or file)
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Introduction to Importing in The Raiserôs Edge
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Introduction to Importing in The Raiserôs Edge
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Introduction to Importing in The Raiserôs Edge

Import Task #2

Constituent addresses need to be updated

for all volunteers

ÈRecords already exist in database

ÈYou do not have an import file prepared

ÈData entry staff prefers to edit and format data in 

Excel

ÈUpdated information needs to be changed on the 

volunteersô constituent records
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Introduction to Importing in The Raiserôs Edge

Why do all the work yourself?

Use the Create Import File option as a Shortcut!




