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chapter 3

What Is In This Tutorial?

In the Import Tutorial, you receive step-by-step instructions for creating imports in The Raiser’s Edge and
Microsoft Excel. You can also learn about the following.

¢ “Import File Layout Rules” on page 2

e “Constituent Imports” on page 6

e “Gifts” on page 52

e “Working with a Raiser’s Edge Import File in Excel” on page 85

How Do | Use These Guides?

The Raiser’s Edge user guides contain examples, scenarios, procedures, graphics, and conceptual information. To
find help quickly and easily, you can access the Raiser’s Edge documentation from several places.

User Guides. You can access PDF versions of the guides by selecting Help, User Guides from the shell menu bar
or by clicking Help on the Raiser’s Edge bar in the program. You can also access the guides on our Web site at
www.blackbaud.com. From the menu bar, select Support, User Guides.

In a PDF, page numbers in the Table of Contents, Index, and all cross-references are hyperlinks. For example,
click the page number by any heading or procedure on a Table of Contents page to go directly to that page.

Help File. In addition to user guides, you can learn about The Raiser’s Edge 7 by accessing the help file in the
program. Select Help, The Raiser’s Edge Help Topics from the shell menu bar or press F1 on your keyboard
from anywhere in the program.

Narrow your search in the help file by enclosing your search in quotation marks on the Search tab. For
example, instead of entering Load Defaults, enter “Load Defaults”. The help file searches for the complete
phrase in quotes instead of individual words.
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The Raiser’s Edge 7 includes thousands of fields and can hold countless numbers of records. Updating and
maintaining these records can be a daunting task. The Import functionality can make this chore a little less
intimidating. With Import, you can combine databases, import information from spreadsheets and word
processing programs, update existing records, and even create an import file to use in outside applications.

However, because The Raiser’s Edge is a large program, offering so many different fields, running an import can
at times be an involved procedure. You must know all the Raiser’s Edge fields you want to include in the process;
you must also know all fields required by the program to run the procedure; and you must understand that even
if you learn all the fields required to run a specific type of import, the required fields are most likely different
when you run a different type of import.

For example, to import a list of new individual Constituents, use the Constituent Import Type, and the Key
Indicator and Last Name are required. However, to import a list of new addresses for existing constituents, use
the Constituent Address Import Type, and you must include one of the following fields: Constituent ID,
Constituent Import ID, or SSN. The field is used to identify the constituent to which each address belongs.

Note: For a complete list of required fields, see the Import Tables chapter in the Import Guide.

This tutorial attempts to take some of the guess work out of the importing process. In it are a number of the most
common importing procedures. You learn how to create a gift and constituent import file in The Raiser’s Edge,
open these files in a Microsoft Excel spreadsheet, change the information, and import the updated data back into
The Raiser’s Edge. You also learn how to create an import file in Excel and then import the Excel data into The
Raiser’s Edge.

Most of the information included in this guide is specific to the tutorial procedures. For an overview of the
importing process; explanations of all import fields, checkboxes, and options; and a list of the import layout
tables, see the Import Guide.

Import File Layout Rules

Note: We recommend you save your imports with detailed descriptions. This makes locating and identifying
imports you want to reuse easier. For example, consider entering how the import was used or a summary of
the fields you selected.

Before importing data into your database, you must fully understand how the importing process works, how it
moves your data, and what determines where the program stores the new information. If done correctly,
importing records into The Raiser’s Edge is an easy, time-saving task. If done incorrectly, it may require a good
deal of your time to clean up your database, running queries to ensure the information is where it is supposed to
be, and even running global changes. We strongly recommend you acquire a full understanding of the importing
process before proceeding with the import.

This section describes the general Import file layout rules, helping you better understand the overall process.

Import Formatting Guidelines

¢ If you are not using a separate header file and on the File Layout tab of the import parameter screen you select
Field names will be on the first line of the import file, the first line in an import file is the header line or row
containing the Import Name of the fields included in the file. The remaining lines contain data records, one line
per record. So, in a Constituent import, each constituent is given their own line; in a Gift import each gift is
given its own line; in a Constituent Phone import each phone number is given its own line.
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For instance, in the Microsoft Excel example below, line 1 represents the import header line. This line contains
the names of the import data fields. The actual data starts on line 2.

Ed Microsoft Excel - Book1 [_[2]x]

J File Edit wiew Insett Format Tools Data Window Help =& x|

NEEHagRky | ¢ailo- &= a8 imE 2 e <0 =B 2wk pomt
19 | =[

A ‘ Print (Acrobat Distiller 3.0) [y | E ‘ F | e | H | ‘ J | K | L —
| 1 |ImportlD FirstName LastNamelncome MrtlStat Keylnd I~
| 2 | Srmith Brian $30,000 Single |
| 3 | Kennedy  David $66,000 Martied |
| 4 | Davenpart Shawn $36,000 Married |

5

¢ If you choose the delimited import format on the General tab, the format of your import file must follow some
specific rules, without which importing is impossible.

¢ You must define a format for your imported data. This means, if you are using a word processor, you must use
text qualifiers and field separators when entering your data.

¢ The first line of the import file should be the header, which gives the names of the fields in the file. You can
select to use data with the header record in a separate file. Or, if you have no field names anywhere, you can
map the fields directly to The Raiser’s Edge fields into which you want them imported.

¢ Each record in the import file must have a Carriage Return-Line Feed (CR-LF) at the end

¢ Remember, when creating your import file in an outside application, such as Excel, the fields you can include in
the import file are limited, based on the type of import you run. For example, if you want to import constituent
information such as name, preferred address, and telephone number, you can enter all of this information in
one import file and import the information using the Constituent import category. However, if you also want to
import participant information for a constituent, such as name tag information and travel arrangements, you
must enter this information in a separate import file. The participant information can be imported using only
the Participant import category.

Import IDs

¢ The program uses the IDs you define in the import to search for duplicates, update information, and link
records.

When creating records through Import, you have the option of specifying an Import ID for the new record or
letting the program create the ID. If you want to specify your own Import ID for record you create through
Import, remember the following:

¢ Within a particular record type, all Import IDs must be unique. For example, all Constituent Import IDs must
be unique, all Constituent Address Import IDs must be unique, etc.

¢ An ID can contain up to 20 characters

Note: If you use constituent Social Security Numbers as an identifier when importing records, you must
include the dashes when entering the number in your import file.

¢ When using Import to update records in The Raiser’s Edge, the program needs to know which records you
want to update.

To specify in your import file which constituents you are updating, you can use the constituent’s Social Security
Number, Constituent ID, or Import ID to identify the record.

¢ Inimports where you do not have to identify the constituent being modified, you need to specify the Import ID
of the record you are attempting to update.

Note: Campaigns, funds, appeals, and events are exceptions to this rule. When updating these record types,
you identify the records you want to update using the Campaign ID, Fund ID, Appeal ID, or Event ID.
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For example, in a Constituent Address import, you must include a reference to the Constituent (Constituent ID,
Constit Import ID, or SSN) in order to add or update information (add a new address or update an existing one).
There are, however imports where information related to constituents change, but the constituent record
does not need to be identified. For example, in a Constituent Phone import, to add or modify a phone number,
you only need to reference an address import ID, because the address is inherently tied to a constituent.

¢ If you do not include the Import IDs when you create the import file through Import, you can add them later.
Using the Create Import File option on the General tab of the import parameter file, you can export the
Import IDs for the records you are trying to update.

Attributes

¢ Ifin the Attributes link of Configuration the Allow only one per Record checkbox is checked for an attribute
and the attribute is already present on the constituent record, the program generates an exception

¢ Ifin the Attributes link of Configuration the Required checkbox is checked for an attribute, the program
generates exceptions for all records that do not include the attribute

Import Fields

Import fields may be imported in any order. We recommend grouping related fields.
CR-LF is not allowed within a field, only at the end of a record
CR-LF in memo fields (for example, notepad) is represented by /n

Unmapped fields and fields containing no data are ignored. To clear a field’s contents in the program, enter a
caret (*) character [Shift + 6] in the field.

Import fields for multiple records of the same type must have a two-digit extension number at the end.
Extension numbers start with 00 and can go up to 99. For example, if you want to import home phone number
and mobile phone number from constituent records, you must identify the home phone number
(PhoneNumO0O0) and the cellular phone number (PhoneNum01).

When importing multiple “child” records of the same type for a single “parent” record, the import fields that
relate to the child records must have a two-digit extension number at the end. Extension numbers start with 00
and can go up to 99. For example, if you want to import a home address and business address (two child
records) for a single constituent (one parent record) on one line of a Constituent import, you must select some
address fields twice, such as City and State. For the program to know which City goes with which State, it will
look at the extension numbers. It will know that AddrCity00 goes with AddrState00, and AddrCity01 goes with
AddrState01.

Most record types making up the constituent record can be imported with a constituent import file or as their
own import type. For example, you can import constituent codes with a Constituent import type or a
Constituent Code import type.

When importing both individuals and organizations using the Constituent import file, each record is specific to
either an individual or an organization. The program ignores fields specific to organizations for individual
records and ignores fields specific to individuals for organization records.

Importing Gifts

¢ When importing gift records, remember the following:

¢ Matching gifts do not automatically import with gift records. You can, however, import matching gifts
specifically.

¢ If you import a gift with a campaign or appeal but do not specify a fund, the gift appears as an exception. The
fund is a required field.
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¢ Benefitinformation does not default in the program with the gift information imported. You must include the
benefit information in the import file if you want it to import.

¢ Receipt amounts do not default in the program with the gift information imported

¢ The program does not soft credit relationship records when importing gifts to a constituent record. However,
you can import soft credit information specifically.

¢ If you import a gift along with an appeal or solicitor and the appeal or solicitor do not already exist in the
constituent record, neither is automatically added to the record. They are, however, imported onto the gift.

¢ For gift import files, all installments must be in the same file as the pledge. Amounts must equal the total of the
pledge. You can have the program automatically add instalments for new pledges.

¢ If you import a pledge, and you want the program to create installments, you must define the installment
schedule in the import file and check the Automatically add installments for new pledges checkbox on the
General tab of the import parameter file.

Lookup Tables

¢ Punctuation characters and spaces are important for data contained in lookup tables. For example, the title
table contains “Mr.”, but your import file mistakenly has “MR” entered for one title. If you marked the Create
new table entries checkbox on the General tab of the import parameter file, the program adds “MR” to the
table, and you now have two table entries for the same title — the correct title “Mr.” and the incorrect title
IIMRII.

¢ In most lookup tables, you can add table entries while importing if on the General tab in Import, you marked
the Create new table entries checkbox.

Addressee/Salutations

¢ You cannot add new addressee/salutations to the Addressee/Salutations table in Configuration through Import

e Use the Add/Sal ID number to import Addressee/Salutations for individuals and organizations. You can get a list
of these numbers in Configuration. Select Addresses/Salutations. From the menu bar, select File, Print,
Addressee/Salutations Report.

Currency entries

¢ You can have up to 10 digits before the decimal point and two digits after (XxxXXXxXxxx.yy)
¢ The currency symbol ($) is not required

¢ The decimal point and digits after it are required only for uneven dollar units. For example, you can enter two
hundred dollars as 200, but you must format twenty-five dollars and fifty cents as 25.50.

Defaults

¢ Defaults established in the program do not carry over to imported data

Addresses

¢ If you update an address linked to more than one constituent record, the address is updated in all linked records

¢ In order for the program to recognize separate address lines, (city, ZIP code), you must enter a /n at the end of
the line in the file
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Note: For more information about working on the Configuration page, see the Configuration chapter of the
Configuration & Security Guide.

e Allimported addresses are formatted based on the address format established through the International link
on the Configuration page. If no country is specified in the import file, the address is formatted based on the
address format entered through the General link on the Configuration page.

Relationships

¢ You can reciprocate relationships when importing if you mark the Automatically reciprocate relationships
checkbox on the General tab of the import parameter file.

Constituent Imports

A constituent import adds information to existing constituent records in your database or creates new
constituent records. For example, you can import information from a mailing list or a list of prospects into your
database. To limit the number of fields available for the import, you can select specific constituent import types,
such as Constituent Address or Individual Relationships. To view a list of fields available for each import type, see
the Import Tables chapter of the Import Guide.

Address Update

The following two procedures show you how to work with a constituent address import. The first procedure takes
you step-by-step through generating a constituent address import file in The Raiser’s Edge. You can then use the
file to update your data, sending the file to an outside firm or entering changes using a spreadsheet or word
processing program. The second procedure shows you how to import the updated constituent address import file
back into The Raiser’s Edge. You can also create an import file using an outside application, such as Excel or
Microsoft Word. For instructions on creating an import file, using Excel, see “Relationships and Addresses in
Excel” on page 26.
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» Creating a constituent address import file in The Raiser’s Edge

The following procedure shows you how to create an import file based on constituent records with the Has no
valid addresses checkbox marked on the Bio 1 tab. The procedure assumes a query of all such records exists
and includes the following fields in the import file: Address Import ID, Constituent Import ID, Address lines,
City, State, and ZIP. Also, because there may be seasonal addresses included in the query, we will also include
Seasonal Address, Seasonal From, and Seasonal To.

1. From the Raiser’s Edge bar, click Admin. The Administration page appears.

#4 The Raiser’s Edge
File Edit “iew Go Favortes Tools

Help

4 Back & Fnrward‘ Open in separate window

Administration

System Statistic:

b Systern Statistics
b Irnport

b Post to General Ledger
b Duplicate Constituents

Import
Globals Add b Globally Add Records } Merge Constituents
choa,é'ls b Globally Change Records ¥ Drop Lapsed Members

Globally Change
Records

Globally Delete
Records

Globally \write Dff
Pledges

Convert Pledges
To Recuring
Gifts

Post to General
Ledger

Duplicate
Constituents

Merge
Constituents

Drop Lapsed
Members

Security

Queue
B
Moo Fediclae

b Globally Delete Records
b Globally Write Off Pledges
b Convert Pledges To Recurring Gifts

b Security
F Queus
b Data Enrichment Services

Systemn Statistics

Provides you with a count of the records in your database. For more information about System Statistics

see the Program Basics chapter of the Program Basics Guide

S K B | K

‘Welcome to The Raiser's Edge 7

Click Import. The Administration - Import screen appears.

#4 The Raiser’s Edge
File Edit “iew Go Favortes Taools Help

4 Back & Fnrward‘ Open in separate window

Administration
Spstemn Statistics

Globally Add
Records

Globally Change
Records

Globally Delete
Fecords

Globally Wwrite Off
Pledges

Post to General
Ledger

Duplicate
Constituents

Merge
Constituents

Validate
Datahase

Drop Lapsed
Members

Security
Queue

Diata Enrichm

Hew ey Open 3 Delete...

AT e -

— Action

Mame Type Created

Description

Created

Supervist

Solicitor Import File Tex
w-Appeal Action
w-Appeal Action Attribute
w-Appeal Action Saolicitar
-~Constituent Action
-~Constituent Action Attri
+~Constituent Action Soli
-~Event Action

-~Event Action Attribute
--Event Action Solicitar
~ Appeal

fppeal

w-Appeal Attribute
w-Appeal Benefit
w-Appeal Campaign
--Appeal Expense

KIN|

™ Orly show my imparts

[]

Irnport makes it easy to move data frorm one program to another. Please see the Import
Guide for more information about Irmport.

‘Welcome to The Raiser's Edge 7

All import types appear in the tree view.
3. Scroll down until you find Constituent on the tree view. Select Constituent Address.
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4. On the action bar, click New. The Import - Constituent Address screen appears, displaying the General tab.

Import - Constituent Address 1]
File Edit “iew Favorter Toolz Help

= IR = N

1: General |2: File Layoutl 3: Figlds | ES Summaryl

What d

do? -

Options
[~ Validate data anly
[T Create new table entries

= Update exizting recards

" Create import file ™| [mport resords nat found | as new reconds:

What file do you wish to import? -

Impart file: J

How do you want the spstem to identify exizting constituents? -
i |lze the Impart 10
= Llze the Constituent [D

" Use the Social Security Mumber

What iz the format of this import file? -
{* Delimited - Characters separate the fields

" Fiwed width - Fields and records have a set length Fec. lenoth: I Mo, of fields: I

< Back | Mext » | Cancel | Save | ImportNoﬂl

5. In the What do you want to do? frame, select Create import file.

Import - Constituent Address
File Edit View Faworter Tool: Help

B % |1E &M= 2

1: General |2: File La_l,loutl 3 Fields | 4 Summar_l,.ll

‘What do you want to do? -

= Import nes recards Options

" Update existing records 4|Include... (4l s

@ |nclude selected fields in the impart file

' Include all fields in the impart file

‘What hile do you wizh to create?:

|mpart file: J

What ID Field do you want to use?
i lze the Impart 10
= Use the Constituent 1D

= Uze the Social Security Mumber

What iz the format of this import file? -
' Delimited - Characters separate the fields

" Fiwed width - Fields and records have a set length Fec. lenoth: I Mo, of fields: I

< Back Mewt » Cancel Save | Create Mow |
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6. Inthe Options frame, click Include and select the records you want to include in your import file. Because
you want only the records with Has no valid addresses marked on the Bio 1 tab of their constituent
record, select Selected records. The Open Query screen appears.

i, Open Query
Find: I Cueries j

Sl [Open

Cancel

& Edt
“] Add New

Options

@& Find Now

Created On: I E|l New Search
Created by: lﬁ Previous Search

Find Queries that meet these criteria:

Query type: I <Al relevant typess hd l

Guery farmat: -
Query name: || - l
Description: I - l

™ Show merged queries only

™ Exact match anly E=pand Results

[

Note: For more information about creating and accessing queries, see the Query chapter in the Query &
Export Guide.

7. Inthe Query type field, select “Constituent”. You can enter additional criteria information to limit your
guery search, or you can click Find Now to locate all constituent queries saved in your database. All
constituent queries appear in the grid.

i, Open Query [ %]
Find: I Cueries j
Cuery MName I Cuery Descripkion I Type I Formak I ;I @ Open |
Inacti d Lost Con... Blackbaud I .o Constituent L i S
nactive and Lost Con ackbaud sample con onstituen YTIEMiIC uper\_l Cancel |
Inactive Records This query is being us... Constituent Drynarnic Supery
Individual search For ... Used by the Search 5... Individual [rynamic Supery
Invalid AddressiBlank... This query is being us... Constituent [rynamic Super,
Lapsed Members Blackbaud sample con... Constituent [rynamic Supery @ =
1§
Largest Gift +45,000  This query is based o... Constituent [rynamic Super, —
Major Donor Prospect This query is used in ... Constituent [rynamic SUpery, 5@ Add Mew
Members (active and ... Constituent [rynamic SUpery i
ptiors
Mo Constituent Code  Blackbaud sample con... Constituent [rynamic Supery

Mo Valid Address Drynamic

@& Find Now

Created On: I E|l New Search
Created by: lﬁ Previous Search

Find Queries that meet these criteria:

Query type: lm
Query format: lm
Query name: lﬁ
Description: lﬁ

™ Show merged queries only

[ AR e

™ Exact match anly E=pand Results
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8. Select “No Valid Address” and click Open. You return to the Import - Constituent Address screen. The

guery name appears next to the Include button.

Import - Constituent Address

File Edit “iew Favortes Tools

= =N e

Help

1: General |2: File La_l,loutl 3 Fields | 4: Summary

‘What do you want to do? -

" Impart new records Optians

" |lpdate existing recards
* Create import file % Include selected figlds in the import file

' Include all fields in the impart file

Selected records from ‘Mo Valid Address’

‘What hile do you wizh to create?:

|mpart file:

What ID Field do you want to use?
i lze the Impart 10
= Use the Constituent 1D
= Uze the Social Security Mumber

What iz the format of this import file? -
' Delimited - Characters separate the fields

" Fiwed width - Fields and records have a set length Fec. lenoth: I Mo, of fields: I

< Back | Mewt » | Cancel |

Save | Create No@l

9.

In the Options frame, select Include selected fields in the import file. The program defaults to this

option. When selected, on the Fields tab you must select and order the fields you want to include in your

import file.

If you select the Include all fields in the import file option, all fields related to the selected import type
are included in your import file. If you select this option, all the fields are automatically loaded on the
Fields tab by field names. For this procedure, you do not want to select this option, because you know the
specific fields you want to change and want only these fields in your import file.

10.

In the What file do you wish to create? frame, enter the Import file name. This is the name of the file you

are creating. If you want to map to the specific directory and subdirectory in which you want the import
file saved, click the ellipsis. The Select Import File screen appears.

Select Import File

Look in: I 5 Import_Files

[ o s e

[ 7]

5] fppel IDs.cav

i conzhit_attibutes, bt

b Constit_|De.cey

b] Constittdy, ooy

b Constivhdy 2 csv

5] Constiuent_sddress_Update.cav

4] Constiuent_lmport.csy

4] Constituents, 1Relationship, Prefaddr & 1Phone.cay
b DK_Import_Test cay

| Gift_installment. cev

[+] |

Gifts. cav

ﬁj Gitz_with_[nstallments. csw

Testbut

Gits_with_Instaliments_2. cev
Test.cey

i

File name: INoVaIid Address.cey

j Open I

Files of type: | Text Files (7 tat; * cav; *. pm]

=~

Catcel |
F

In this example, you want to save this import file

in the Import_Files folder.
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Note: File names and the tools used to open import files is a matter of personal preference. The examples in
this book represent one way of working with import files.

11. In the File name field, enter a name for this import file — “No Valid Address”.

12. In the Files of type field, select a format for the import file. Because you intend to work with this data in
an outside application and import the updated information back into The Raiser’s Edge, the *.csv format
is your best choice. It is the most universally accepted and easiest to work with. However, if you are
sending this import file to an outside company to be updated, you may want to find out from the
company what file types it can accept.

13. To return to the Import - Constituent Address screen, click Open.

Import - Constituent Address E
File Edit Yiew Favorter Toolz Help

G x/#s@Me -

1: General |2: File Layoutl 3: Fields | 4 Summaryl

What do you want to do? -

" |mport new recaords Dptians

YTy e e p— Include. .. | Selected records from "Mo Yalid Address
{+ Create import file @ |nclude selected figlds in the impart file

' Includs all figlds in the impart fils

What file do you wish to create?

Imnpart file: |C:WFilest mpart_Files\Mo Yalid Address. cav J

‘What ID Field do you want to use?
i |lze the Impart 10
= Llze the Constituent [D
" Use the Social Security Mumber

What iz the format of this import file? -
{* Delimited - Characters separate the fields

" Fiwed width - Fields and records have a set length Fec. lenoth: I Mo, of fields: I

< Back | Mext » | Cancel | Save | Create Noﬂl

The file name and path appear in the Import file field.

14. The What ID field do you want to use? frame, is not relevant to creating import files. This option applies
when you update records. You tell the program which one of the ID options is in the import file. The IDs
are used to identify the constituent record being updated.

15. In the What is the format of this import file? frame, select Delimited - Characters separate the fields.
This option is the easiest and most reliable format. When selected, on the File Layout tab you must select
a character, such as a comma, to separate the fields. For example, if you select comma delimited, fields
are separated as follows: “Phone”, “Address”, “Name”. Carriage returns and line feed breaks separate
records.

The Fixed width - Fields and records have a set length option requires you to define the length of the
records you intend to import. Fields may be truncated if you do not know the length of all fields you
include in your import file. For example, if you set the First Name field length at 20, all names with 20
characters or less import into the program complete. Any name over 20 characters is truncated at the
21st character. Also, the next field to import starts immediately after the 20th character, so if you have a
20-character field, there is no space between it and the next field. We do not recommend using this
option unless it is required to import data provided from an outside organization, such as a research
company or mail list provider.

Note: You can also select the tab to move through the import parameter file.
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16. To move to the File Layout tab, click Next.

17.

Note:

18.

Note:

Import - Constituent Address 1]
File Edit “iew Favorter Toolz Help

QxS me?-

1: General  2: File Layout |§: Fields | ES Summaryl

Field Separatore and Text Qualifiers -

% Comma Tent qualifier:l Quotation | I I_

O Tab Fleaze indicate the text qualifiers. The information found between bwo text gualifiers

= Semicolon will be imported as is. Any field separators found between bewo text qualifiers will not
be treated as a field separator.

 Space

Ot I— Thiz allows you to distinguish between a field separatar character and a character
ther that is part of the data to be imparted.

Import Field Mames
% Field names wil be an the first line of the impart
= Import fle will nat contain field names
= Field names wil be in a separate file _I

Cancel | Save | Create Noﬂl

In the Field Separators and Text Qualifiers frame, you have to tell the program how you want the import
fields separated. The program defaults to the Comma field separator option. Although you can select to
separate fields using a Tab, Semicolon, Space, or Other, the comma is the most universally accepted.

The Text qualifier helps you distinguish between actual punctuation in a string of text and the field
separator when you are reading the file. For example, if you select the comma as your field separator and
guotation marks as the text qualifier, the program creates a text file containing the following data:

“100 Main Street, Apt. 23F”, “San Diego”, “CA”

You know all text contained between the text qualifier (quotation marks) is part of the same field. This
helps you know that 100 Main Street, Apt. 23F is all part of the same field. If the quotation marks were
not present the data appears as follows:

100 Main Street, Apt. 23F, San Diego, CA
You may not know if Apt. 23 F is part of the field that includes 100 Main Street or if it is its own field.

For information about the other Import Field Names options, see the Import Guide.

For this procedure, accept the defaults: Comma and “Quotation”.

In the Import Field Names frame, you have to tell the program if you want field names included in your
import file, and, if so, what file you want them included in. For this procedure, because you want to know
the field names when you update your import file addresses, select Field names will on the first line of
the import file. This tells the program to make the first line in the import file the header, which contains
the Import Name of the fields included in the file. The data starts in the second row, one record per row.
So, in a Gift import, each gift is given its own line; in a Constituent Phone import each phone number is
give its own line; in a Constituent import each constituent record is given its own line.

You can also select the tab to move through the import parameter file.
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19. To move to the Fields tab, click Next.

Import - Constituent Address
File Edit “iew Favorter Toolz Help

G x|#s@me -

1 Generall 2. File Layout  3: Fields Iﬂ: Summaryl

Select the figlds pou wish bo include in the import file,

Click. here for detailed field infarmation.

@& Find... | Selent-» | <- Remove

—dwailable Fields—— - Import Fields
Shaw: |<.f5.II fields> | Raiset's Edge Field
+-Address fddr npatt 10 (AddrImplID)

Update Fields |  Clear Fields |

< Back | Cancel |

Save | Create Noﬂl

Note: If on the General tab, you select Include all fields in the import file, all fields default in the Raiser’s Edge

Field box.

Because, on the General tab, you selected Include selected fields in the import file, only fields always
required to update existing or add new constituent addresses automatically appear in the Raiser’s Edge
Field box. You must manually select the other fields you want to include in your import file.
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20. From the Available Fields frame on the left, select the fields you want to include.

Import - Constituent Address 1]
File Edit “iew Favorter Toolz Help

SIESE IENTE ed ks
1 Generall 2. File Layout  3: Fields Iﬂ: Summaryl

Select the figlds pou wish bo include in the import file,

—dwailable Fields—— - Import Fields
Shiowi: | <Al felds> =l

Raiser's Edge Field

npott ID (AddrImplID)

Address Import D
-#ddress Lines

ity

--Constituent (D
-~Congtituent Import [0
-Constituent S5M
--County

--County

-Dlate from

-Dlate to

-|nfo zource

NZ City =l

Click. here for detailed field infarmation.

@& Find... | Selent-» | <- Remove LlpdateFieIdsl CIealFieIdsl

< Back | Mext » | Cancel | Save | Create Noﬂl

In the tree view, highlight the fields you want to include in your import file, and click Select to move the
field into the Raiser’s Edge Field box. For this example, because you want to create an import file that you
can also use to import updated data back into The Raiser’s Edge, you must include either the Constituent
Import ID, Constituent ID, or SSN when creating the file. Choose Constituent Import ID for this example.
Next move all address information to be updated: Address lines, City, State, ZIP, Seasonal Address,
Seasonal from, Seasonal to, and Preferred Address.

Impott - Constituent Address x|
File Edit Yiew Favorites Tools Help
X ASbh -

e Generall 2: File Layout  3: Fields Iﬂ: Summaryl

Select the figlds pou wish bo include in the import file,

—dwailable Fields——  Import Fields
Shaw: |<.f5.II figlds> j Raiset's Edge Field
--[ate to ;l Address Import ID (AddrImplID)
~DPC Constituent Import ID (ImportID)
-Info source ) )
0T . Address Lines (AddrLines)
M2 City City {addrCity)

Frefered Addn State (AddrState)

Region ZIP (AddrZIP)
- Seazonal Address

Seazonal from

Seasonal Address (AddrSeasonal)

Seasanal ta Seasonal From (AddrSeasFrom)
mf/e%c:arﬂ:ll Seasonal ko (AddrSeasTo)
- Type Preferred Address (Prefaddr)
o ZIP

-

Click here for detailed field infarmation.

@& Find... | Select -» | <- Remove LlpdateFieIdsl CIealFieIdsl

< Back | Mext » | Cancel | Save | Create Noﬂl
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Note: For a list of all available import fields and information about required fields, see the Import Tables
chapter of the Import Guide.

21. To move to the Summary tab, click Next.

Import - Constituent Address
File Edit “iew Fawvortez Tool: Help

=g =N P

1 Generall 2: File La_l,loutl 3 Fields  4: Summary |

Import Options -
W LCreste coniral report & Preview ¢ Print

Import Summary [nformation -

Type: Constituent Address
File Marne: C:\Files\Import_Filex'\Mo Valid Address.cav

Field narnes are o the first line of the impoart file
Fields are separated by Comma
The text qualifier iz a <Quatations

These fields will be created:
Address Impart 1D [Addrdmpl D)
Cotstituent Irnport (D [Irmparti D)
Address Lines [AddiLines)
City [AddrCitw]
State [AddrState]
ZIP [AddiZIP)
Seasonal Address [AddrSeasonal)
Seasonal frarn [AddrSeazFronm)
Seasonal to [AddrSeaszTa)

< Back | s> | Cancel | Save | Create Noﬂl

Note: You can also select the tab to move through the import parameter file.

In the Import Summary Information frame, review the import parameters and other information
selected for the import file.

22. To generate a report listing a summary of the results and the field mapping selected for the import, mark
Create control report. The report also includes other information about the import, reasons for any
exceptions, and the path where you saved the import file. Select Preview to view the report on your
screen.
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23. Click Create Now. The program processes the import file. The Import Complete! screen appears when the
process is done.

Import - The Raizer's Edge for Windows |

Import Complete!
Records Processed: 19
Records Created: 19
E sceptions: ]

Tatal Time: (00 00:0
Records / sec: 13.00

This screen displays the number of records processed and created. It also shows the number of
exceptions, if any, and how long the process took. Exceptions are records the program could not process.
To see what caused the exception, look in the Exceptions section of the control report.

Note: If you do not mark the Create control report checkbox on the import parameter file, a Preview Report
button appears on the Import Complete! screen, allowing you to access the report.

24. Click Close. The control report appears.

1@ New Import Control/Summary Report HEE

x 4 Tof1 bV e | &G F e E [ | Towo ooz Dol

Prevvigw |

Import Control Report

Creating Import File - constituent addresses

Resulis
Records Processed: 14
Records mported:
Records Upduted: 0
Records Created: 18
Exccptioms : 0
Output query of re cords im parted:
Durpt query of re cords update d:
Ece eption file:

Eriteria

Type Constitne nt Address
File nam ¢: ¢ Files\tmport_FilestHo ¥alid Address csv
Function: Create dmport file
Options Selected records from 'Wo 'l alidd ddress’
Include s lected fields in the dnport file
1D Used: Import Il
Header First line of mmportfile
Form at: Drelim ted
Fields are separatedby comms
Te xt qualifier is quotation
Fidd Teapping
Tnport fiell name Raiser's Edgefiell
AddrimpID Address Tmport ID
ConsID Constiment I
AddrLines Address Lines
AddrCity City
AddrState State
AddrZIP ZIp

AddrSeasonal Seaconal Addrese

The report displays the results of the import, the criteria entered on the import parameter file, the field
mapping, and the details about any exceptions.

25. To print the report, click Print on the toolbar at the top of the page.
26. To export the report to use in another application, click Export on the toolbar at the top of the page.
27. To close the report, click the “X” in the upper right corner. You return to the import parameter screen.
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28. To save the import parameter file, click Save. The Save Import As screen appears.

Save Ilmport As

X
M arme: IN::: Yalid Address Save I

Dezcription: |10/1042003 Cancel

[ Other uzers may un this impart

v Other uzers may modify this import

29. Enter a Name and Description for your import. You can also allow other users access to the import file.
30. To return to the import parameter screen, click Save.
31. To exit the import parameter screen, from the menu bar, select File, Close.

Note: Forinformation about working with an import file in Excel, see “Working with a Raiser’s Edge Import File
in Excel” on page 85.

You are now ready to have your import file updated. You can send the file to an outside agency that
provides address updating services or open the file in another application, such as Excel, and update the
information.

» Importing the updated constituent address data back into The Raiser’s Edge

After you make your changes to the import file, you can import the updated information back into The
Raiser’s Edge using the same import file.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.

# The Raiser's Edge [_[=]x]
Elle Edt “iew Go Favoites Tools Help

4 Back » Forward‘ Open in separate windaw

Bt Home m&m [AIstration
i :

iﬁ Fecords ;I

5pstem Statistics b Systerm Statistics b Post to General Ledger
Impart ¥ Irport b Duplicate Constituents
ebeTo i b Globally Add Recaords b Merge Constifuents
Rgma,;s b Globally Change Records } Crop Lapsed Members
Globaly Charge b Globally Delete Records b Security

Records b Globally Write Off Pledges b Queue

Globally Delete b Convert Pledges To Recurring Gifts P} Data Errichment Services
Records

Globally Wiite Off
Pledges

Convert Pledges
To Recuring
Gifts

Post to General
Ledger
Duplicate
Constituents
Merge
Constituents
Drop Lapsed
Mermbers Systemn Statistics
Security

Provides you with a count of the records in your database. For more information about System Statistics,
Hueus :I see the Program Basics chapter of the Prooram Basics Guide
Aot el

SN K B |

‘Welcome to The Raiser's Edge 7
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2. Click Import. The Administration - Import screen appears.

# The Raiser's Edge [_[=]=]
Elle Edt “iew Go Favoites Tools Help

4 Back » Forward‘ Open in separate windaw

& Fratn
B Home cl <jile PO
i /
iﬁ Administration || [JHew '« |D0pen 3 Delete
System Statistics -
+Campaign Fund ;I Mame Type Description Created Created

— Constituent

el it --Additional Addressee/!
Records

~~Constituent
Globally Change: "
Fecords 1 .
Globaly Delete -~Constituent Address At
Records --Constituent Alias
Globalk Wi Dff ~Lenstivent Appeal
Pledges ~-Constituent Attribute
Post to General ~-Constituent Bank
Ledger -~Constibuent Code
Duplicate +Constituent Credit Carc
Canstituents +Constituent Notepad
Merge --Constituent Phone

Constitussits --Constituent S olicitor

alidate ~-Education Attribute

s -~ ducation Major LI—I LI

Drop Lapsed [ ;I ™ Orly show my imparts

Members

Securily The Constituent Address Import is used to update or create constituent addresses, or to

a n create an import file containing that information. Constituent addresses can also be created
ueLe and updated through a Constituent Import. Click here for more information about Constituent

. EJ_a_léF_n_ncthI Address Imparts
‘Welcome to The Raiser's Edge 7 %

All import types appear in the tree view.
3. Select Constituent Address under Constituent in the tree view.

From the action bar, click New. The Import - Constituent Address screen appears, displaying the General
tab.

Import - Constituent Address 1]
File Edit “iew Favorter Toolz Help

= IR = N

1. General |2: File Layoutl 3 Fields | 4 Summaryl

‘What do you want to do? -

Optionz
™ “alidate data anly

" Create new table entries

" Create import file ™| (ot resards not faund | as new records

 Update exizting records

‘What file do you wizh to import? -

Impaort file: J

How do you want the system to identify existing o ients?
@ Use the Import 1D
= Use the Congtituent 1D
= lze the Social Security Mumber

What is the format of this impot file? -

& Delimited - Characters separate the figlds

= Fixed width - Fields and records have a set length Fec lenath I M. of fields: I

% Back Mest » Cancel Save | ImportNoﬂl
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5.

6.

Because you are importing updates to existing records, in the What do you want to do? frame, select
Update existing records.

Import - Constituent Address
File Edit View Faworter Tool: Help

= =N e

1: General |2: File La_l,loutl 3 Fields | 4: Summary

‘What do you want to do? -

Options
™ Walidate data anly

- [ Create new table antriss

" Create import file [ Import records not found as new records

= Import nes recards

‘What file do you wizh to import?
|mpart file: J

How do you want the system to identify existing constituents? -
i lze the Impart 10
= Use the Constituent 1D
= Uze the Social Security Mumber

What iz the format of this import file? -
' Delimited - Characters separate the fields

" Fiwed width - Fields and records have a set length Fec. lenoth: I Mo, of fields: I

< Back | Mewt » | Cancel | Save | UpdateNoﬂl

In the Options frame, because you want to make sure your import file has all the required fields, mark
the Validate data only checkbox. The Update Now button at the bottom of the screen changes to read
Validate Now. After you set all of the import parameter tabs, you can click Validate Now, and the program
identifies any required fields you may be missing in your import file before you import the new
information into your database.

In the Options frame, do not mark Create new table entries. If marked, the program automatically
creates new table entries for import fields with table entries not already entered in The Raiser’s Edge. For
this example, you do not mark the checkbox because it may result in misspelled and incorrectly formatted
table entries. For example, title entries may appear in several different forms: MR., Mr, Mr.

Also in the Options frame, for this example, do not mark Import records not found as new records. If
marked, the program automatically creates new records for any record in your import file that does not
exist in The Raiser’s Edge.

Because you are simply updating existing constituent address information, when you created your import
file, you did not include all fields required to import new records. Therefore, you should not mark this
option. However, from the Summary tab, you can select to create an exception file. Then if for some
reason the program detects new constituent information in the import file during the updating process, it
generates and saves an exception file. You can then review this information in the file and decide how you
want it entered in The Raiser’s Edge.

In the What file do you wish to import frame, you must enter the file name and the path of the import
file you want to import into The Raiser’s Edge.
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If you want to map to the specific directory and subdirectory in which you saved the import file, click the
ellipsis. The Select Import File screen appears.

Select Import File HE

Loak in: Ialmport_Files j - % Eo-

Hizgtary

g

D o]

.] Appel_|Decay ﬁj Gitz_with_lnstaliments. cew
E conzhit_attibutes, bt Gits_with_lnstallments_2.cw
5] Caonstit_IDs.cov o it

b] Constittdy, ooy

b Constivhdy 2 csv

5] Constiuent_sddress_Update.cav

4] Constiuent_lmport.csy

4] Constituents, 1Relationship, Prefaddr & 1Phone.cay
b DK_Import_Test cay

%

My Documents
| Gift_installment. cev

Gifts. cav
Ll | o
File name:; INoVaIid Addrezs.cav j Open I
Files of type: I Text Files [* tat: * cav. * pm) j Cancel /l
2

You saved this import file in the Import_Files folder.
10. Highlight the file name and click Open to return to the Import - Constituent Address screen.

Import - Constituent Address E
File Edit Yiew Favorter Toolz Help

= IR = N e

1. General |2: File Layoutl 3 Fields | 4 Summaryl

‘What do you want to do? -

Optionz
¥ “alidate data anly

" Create new table entries

" Create import file [ Import recards not found as new records

= Import new recards

& |lpdate exizting records

‘What file do you wizh to import? -
Impaort file: [C:\Files\mport_Files\Mo Walid Address cav J

How do you want the system to identify existing constituents? -
@+ Use the Import 1D
= Use the Congtituent 1D
= lze the Social Security Mumber

What is the format of this impont file? -
& Delimited - Characters separate the figlds

= Fixed width - Fields and records have a set length Fec lenath I M. of fields: I

< Back | Mest » | Cancel | Save | ValidateNoﬁl

The selected file name and path appear in the Import file field.

11. In the How do you want the system to identify existing constituents? frame, select how you want the
program to identify records in The Raiser’s Edge. Select Use the Import ID. This is the field you have in the
import file created in “Creating a constituent address import file in The Raiser’s Edge” on page 6.

12. In the What is the format of this import file? frame, select Delimited - Characters separate the fields.
This is the format you selected when you created this import file.

Note: You can also select the tab to move through the import parameter file.
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13. To move to the File Layout tab, click Next.

14.
15.
16.

Note:

Import - Constituent Address

File Edit ‘iew Faworites

= RES el e

|| x|

Tool: Help

1: General  2: File Layout |§: Fields | ES Summaryl

Field Separatore and Text Qualifiers -

% Comma Tent qualifier:l Quotation | I I_

O Tab Fleaze indicate the text qualifiers. The information found between bwo text gualifiers
= Semicolon will be imported as is. Any field separators found between bewo text qualifiers will not
be treated as a field separator.
 Space
- O I— Thiz allows you to distinguish between a field separatar character and a character
ther that is part of the data to be imparted.

Import Field Mames

% Field names are on the first line of the impart file

= Import flle does not contain field names

= Field names are in a separate file _I
Sample Import Farmat -
AddrImpID ImportID AddrLines AddriCity AddrState ﬂ
00001-027-0000343 00001-079-0000187 1214 Miner's Courk  Mewport RI
00001-027-0000355  00001-079-0000187 (915 Sycamore Dri... | Athens =7

nn[rn ART AN T e amn aooe o

A A e dim o Pk

e mmbe

-
»

< Back |

Cancel |

Save

| Walidate Mow |

The information on this tab should match the information selected when you created the import file in

“Creating a constituent address import file in The Raiser’s Edge” on page 6.

In the Field Separators and Text Qualifiers frame, select Comma. The program defaults to this option.
In the Text qualifier field, select “Quotation”. The program defaults to this selection.
In the Import Field Names frame, select Field names are on the first line of the import file.

In the Sample Import Format frame, the program displays the field names and data included in your

import file.

You can also select the tab to move through the import parameter file.
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17. To move to the Fields tab, click Next.

Import - Constituent Address 1]
File Edit “iew Favorter Toolz Help
“IRSE IR el
1 Generall 2. File Layout  3: Fields Iﬂ: Summaryl
Indicate where each Field to Import’ should go by choosing the Raizer's Edge Field from the ligt of '4yvailable
Fields'
—dwailable Fields—— - Import Fields
Shaw: |<.f5.II figlds> j Field ko Impart Raiser's Edge Field | Exten...
+-Address Attribute AaddrIrpID Address Impart 10 (ad...
+-addiess ImpartID Caonstituent Impart 10 ...
AddrLines Address Lines {(addrLin...
AddriCity Cikyw (AddrCity)
AddrState State {AddrState)
addrZIP ZIP (AddrZIPY
AddrSeasonal Seasonal Address (ad...
AddrSeasFrom Seasonal from (Addrs...
AddrSeasTo Seasonal to (AddrSeas, ..
Click here for detailed field information.
M Find... | Select - | <- Hemowe Update Fieldsl Clear Fields |
< Back | Cancel | Save | Walidate Mow |

Note: If you are not sure which fields are required for you import, in the Show field, click the drop-down
arrow. From the drop-down menu, you can select to view all <Required fields> or <Conditionally required
fields>.

18. If the The Raiser’s Edge can read the header record syntax, the Raiser’s Edge Field column automaps to
the Field to Import column. If the program fails to automap, you must manually map the fields.

To manually map the fields, select the fields you want to include from the Available Fields frame on the
left.

For example, in the Field to Import column on the right, highlight the first field you want to manually
map: “AddrimplD”. In the tree view on the left, select Address Import ID and click Select to move the field
into the Raiser’s Edge Field column in the “AddrimpID” row. Repeat this procedure for each unmapped
field in the Field to Import column. For more information about the Raiser’s Edge fields and how they
correspond to the Field to Import, see the Import Tables chapter in the Import Guide.

Note: You can also select the tab to move through the import parameter file.
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19. To move to the Summary tab, click Next.

Import - Constituent Address E
File Edit Yiew Favorter Toolz Help

=N =T

1 Generall 2: File Layoutl 3: Fields :

Import Options -

[v Create exception file of records not updated/imported IC: SFileshlmport_Fileshexceptions. imp _I
I Create amoutput gueniof therecords imported

¥ Create an output query of the records updated

W Create control report 68 Praview & Print

Import Surmman [nformatian -

Type: Congtituent Address
File: Mame: C:Files\Import_Filez'\Mo Valid Address.cav

|+

Validate data only

Field names are on the first line of the import file
Fields are zeparated by Comma
The text qualifier iz a <Quotation:

These fields will be validated:
Address Import 1D (Adddmpl D) |
Constituent |0 [Conszl D]

Address Lines [AddiLines)
City [AddriCity]
State [AddiState] hd|
< Back | HEst> | Cancel | Save | Walidate Mow |

The Import Summary Information frame displays the import parameters and other information you

selected for your import.

20. To create a file of all records the program fails to process, mark Create exception file of records not
updated/imported. To browse to the folder in which you want the file saved, click the ellipsis. The Save As

screen appears.

Save As EHE
Lok i Ialmport_Files j - =¥ Eol-

exceptionsimp
NoYalid Address.imp

My D ocurments

=

Fdy Computer

File name; e:-:n::Ee hiohs. imp| j Open I
Files of type: IImpDrt Files [*.irmp) j Cancel |
F

21. Enter a File name. For example, in this procedure, enter “exceptions”.

22. Inthe Files of type field, select the type of file you want saved. We recommend saving it as an *.imp or

*.CsV.

23. Click Open. You return to the import parameter screen and the File name defaults into the field.

Note: You can use the output query to uncheck the no valid address box on the constituent record.
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24. Mark the Create an output query of the records updated checkbox to create a query of all records
updated. The query type depends on the type of import file selected. For example, if you run a gift

import, a gift output query is created.

25. Mark the Create control report checkbox to print a report listing a summary of the results and the field
mappings. The report also shows other import-specific information, reasons for any exceptions, and the
path where you saved the import. Select Preview to view the report on your screen before printing.

26. Click Validate Now. The program validates the import file. The Import Complete screen appears. If no
Exceptions are recorded, you are ready to import the data. If any Exceptions are recorded, click Close. The

Control Report appears, listing any exceptions.

Import - The Raizer's Edge for Windows

Import Complete!
Records Processed: 19
Records Added: ]
Records Updated: ]
E sceptions: ]
Tatal Time: (00 00:0

Records / sec:

13.00

27. After you validate your import file, return to the General tab. Unmark the Validate data only checkbox.

Import - Constituent Address

File Edit “iew Fawvortez Tool: Help

=g =N P

1: General |2: File La_l,loutl 3 Fields | 4 Summar_l,.ll

What do you want to do? -

Options
I™ ¥a
[ Cn

= Import new recards

g

' Update existing records T
entries

= Create impart fil

r Import records not found as new records

What file do you wizh to import?

Impaort file; |C: Files\mport_Files'Mo Walid Address. cav

How do you want the system to identify existing o
' Use the Import 1D
= Use the Congtituent ID
= lze the Social Security Number

tituents? -

What iz the format of this import file? -
& Delimited - Characters separate the fizlds

= Fixed width - Fields and records have a set length Fec lenath I M. of fields: I

< Back Mest » Cancel

Save | Update Mow |
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28. Click Update Now. The Save Static Query screen appears.

Save Static Query E |
Query name: IDuer_I,I of Imported Records Cave
Descrption: |Hueny of imported records created from ;I
Impart - on 104102003 Cancel

[
Guery farmat; I Shatic - I Query Type: Constituent

W Other uzers may execute this guery Created From: Impart -

W Other uzers may modify this query

29. Enter a Query name and Description. You can also allow others to use and modify your query.

Note: If you do not mark the Create control report checkbox on the import parameter file, a Preview Report
button appears on the Import Complete! screen, allowing you to access the report.

30. Click Save. The program processes the update. When the process is complete, the Import Complete!
screen appears.

Import - The Raizer's Edge for Windows |

Import Complete!

Record: Proceszed: 19
Record: Added: 1
Records Updated: 19
E sceptions: ]

Tatal Time: 000002
Records / sec: 9,50

This screen displays the number of records processed, added, and updated. It also shows the number of
exceptions, if any, and how long the process took. Exceptions are records the program could not process.
To see what caused the exception, look in the Exceptions section of the control report.
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31. Click Close. The Control Report appears.

lg New Import Control/Summary Report [_[2]x]
x| M 4 16l b W os [ G F &P [ | Towo  100x Dol D

Previgw |

Import Control Report

Creating Import File - constituent addresses

Results
Recorts Pocessed: 14
Records luported: g
Records Updated:
Records Created: 14
e eptions : 0
Outgut query of re cords in ported:
Output query of e cords update d.

Excception file:
Criteria

Type Comstine nt Addre s

Fille niam & COFilesmport_FilesHo Valid Address osv

Fumction: Create import file

Dptions Selected records from 'WoValidd ddress'
Include selected fields in the import file

1D Tsed: Import I

Heude First ling of import file

Format Drelim fted
Figlds are separatedby ¢ omma
Te xt qualifier i quotation

Fidd maapping

Traport fiell name Raiser's Edgefiell

AddrimpID Address Import ID

ConsID Constitment I

AddrLines Address Lines

Addr City City

AddrState State

AddrZIp ZIp

The report displays the results of the import, the criteria entered on the import parameter file, the field
mapping, and the details about any exceptions.

32. To print the report, click Print on the toolbar at the top of the page.

33. To export the report to use in another application, click Export on the toolbar at the top of the page.

34. To close the report, click the “X” in the upper right corner. You return to the import parameter screen.

35. On the import parameter screen, click Save to save the import parameter file. The Save Import As screen
appears.

Save Ilmport As

X
M arme: IN::: Yalid Address Save I

Description: |Updated 1041042003 Cancel

v Other uzers may un this impart
v Other uzers may modify this import

36. Enter a Name and Description for your import. You can also allow other users to run and modify the
import file.

37. Click Save. You return to the import parameter screen.
38. To exit the import parameter screen, select File, Close.

Relationships and Addresses in Excel

Import easily moves large blocks of data in and out of The Raiser’s Edge. However, complex data may result in a
complex import. For example, data may include constituent relationships or several constituent addresses. If so,
additional fields may be needed, and you may need to import the data using multiple imports. Also, the required
import fields change, depending on whether you are importing new records or importing updated data.
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Creating an import file in an outside application, such as Excel, may prove more difficult than creating a file using
The Raiser’s Edge. You must look up all the import fields you want to include in the process, find all required
fields, and manually enter this information in a spreadsheet.

The following two procedures show you how to work with just such an import. The first procedure takes you
step-by-step through creating the constituent import file in Excel. The second procedure shows you how to
import the new import file into The Raiser’s Edge.

» Creating a constituent import in Excel with relationship and address

The following examples show you how to create an import file with a header and include relationships,
addresses, and telephone numbers.

1. Open an Excel spreadsheet.

J Eile Edit Yiew Inserk Format Tools Data ‘Window Help Acrobat ;Iilil
DeEsglvsnpe|o-|e=amd 2 m- s -Bsuwas 2
Al =] =
A [ B [ ¢ | D E [ F | & H [ 17 [0 T kK T L =
1 | =
| 2 |
3|
| 4|
15 |
| & |
L7
| 8 |
=N
|10
|11
|12
113
| 14|
|15 |
|16 |
117 |
18]
119
120 |
|21]
|22 |
123 |
| 24
|25 | =
14 4[» [b[\Sheet1 { sheetz [/ Sheets / |41 JJ
Reaty [ [ [ [ =

Depending on the type of import you want to run, certain fields are required. All required fields are listed
in the Import Tables chapter of the Import Guide.

For this procedure, you want to create a constituent import to import new constituents into The Raiser’s
Edge. In addition to the name and address/phone information fields that you want to include in your
import file, you must include any required fields listed in the Constituent Imports section of the Import
Tables chapter of the Import Guide.

The following chart displays in the Field Name column all The Raiser’s Edge fields you want to include in
your import file. The Import Name column displays how the corresponding field name is represented in
the import file, and the Requirements column explains why and when certain fields are required. This
information is taken from the Import Tables chapter of the Import Guide.

Constituent Fields

Field Name Import Name Requirements
Key Indicator | Keyind Required to add new
Birth date Bday
Ethnicity Ethnicity
First Name FirstName
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Field Name Import Name Requirements

Last Name LastName Required to add new individuals

Marital MrtiStat

Status

Middle MidName

Name

Primary PrimAddID

Addressee ID

Number

Primary PrimSallD

Salutation ID

Number

SSN SSNum A unique identification number is
required to import records into The
Raiser’s Edge. You can use the
Import ID, Constituent ID, or Social
Security Number. For this example,
because we are creating an import
file of new constituents using Excel
and we are choosing not to assign
an Import ID or Constituent ID,
select to use SSN.

Title 1 Titll

Note: Organization Name is not included in the table because this example is adding new individual

constituent records only.

This section of the Excel spreadsheet should look similar to the following screen.

J Eile Edit Wiew [nsett Format Tools Data Window Help Acrobat 18 x]
DEeEHe gy (iR e= sl 2 o -Bzu(===2
Jhesl=

cz 7 =|

A | B [ 1] E T F G | H | [ d K |3‘

R Caucasian Denise Kadilak Married | Marie

||m|m‘4:.|m m‘—-

Keyind Bday Ethnicity FirstName LastName MrtiStat MidName PrimAddID PrimSallD SSNum Titl1

G54-00-785 Ms. b

HHHHH Caucasian Elizabeth  Ashton Married | Ann 3 234 65 095 Mrs
FHEEER Indian Mohammed Rahman Married  Married 2 876-02-122 Mr.
HE Aftican-Arm Keith Radcliffe Single Dwayne 265-34-232 General
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Preferred Address Fields

Field Name Import Name Requirements

Address AddrimplID Always required to update existing;

Import ID required to import new when
phone numbers are included in the
import file. If you are importing only
new address information with your
new constituent import, you do not
have to assign an Address Import ID
to each address. The program
automatically assigns the Address
Import ID if one is not specified in
the import file. However, if you are
importing new telephone
information for the new constituent
address, you have to specify a
unique Address Import ID for each
new address because you use this
Address Import ID to link the phone
number to a specific address. You
reference this ID when adding a
phone number for this address.

Address AddrlLines

Lines

City AddrCity

Preferred PrefAddr

address

State AddrState

ZIP AddrzIP

Type AddrType

This section of the Excel spreadsheet should look similar to the following screen.

|E] Fle Edt Wiew lnsett Fomat Tooks Dats Wwindow Help Acrobat e %]
DEeHegR¥|sma|o-|a= 4 |MmE 7 m JucBzo|E=E=
B
124 - =
L | W M | 5] P o T R =
| 1 |AddrimplD AddrLines  AddrCity PrefAddr  AddrState AddrZIP AddrType
| 2 |999-829 25 Water 3. Poland Al Ohin 44514 Home
| 3 |s68-888 310 Broad 5t Charleston ¥ sC 259401 Home
| 4 777777 2233 Jonathan [ Cleveland ¥ Ohio 44149 Home
| 5 |666-bhh 12 Tradd St Charleston Al 3C 28401 Home
B
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Phone Fields

Field Name Import Name Requirements

Address PhoneAddrimpl | Required to add new and update

Import ID D existing; this should match an
existing Address Import ID or an
Address Import ID in the same line
of the import file.

Phone ID PhonelmplD Required to add new and update
existing; if you do not assign a
unique ID for a phone number, the
program automatically creates on
during import.

Phone PhoneNum

number

Phone type PhoneType Required to add new

This section of the Excel spreadsheet should look similar to the following screen.

Fd Microsoft Excel - Test.csv [_ (&3] x
J Eile Edit Wiew [nsett Format Tools Data Window Help Acrobat

_1&] x|
DEEHSSRY|imR(o- |8 = & 4@ 3w LB ru|lsE==2
k=
AB24 | =
AB | AG AD | AE [ aF [ A | AH [ A —
PhoneAddrimplD PhenelmplD  PhoneNum PheneType Il

993-339
§55-855
77-TTT
GEB-666

m|m‘4:.|m m‘—-

Relationship Fields

843-353-7913 Horne
843-987-0987
330-123-5487

412-765-3048

Home
Horne
Horne

Field Name Import Name Requirements
First Name IRFirstName
Is Spouse IRIsSpouse
Last Name IRLastName Required to add new individuals if
the relationship is a non-constituent
Maiden IRMaidName
name
Middle IRMidName
Name
Reciprocal IRRecip
Relationship | IRRelat
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Field Name Import Name Requirements
Relationship | IRImpID Required to update existing
Import ID
Title 1 IRTitl1

Warning: When working in Excel, the last column must contain data for each record. Therefore, we

recommend placing a required field in the last column.

This section of the Excel spreadsheet should look similar to the following screen.

[BMicoosol broel Teesy T e
J File Edit View Inset Format Tools Data Window Help Acrobat =18 x|
DEHESRY|dme(o-|e = & 4|l E 2 o -Bzu(===2
2B
524 | =|
S | T | 1] | W [ W | % | ¥ | AA 0
| 1 |IRFirstName IRIsSpouse IRLastName IRMaidName IRMidName IRRecip IRRelat [RImpID IRTit1
| 2 |Steve Yes Kadilak John Wife Husband hdr.
| 3 |Rabert Yes Jones Bradly Wife Husband Iir.
[ 4 |Susan Yes Rahman Sikes Hushand — Wife Irs.
5
| 6|

Warning: In the AddrimpID column, you must assign a unique value and enter the same value in the

PhoneAddrimpID column.

2. When entering your import file data, at the end of each row of data, make sure to include a hard break

(ENTER key).

3. To save the import file, select File, Save as from the menu bar. The Save As screen appears.

Save As

Sawve in:

I 2 Help

Slem @ FCiE - Tooks -

[ samples

Cash, Stock & Pledge Gifts. csv

Constituent & 1 Relationship.csw

Constituent Attribute Import.csy

Constituent Update with 3 Aktributes.csy
Constituent, 1 Relationship & PrefAddr.csy
Constituent, 1 Relationship, Prefaddr & 1 Phone.csy
Constituent, 1 Relationship, Prefaddr & 2 Phones.csy
How dao you import installment schedules. csy
Individual Relationship Phone. csy

Individual Relationship with Address Import, cav
#%Reqular Pledge Payment. csv

File name: Constituent, 1 Relationship, Prefaddr & 1 Phane, csy| j [ save I
Save as bype: ICSV (Comma delimited) (*.csv) j Cancel |

4. In the File name field, enter the name of your file.

Warning: When you attempt to close the Excel file, the program may require you to repeat steps 3-6.

5. Inthe Save as type field, select a format for the file. The Raiser’s Edge can import files saved with a *.csv,
Ximp, *.txt, and *.prn extensions. However, we recommend the *.csv (comma separated value), as the

most user-friendly with The Raiser’s Edge.
6. Click Save.
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7. You are now ready to import the Excel import file into The Raiser’s Edge.

» Importing an Excel import file with relationship, address, and phone information into The Raiser’s Edge

After you create your import file, using Excel (or some other spreadsheet software), you can import the
information into The Raiser’s Edge.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.

#4 The Raiser’s Edge

File Edit “iew Go Favortes Taools Help

4 Back & Fnrward‘ Open in separate window

H

b Systern Statistics b Post to General Ledger

Spstemn Statistics

T b Irnport b Duplicate Constituents
Globally Add b Globally Add Records » Merge Constituents
H:C;éjs b Globally Change Records b Drop Lapsed Members
Globall Change: b Globally Delete Records b Security

Records b Globally Write Off Pledges b Queue

Globally Delete: b Convert Pledges To Recurring Gifts b Data Errichment Services

Fecords

Globally Wwrite Off
Pledges

Convert Pledges
Ta Recuring
Gifts

Fost to General
Ledger

Duplicate
Constituents

Merge
Constituents

Drop Lapsed
Members Systemn Statistics
Security

—

‘Welcome to The Raiser's Edge 7

Prowides you with & count of the records in your database. For more information about System Statistics,
see the Program Basics chapter of the Program Basics Guide

F 1 K

2. Click Import. The Administration - Import screen appears.

# The Raiser's Edge [_[=]x]
Elle Edt “iew Go Favoites Tools Help

4 Back » Forward‘ Open in separate windaw

Hew e jOpen 3 Delete.

Administration

System Statistics

F<All [ yoes>] =|[/| Mame: Type
E

Description Created Created

— Action

Globally Add
Records

Globally Change:
Fecords

Globally Delete
Records

Globally Wiite Off
Pledges

Post to General
Ledger

Duplicate
Constituents

Merge
Constituents

alidate
Database

Drop Lapsed
Members

Security
Oueue
Daia Emict I

--Appeal Action
--Appeal Action Abtribute
--Appeal Action Solicitor
-~Constituent Action
-~Constituent Action Attri
+~Constituent Action Soli
-~Event Action

-~Event Action Attibute
-~Event Action Solicitr
= Appeal

--ppeal

--Appeal Attibute
--Appeal Benefit
--Appeal Campaign

~-fppeal Expense _I
=

Salicitor Import File Template Supervis

K| ]

™ Orly show my imparts

Irnport makes it easy to move data from one program to another. Please see the Import
Guide for more information about Import

‘Welcome to The Raiser's Edge 7 %

All import types appear in a tree view on the left side of the screen. Scroll down until you find
Constituent.

3. Select Constituent under Constituent from the tree view.
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4. On the action bar, click New. The Import - Constituent screen appears, displaying the General tab.

Import - Constituent E
File Edit Yiew Favorter Toolz Help
x| ASa= 2

1: General |2: File Layoutl 3: Fields | 4 Summaryl

What
G i

t to do? -

Options
[~ Walidate data anly

[T Create new table entries

" Create import file ™| [mport resords nat faund | as new reconds

= Update exizting recards

™ automatically reciprocate relationships
I Use duplicate criteria for new records

What file do you wish to import?
Impart file: J

How do you want the spstem to identify existing constituents? -
i |lze the Impart 10
= Llze the Constituent [D
" Use the Social Security Mumber

What iz the format of this import file? -
{* Delimited - Characters separate the fields

" Fiwed width - Fields and records have a set length Fec. lenoth: I Mo, of fields: I

< Back | Mext » | Cancel | Save | ImportNoﬂl

5. Because you are importing new records, in the What do you want to do? frame, select Import new
records.

6. In the Options frame, because you want to make sure your import file has all of the required fields, mark
the Validate data only checkbox. The Import Now button at the bottom of the screen changes to read
Validate Now. After you set all of the import parameter tabs, you can click Validate Now, and the program
identifies any required fields you may be missing in your import file before you import the new
information into your database.

In the Options frame, do not mark Create new table entries. If marked, the program automatically
creates new table entries for import fields with table entries not already entered in The Raiser’s Edge. For
this example, you do not mark the checkbox because it may result in misspelled and incorrectly formatted
table entries. For example, title entries may appear in several different forms: MR., Mr, Mr.

8. Also in the Options frame, mark Automatically reciprocate relationships. This checkbox appears for
constituent, individual relationship, and organization relationship imports only. If marked, the program
automatically adds the relationship and the reciprocal relationship on the relationship’s record if the
relationship is a constituent. However, the program fills in the Relationship and Reciprocal fields only if
values for the Relationship and Reciprocal fields are included in the import file.

N

Note: For more information about establishing duplicate criteria, see the Business Rules section in the
Configuration chapter of the Configuration & Security Guide.
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9. Finally in the Options frame, mark Use duplicate criteria for new records. Before importing new records,
the program searches for duplicate records, using the duplicate criteria established in Business Rules.

Import - Conshituent
File Edit View Faworter Tool: Help
x| ASRme ?-

1: General |2: File La_l,loutl 3 Fields | 4: Summary

What do you want to do? -

Options
W Walidate data only

[ Create new table antriss

= Create import file ™ [mport recards net found as newiresonds
¥ &utomatically reciorcate relahionshing

& |mport new recards

" |lpdate existing recards

¥ Usze duplicate criteria for new records

‘What file do you wizh to import?

|mpart file: J

How do you want the system to identify existing constituents? -
i lze the Impart 10
= Use the Constituent 1D
= Uze the Social Security Mumber

What iz the format of this import file? -
' Delimited - Characters separate the fields

" Fiwed width - Fields and recards have a set length Fec. lenoth: I Mo, of fields: I

< Back | Mewt » | Cancel | Save | ValidaleNo@l

10. In the What file do you wish to import? frame, enter the name and path of the import file you want to
import. Click the ellipsis to access the Select Import File screen.

Select Import File [ 7]
Loak in: I =5 Impart_Files j & & Ef-

adv_phone_field.imp Gift_|mpart
J Constitbdy. cav Mot alid Addresz imp
Constitddy. imp Test.cav

v Constituent_address Test but

@ Constituent_address_Update

P '
m»‘
My Documnents
exceptions. imp
=] Gift
L | 2l
File narme: IEonstiluents, 1R elationzhip, Prefiddr & ‘IF'honej Open I
Files of type: Iﬁl.ll Files [*.7] j Cancel |
%

11. Map to and select the import file.
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12. Click Open. You return to the import parameter screen.

13.

14.

Import - Constituent E
File Edit Yiew Favorter Toolz Help

G x/#s@Me -

1: General |2: File Layoutl 3: Fields | 4 Summaryl

What do you want to do? -

Options
[v Validate data anly
[T Create new table entries

* |mport new recards
= Update exizting recards

" Create import file ™| [mport resords nat faund | as new reconds
¥ automatically reciprocate relationships
¥ Use duplicate criteria for new records

What file do you wish to import?
Impaort file: |C: W shh Shmport_Files\Constituents, 1Relationship, Preféddr & 1Phone. cay J

How do you want the spstem to identify existing constituents? -
= Llze the Irmpart 10
= Llze the Constituent [D
* Use the Social Security Mumber

What iz the format of this import file? -
{* Delimited - Characters separate the fields

" Fiwed width - Fields and records have a set length Fec. lenoth: I Mo, of fields: I

< Back | Mext » | Cancel | Save | ValidateNoyl

The import file name and path appear in the Import file field.

In the How do you want the system to identify existing constituents? frame, select Use the Social
Security Number. This is the identifier you included in your import file.

In the What is the format of this import file frame, because you know the import file is saved as a *.csv,
select Delimited - Characters separate the fields.

The Fixed width - Fields and records have a set length option requires you to define the length of the
records you intend to import. Fields may be truncated if you do not know the length of all fields you
include in your import file. For example, if you set the First Name field length at 20, all names with 20
characters or less import into the program complete. Any name over 20 characters is truncated at the
21st character. Also, the next field to import starts immediately after the 20th character, so if you have a
20-character field, there is no space between it and the next field. We do not recommend using this
option unless it is required to import data provided from an outside organization, such as a research
company or mail list provider.
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15. To move to the File Layout tab, click Next.

Import - Constituent
File Edit Yiew Favorter Toolz Help

=N =T

1: General  2: File Layout |§: Fields | 4 Summaryl

Field Separatore and Text Qualifiers -

% Comma Tent qualifier:l Quotation | I I_

= Tah

 Space

£ Ot I— This allows you ta distinguish between a field separator character and a character
ther that is part of the data to be imparted.

Fleaze indicate the text qualifiers. The information found between bwo text gualifiers
= Semicolon will be imported as is. Any field separators found between bewo text qualifiers will not
be treated as a field separator.

Import Field Mames -

% Field names are on the first line of the impart file

= Import flle does not contain field names

= Field names are in a separate file _I
Sample Import Farmat -
KeyInd S5hum Bday Ethnicity Firsthame ﬂ
1 394-75-5512 04/23/1965 Caucasian Joseph
1 233-26-5945 04/27/1956 Caucasian Elizabeth
-
T Ea ot u Bt B I N it Andantaara - LY. PN
[0 LI_I
< Back | Cancel | Save | Walidate Mow |

The information on this tab should match the the import file formatting.

16. Because you selected the *.csv (commas separate values) format when you saved your import file in
Excel, in the Field Separators and Text Qualifiers frame, select Comma.

17. Because you created your import file in Excel, and Excel puts only quotes around field values, in the Text
qualifier field select “Quotation”.

18. In the Import Field Names frame, select Field names are on the first line of the import file. The program
then knows the first row of your import file contains a header. The actual data starts on the second row of

the import file.

In the Sample Import Format frame, the program displays the field names and data included in your

import file.

Note: You can also select the tab to move through the import parameter file.
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19. To move to the Fields tab, click Next.

| x|

Import - Constituent

File Edit Yiew Favorter Toolz Help

= RES el e

1 Generall 2: File Layout

4 Summary I

Indicate where each Field to Import’ should go by choosing the Raizer's Edge Field from the ligt of '4yvailable

Fields'
— Awailable Fields — Import Fields
Shaw: |<.f5.II fields> | Fieldto Import | Raiser's Edge Field | Exten, ~ |
+-dditional Addressee/Salutati... .« | || |IRLastMName Last Mame (IRLastMame;)
+-addiess Attribute IRMaidName Maiden Name (IRMaid. ..
+-address ) ) )
+plias IRMidMame Middle Marne (IRMidMa, .
* ""5‘|:'|:'!3‘5'I o IRRecip Reciprocal {IRRecip)
+ Ay ailability i :
+tynard . IRRelat Relationship {IRRelat)
T"EhEC'?"Sl sttt IRImpID Relationship Import 10,
+-Canstituent Attnbute - : )
fr--Constituent Eank IRTitl Title 1 (IRTitIL)
+-Congtituent Code PhoneAddrImpID Address Impaort 10 (Ph...
+-Constituent
+-Course/Training PhonelmplD Phone Import ID (Pho. ..
+-Credit E_ald ) = Phoneium Phone Mumber (Phone...
:I-Fd' e Atinin M i | _,l_l PhoneType Phone Type (PhoneTy. ..
-
Click. here for detailed field infarmation. A | | »
M Find... | Selech - | <- Hemowe | Update Fieldsl Clear Fields |
< Back | Mext » | Cancel | Save | Walidate Mow |

Note: If you are not sure which fields are required for you import, in the Show field, click the drop-down
arrow. From the drop-down menu, you can select to view all <Required fields> or <Conditionally required

fields>.

20. The Raiser’s Edge Field column automaps to all Field to Import fields it can identify. Because you included

21.

Note: You can also select the tab to move through the import parameter file.

only preferred address information in your import file, you do not need to complete the Extension
column. This column is used to identify field information when you include more than one of the same
field types (address, telephone numbers, attributes) in your import file.

If the program fails to automap, you must manually map the import fields. To manually map the fields,
select the fields you want to include from the Available Fields frame on the left.

For example, to map ConsID in Field to Import column to a Raiser’s Edge field, highlight ConsID in Field to
Import column. In the tree view on the left, highlight “Constituent ID” and click Select to move the field
into the Raiser’s Edge Field column in the ConsID row. Repeat this procedure for each field you must
manually map. For more information about the Raiser’s Edge fields and how they correspond to the Field
to Import, see the Import Tables chapter in the Import Guide.
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22. To move to the Summary tab, click Next.

Import - Constituent E
File Edit Yiew Favorter Toolz Help

=N =T

1 Generall 2: File Layoutl 3 Figlds 4 Summary I

Import Options -

[v Create exception file of records not updated/imported IC: g 54 mportE seeptionsexceptions. imp _I
[V Create an output query of the recards imported

™ Create am autpub quer of the recards updated

W Create control report 68 Praview & Print

Import Surmman [nformatian -

Type: Constituent -
File Marne: C:yMaiM SN mport_FileshConstituents, 1R elationship. Prefaddr & 1Phone. cay

Relationships will automatically be reciprocated
Validate data only

Field names are on the first line of the import file
Fields are zeparated by Comma
The text qualifier iz a <Quotation:

These fields will be validated:
Key Indicator [Keylnd)

55N [S5Mum)
Birth D ate [Bday)
E thiiicity (Etwicity] hd|
< Back | HEst> | Cancel | Save | Walidate Mow |

The Import Summary Information frame displays the import parameters and other information you
selected for your import.

23. To create a file of all records the program fails to process, mark Create exception file of records not

updated/imported. To browse to the folder in which you want the file saved, click the ellipsis. The Save As
screen appears.

Save As [ 7]
Lok i I =3 Import_Files j - =¥ Eol-
. exceptionsimp
NoYalid Address.imp
Hiztary
Eféﬁ
L)
My D ocurments
File name; e:-:n::Ee hiohs. imp| j Open I
Files of type: IImpDrt Files [*.irmp) j Cancel |
F

24. Enter a File name.
25. In the Files of type field, select the type of file you want saved.
26. Click Open. You return to the import parameter screen. The File name appears in the field.

27. Mark the Create an output query of the records imported checkbox to create a query of all records

imported. The query type depends on the type of import file selected. For example, if you run a gift
import, a gift output query is created.
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28. Mark the Create control report checkbox to print a report listing a summary of the results and the field
mappings. The report also shows other import-specific information, reasons for any exceptions, and the
path where you saved the import. Select Preview to view the report on your screen before printing.

29. Click Validate Now. The program validates the import file. The Import Complete screen appears. If no
Exceptions are recorded, you are ready to import the data. If any Exceptions are recorded, click Close. The
Control Report appears, listing any exceptions.

Import - The Raizer's Edge for Windows |
Import Complete!
Record: Proceszed: 23
Record: Added: 1
Records Updated: ]
E sceptions: ]

Tatal Time: 00:00;: 23
Records / sec: 10.04

30. After you validate your import file, return to the General tab. Unmark the Validate data only checkbox.

Import - Constituent E
File Edit Yiew Favorter Toolz Help

= IR = N e

1: General |2: File Layoutl 3: Fields | 4 Summaryl

What do you want to do? -

{* |mport new records —Dptjons
- [
" Update existing recards [T Create new table entries
" Create import file ™| [mport resords nat faund | as new reconds

¥ automatically reciprocate relationships

¥ Use duplicate criteria for new records

What file do you wish to import?

Impaort file: |C: W shh Shmport_Files\Constituents, 1Relationship, Preféddr & 1Phone. cay J

How do you want the spstem to identify existing constituents? -
= Llze the Irmpart 10
= Llze the Constituent [D
{+ Use the Social Security Mumber

What iz the format of this import file? -

{* Delimited - Characters separate the fields

" Fiwed width - Fields and records have a set length Fec. lenoth: I Mo, of fields: I

< Back Mext » Cancel Save | ImportNoﬂl
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31. Click Import Now. The Save Static Query screen appears.

Save Static Query E |
Query name: IDuer_I,I of Imported Records Cave
Descrption: |Hueny of imported records created from ;I
Impart - on 104102003 Cancel

[
Guery farmat; IStatiu: VI Query Type: Constituent
¥ Other users may execute this query Created From: Import -

W Other uzers may modify this query

32. Enter a Query name and Description. You can also allow others to use and modify your query.

Note: If you do not mark the Create control report checkbox on the import parameter file, a Preview Report
button appears on the Import Complete! screen, allowing you to access the report.

33. Click Save. The program processes the update. When the process is complete, the Import Complete!
screen appears.

Import - The Raizer's Edge for Windows |

Import Complete!

Record: Proceszed: 23
Record: Added: 23
Records Updated: ]
E sceptions: ]

Tatal Time: 00:00; 38
Records / sec: 6.03

This screen displays the number of records processed, added, and updated. It also shows the number of
exceptions, if any, and how long the process took. Exceptions are records the program could not update.
To see what caused the exception, look in the Exceptions section of the control report.

Click Close. The Control Report appears. The report displays the results of the import, the criteria entered
on the import parameter file, and the field mapping. Scroll down to locate details about any exceptions.

34. To print the report, click Print on the toolbar at the top of the page.
35. To export the report to another application, click Export on the toolbar at the top of the page.
36. To close the report, click the “X” in the upper right corner. You return to the import parameter screen.
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37. When you are finished with the import file, on the import parameter screen, click Save to save the file.
The Save Import As screen appears.

Save Ilmport As

x]
Mame: IEDnstituent Relationzhip with Addrezs Info Save I

Dezcription: |10/1042003 Cancel

v Other uzers may rn this import
v Other uzers may modify this import

38. Enter a Name and Description for your import. You can also allow other users to run and modify the
import file.

39. Click Save. You return to the import parameter screen.
40. To exit the import parameter screen, from the menu bar select File, Close.

Constituent Attributes Import File

The following two procedures show you how to work with constituent import with attribute fields. The first
procedure takes you step-by-step through creating a constituent import file in Excel. The second procedure
shows you how to import the new import file into The Raiser’s Edge.
» Creating a constituent import with attribute information in Excel
The following examples show you how to create an import file with a header.
1. Open an Excel spreadsheet.

J File Edit View Insert Format Tools Data Window Help Acrobat =18 x|
DeEsglvsnpe|o-|e=amd 2 m- s -Bsuwas 2
Al | =|
AT B [ ¢ [T 0 [E [T F T & [T H [ T T J [ K [ L 7
1 1 —
| 2|
13
|4
5|
5
7
e |
o
10
11
12
13
14
|15
16
17
18,
19
20
En
22
(=]
|24
|25 -
14|« [ (b} Sheet1 { Shestz £ Shest3 / |41 jJ
Ready [ [ [ [ [ [

Depending on the type of import you want to run, certain fields are required. All required fields are listed
in the Import Tables chapter of the Import Guide.
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For this procedure, you want to create a constituent import to import new attributes for existing
constituents in The Raiser’s Edge. In addition to the attribute information fields you want to include in
your import file, you must include any required fields listed in the Constituent Attributes Fields section of

the Import Tables chapter of the Import Guide.

The following chart displays in the Field Name column all The Raiser’s Edge fields you want to include in
your import file. The Import Name column displays how the corresponding field name is represented in
the import file, and the Requirements column explains why and when certain fields are required. This

information is taken from the Import Tables chapter of the Import Guide.

Field Name Import Name Requirements

Constituent ConsID Either the constituent’s Social

ID Security Number, Import ID, or
Constituent ID is required to add
new attributes or update existing
attributes. You can generate a list of
all Constituent IDs assigned to
records in The Raiser’s Edge by
creating a constituent import file of
Constituent IDs. You can then use
this information in your
spreadsheet import file.

Category CAttrCat Required to add new

Comments CAttrCom

Date CAttrDate

Description CAttrDesc

Warning: When working in Excel, the last column must contain data for each record. Therefore, we

recommend placing a required field, such as Key Indicator, in the last column.

2.

Enter header information on the first row of the spreadsheet. The following screen shot shows how your
import file header should look in an Excel spreadsheet, based on the information included in the table.

Ed Microsoft Excel - Constit_Atti.csy
J File Edit View Insett Format Tools Data ‘Window Help Acrobat

DEeHegRy|tme|o-|a= x4 mE 7w
= =|

TE
A24
A | E T T [

D [ E ] F [

ConsID CAttrCat CAttrDesc
556 Interests Cooking Indian food 05/05/2004
556 Anniversary 04-Apr YWedding date 05/05/2004
556 Special Mailin One Solicitation FDon't call at ho 050572004

CAttrCom CAttrDate

[N

w‘mmh

3. Starting in the second row of the spreadsheet, you can enter the data you want to import.

Warning: Attribute categories entered in the import file must exist in The Raiser’s Edge. You enter attribute
categories from the Configuration page. For more information, see the Configuration chapter of the

Configuration & Security Guide.

For instance, in the preceding example, for the first “CAttrCat” import name, “Interests” is the attribute
category and for the first “CAttrDes” import name, “Cooking” is the description.
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4. Atthe end of each row of data, make sure to include a hard break (ENTER key).
5. After you enter all the data you want to import into The Raiser’s Edge, to save the import file, select File,
Save as from the menu bar. The Save As screen appears.
Save As HE
Save in: I[:l Samples j - | @ v B = Tools »

J constit.csw
Constit_Attri.csyv
Constit_relationships, csv
Gifts, oo

Import_IDs. csv
4| Instaliment.csv
.j Pledge_Pav.csy

Fle name:  [Constit_attri.csv = H sae I
Zave as type! ICS\:‘ {Comma delimited) {*.csw) j Cancel |

Enter the name of your file in the File name field.

In the Save as type field, select a format for the file. The Raiser’s Edge can import files saved with a *.csy,
* txt, and *.prn extensions. However, we recommend the *.csv (comma separated value) as the most

user-friendly with The Raiser’s Edge.

Warning: When you attempt to close the Excel file, the program may require you to repeat steps 5-7.

8. Click Save. You are now ready to import the Excel import file into The Raiser’s Edge.
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» Importing an Excel import file with attribute information to update existing The Raiser’s Edge constituent
records

After you create your import file, using Excel (or some other spreadsheet software), you can import the
information into The Raiser’s Edge.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.

Elle Edt “iew Go Favoites Tools Help

4 Back » Forward‘ Open in separate windaw

B Home : Ad
-

i~ =
5pstem Statistics b Systerm Statistics b Post to General Ledger

y Import ¥ Irport b Duplicate Constituents

ebeTo i b Globally Add Recaords b Merge Constifuents

Rgma,;s b Globally Change Records } Crop Lapsed Members

Globaly Charge b Globally Delete Records b Security

Records b Globally Write Off Pledges b Queue

Globally Delete b Convert Pledges To Recurring Gifts P} Data Errichment Services

Records

Globally Wiite Off
Pledges

Convert Pledges
To Recuring
Gifts

Post to General
Ledger
Duplicate
Constituents

Merge

Constituents
Drop Lapsed
Members Systemn Statistics
Security

Provides you with a count of the records in your database. For more information about System Statistics,
Hueus :I see the Program Basics chapter of the Prooram Basics Guide
Aot i

SN K B |

‘Welcome to The Raiser's Edge 7

2. Click Import. The Administration - Import screen appears.

# The Raiser's Edge [_[=]=]
Elle Edt “iew Go Favoites Tools Help

4 Back » Forward‘ Open in separate windaw

Ad ile PO
Administration Hews |y Open | 3 Delete:
System Statistics
| E<All [ypes>] || Name: Type Description Created Created
— Action
g:f;‘gs'a‘dd --Appeal Action =
Globally Ch --Appeal Action Abtribute
ch;é,ls ange --Appeal Action Solicitor
Globall Delete -~Constituent Action
Records ~-Constituent Action Atk
Globally Wiite DFf +~Constituent Action Soli
Pledges ~-Event Action
Post to General -~Event Action Attibute
Ledger --Event Action Solicitor
Duplicate —-Appeal
Constituents -H\ppeal
MEIQE: --Appeal Attibute
Constituents -A\ppeal Benefit
Walidate .-Syppeal Campaign
Database 4 ol
~-fppeal Expense
Drop Lapsed N e LI ™ Orly show my imparts
Members
Security
a Irnport makes it easy to move data from one program to another. Please see the Import
Leue

Guide for more information about Import

Daia Emict I

‘Welcome to The Raiser's Edge 7 %

All import types appear in a tree view on the left side of the screen.
3. Select Constituent Attribute under Constituent from the tree view.
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4. On the action bar, click New. The Import - Constituent screen appears, displaying the General tab.

Import - Constituent
File Edit Yiew Favorter Toolz Help

G x/#s@Me -

1: General |2: File Layoutl 3: Fields | 4 Summaryl

What do you want to do? -

: Options
i [~ Walidate data anly

[T Create new table entries

" Create import file ™| [mport resords nat faund | as new reconds

™ automatically reciprocate relationships

= Update exizting recards

I Use duplicate criteria for new records

What file do you wish to import?

Impart file:

How do you want the spstem to identify existing constituents? -
i |lze the Impart 10
= Llze the Constituent [D
" Use the Social Security Mumber

What iz the format of this import file? -

{* Delimited - Characters separate the fields

" Fiwed width - Fields and records have a set length Fec. lenoth: I Mo, of fields: I

< Back | Mext » | Cancel |

5. Because you are importing new constituent attributes and this is an Constituent Attribute import, in the

What do you want to do? frame, select Import new records.

6. In the Options frame, because you want to make sure your import file has all of the required fields, mark
the Validate data only checkbox. The Import Now button at the bottom of the screen changes to read
Validate Now. After you set all of the import parameter tabs, you can click Validate Now, and the program
identifies any required fields you may be missing in your import file before you import the new

information into your database.

7. In the Options frame, for this example, do not mark Create new table entries. If marked, the program
automatically creates new table entries for import fields with table entries not already entered in The
Raiser’s Edge. Be careful when selecting this option. This may result in misspellings and incorrect
formatting. For example, title entries may appear in several different forms: MR., Mr, Mr.

Note: For more information about establishing duplicate criteria, see the Configuration & Security Guide.

8. In the What file do you wish to import frame, enter the name and path of the import file you want to

import into The Raiser’s Edge.
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If you want to map to the specific directory and subdirectory in which you saved the import file, click the
ellipsis. The Select Import File screen appears.

Select Import File HE

Look in: Ia Samples j " |‘=_‘°F v

5] Constit_Atti.csv

4 Constit_relationships. cev
b Gifts. cav

5] Impart_|Dis. oy

Hizgtary

4] Installment. csv
J Fledge Pay.ceyv

File name; Iconstit. =23 j Open I
Files of type: I.é.ll Files [*.%] j Cancel |
F

9. Highlight the file name and click Open to return to the Import screen.

Import - Conshituent Attribute
File Edit View Faworter Tool: Help

=R =R e

1: General |2: File La_l,loutl 3 Fields | 4: Summary

What do you want to do? -
& |mport new recards Dptions

W Walidate data only

[ Create new table antriss

= Create import file ™ [mport recards net found as newiresonds

" |lpdate existing recards

‘What file do you wizh to import?

|mpart file: |C:AFiles\ mport_Files\Conshit_Atti cay J

How do you want the system to identify existing constituents? -
= Ulze the Impart 10

= Uze the Social Security Mumber

What iz the format of this import file? -
' Delimited - Characters separate the fields

" Fiwed width - Fields and recards have a set length Fec. lenoth: I Mo, of fields: I

< Back | Mewt » | Cancel | Save | ValidaleNo@l

The selected file name and path appear in the Import file field.

10. In the How do you want the system to identify existing constituents? frame, select how you want the

program to identify records in The Raiser’s Edge. Select Use the Constituent ID because this is the ID you
have in your import file.

11. In the What is the format of this import file? frame, select Delimited - Characters separate the fields.
This is the format you selected when you saved your import file.
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The Fixed width - Fields and records have a set length option requires you to define the length of the
records you intend to import. Fields may be truncated if you do not know the length of all fields you
include in your import file. For example, if you set the First Name field length at 20, all names with 20
characters or less import into the program complete. Any name over 20 characters is truncated at the
21st character. Also, the next field to import starts immediately after the 20th character, so if you have a
20-character field, there is no space between it and the next field. We do not recommend using this
option unless it is required to import data provided from an outside organization, such as a research
company or mail list provider.

Note: You can also select the tab to move through the import parameter file.

12.

13.

14.

15.

To move to the File Layout tab, click Next.

Import - Constituent Attribute E
File Edit Yiew Favorter Toolz Help

G x|#s@Me -

1: General  2: File Layout |§: Fields | 4 Summaryl

Field Separatore and Text Qualifiers -

% Comma Tent qualifier:l Quotation | I I_

' Tab Fleaze indicate the text qualifiers. The information found between bwo text gualifiers

= Semicolon will be imported as is. Any field separators found between bewo text qualifiers will not
be treated as a field separator.

 Space

£ Ot I— This allows you ta distinguish between a field separator character and a character
ther that is part of the data to be imparted.

Import Field Mames -
% Field names are on the first line of the impart file

= Import flle does not contain field names

= Field names are in a separate file _I

Sample Import Farmat -

ConsID CAtrCat ChttrDesc CAEErCam CAttrDate ﬂ
556 Interests Cooking Indian Food 050572004

556 Anniversary 04/04/2000 wWedding Date 050572004

-, e m i | BA il - o TR ) | Bpay B ppe— ey Ry | [T E—— Lo Ll Ll T T T hl
4 i | »

Cancel | Save | Walidate No@l

The information on this tab should match the the import file formatting.

Because you selected the *.csv (commas separate values) format when you saved your import file in
Excel, in the Field Separators and Text Qualifiers frame select Comma.

Because you created your import file in Excel and Excel puts only quotes around field values, in the Text
qualifier field select, “Quotation”.

In the Import Field Names frame, select Field names are on the first line of the import file. The program
then knows the first row of your import file contains a header. The actual data starts on the second row of
the import file.

In the Sample Import Format frame, the program displays the field names and data included in your
import file.

Note: You can also select the tab to move through the import parameter file.
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16. To move to the Fields tab, click Next.

Import - Constituent Attribute
File Edit Yiew Favorter Toolz Help

=N =T

1 Generall 2. File Layout  3: Fields Iﬂ: Summaryl

Indicate where each Field to Import’ should go by choosing the Raizer's Edge Field from the ligt of '4yvailable
Fields'

— Awailable Fields — Import Fields
Shaw: |<.f5.II fields> | Field to Import Raiset's Edge Field
+-Constituent Attribute CansID Canstituent 10 (ConsID)
CAttrCat Category (CAttrCat)
CAtbrDesc Description {CAktrDesc)
CAkbrCom Comments (CALrCom)
CAttrDate Dake (CAttrDake)
Click. here for detailed field infarmation.
M Find... | Selech - | <- Hemowe Update Fields | Clear Fields |

< Back |

Cancel |

Save | Walidate Mow |

17. The Raiser’s Edge Field column automaps to all Field to Import fields it can identify.

Also, in the Extension column, the program assigns extension numbers to each attribute category.
Because this example has only one category, just the “00” extension is necessary. If you add a second

attribute category, the program would assign it a “01” extension.

Note: You can also select the tab to move through the import parameter file.
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18. To move to the Summary tab, click Next.

19.

20.
21.
22.
23.

Import - Constituent Attribute E
File Edit Yiew Favorter Toolz Help
FIESE IETE dE s
1 Generall 2: File Layoutl 3 Figlds 4 Summary I
Import Options -
[v Create exception file of records not updated/imported IC: SFileshlmport_Fileshexceptions. imp _I
[V Create an output query of the recards imported
™ Create am autpub quer of the recards updated
& Preview  Print
Import Surmman [nformatian -
Type: Congtituent Attribute
File Mame: C:Files\Import_Files\Constit_sttri cav
Validate data only
Field names are on the first line of the import file
Fields are zeparated by Comma
The text qualifier iz a <Quotation:
These fields will be validated:
Constituent |0 [Conszl D]
Category [CAthCat)
Description [CathiDesc)
Comments [CattrCom)
Drate [CattrD ate)
< Back | HEst> | Cancel | Save | Walidate Mow |

The Import Summary Information frame displays the import parameters and other information you

selected for your import.

To create a file of all records the program fails to process, mark the Create exception file of records not
updated/imported checkbox. To browse to the folder in which you want the file saved, click the ellipsis.

The Save As screen appears.

Save As

Loak im: I =3 Import_Files

[ [ o s e

[ 7]x]

. exceptionsimp
NoYalid Address.imp
Hiztary

r

%

My D ocurments

File name; e:-:n::Ee hiohs. imp| j Open I
Files of type: IImpDrt Files [*.irmp) j Cancel |
F

Enter a File name. For this procedure, enter “exception.imp”.

In the Files of type field, select the type of file you want saved. We recommend selecting *.imp or *.csv.

Click Open. You return to the import parameter screen.

Mark the Create an output query of the records imported checkbox to create a query of all new records
created during the update. The query type depends on the type of import file selected. For example, if
you run a gift import, a gift output query is created.
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24. Mark the Create control report checkbox to print a report listing a summary of the results and the field
mappings. The report also shows other import-specific information, reasons for any exceptions, and the
path where you saved the import. Select Preview to view the report on your screen before printing.

25. Click Validate Now. The program validates the import file. The Import Complete screen appears. If no
Exceptions are recorded, you are ready to import the data. If any Exceptions are recorded, click Close. The
Control Report appears, listing any exceptions.

Import - The Raizer's Edge for Windows |

Import Complete!

Record: Proceszed: 19
Record: Added: 1
Records Updated: ]
E sceptions: ]

Tatal Time: (00 00:0
Records / sec: 13.00

26. After you validate your import file and correct any exceptions, return to the General tab. Unmark the
Validate data only checkbox.

Import - Constituent Attribute E

File Edit Yiew Favorter Toolz Help

G x/#s@Me -

1: General |2: File Layoutl 3: Fields | 4 Summaryl

What do you want to do? -

&' |mpart new recaords Dptjons

[T Create new table entries
" Create import file ™| [mport resords nat faund | as new reconds

= Update exizting recards

What file do you wish to import?
Impart file: |C:WFilest mport_Files\Constit_Att cav J

How do you want the spstem to identify existing constituents? -
= Llze the Irmpart 10
@ |lze the Constituent [D
" Use the Social Security Mumber

What iz the format of this import file? -

{* Delimited - Characters separate the fields

" Fiwed width - Fields and records have a set length Fec. lenoth: I Mo, of fields: I

< Back Mext » Cancel Save | ImportNoﬂl
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27.

28.
29.

30.

Note:

Click Import Now. Because you marked the Create an output query of the records imported checkbox on
the Summary tab, the Save Static Query screen appears.

Save Static Query E |
Guery narme: IEDnstituent Attributes Save
Description: (1041042003 ;I Cancel

[
Guery farmat; I Shatic - I Query Type: Constituent

W Other uzers may execute this guery Created From: Impart -

W Other uzers may modify this query

Enter a Query name and Description. You can also allow others to use and modify your query.

Click Save. Because you marked the Create an output query of the records updated checkbox on the
Summary tab, a second Save Static Query screen appears. Complete the fields on the screen.

Click Save. The program processes the import. When the process is complete, the Import Complete!
screen appears.

If you do not mark the Create control report checkbox on the import parameter file, a Preview Report

button appears on the Import Complete! screen, allowing you to access the report.

31.

32.
33.
34.
35.

36.

37.
38.

This screen displays the number of records processed, added, and updated. It also shows the number of
exceptions, if any, and how long the process took. Exceptions are records the program could not process.
To see what caused the exception, look in the Exceptions section of the control report.

Click Close. The Control Report appears.The report displays the results of the import, the criteria entered
on the import parameter file, the field mapping, and the details about any exceptions.

To print the report, click Print on the toolbar at the top of the page.

To export the report to another application, click Export on the toolbar at the top of the page.

To close the report, click the “X” in the upper right corner. You return to the import parameter screen.
On the import parameter screen, click Save to save the import parameter file. The Save Import As screen
appears.

Save Ilmport As

X
Mame: IEDnstituent Attributes Save I

Dezcription: |10/1042003 Cancel

v Other uzers may un this impart
v Other uzers may modify this import

Enter a Name and Description for your import. You can also allow other users to run and modify the
import file.

Click Save. You return to the import parameter screen.
To exit the import parameter screen, from the menu bar select File, Close.
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Gifts

A gift import adds information to existing gift records in your database or creates new gift records. For example,
you can import all gift pledges raised at a phonathon. The gifts then appear on the Gifts tab of the constituent
records. You can select Gift, Gift Attribute, Gift Benefit, Installment, Matching Gift Pledge, Pledge Payment, Soft
Credit, Split Gift, Tribute Gift, Gift Solicitor, Write-Off, Gift Notepad, or Recurring Gift Payment to limit the fields
available for your import.

Creating and Importing Import Files using The Raiser’s Edge

The following two procedures take you step-by-step through generating a gift import file in The Raiser’s Edge.
You can then use the file to update your data, send the file to an outside firm, or enter changes using a
spreadsheet or word processing program. The second procedure shows you how to import the updated gift
import file back into The Raiser’s Edge. You can also create an import file using an outside application, such as
Excel or Word.

» Creating a gift import in The Raiser’s Edge

The following procedure shows you how to create an import file based on gift records committed to your
database using Batch. Because you want to change only the records in the batch, you need a query of the
batch records. The procedure assumes a query of all records included in the batch exists and includes the
following import fields: Gift Import ID, Fund ID, Gift Date, Gift Type, Gift Amount, Import ID, Receipt, Receipt
Amount, and Receipt Date.

1. From the Raiser’s Edge bar, select Admin. The Administration page appears.

i The Raiser’s Edge
Elle Edt “iew Go Favoites Tools Help

4 Back » Forward‘ Open in separate windaw

H
5pstem Statistics b Systerm Statistics b Post to General Ledger
Impart ¥ Irport b Duplicate Constituents
ebeTo i b Globally Add Recaords b Merge Constifuents
Rgma,;s b Globally Change Records } Crop Lapsed Members
Globaly Charge b Globally Delete Records b Security
Records b Globally Write Off Pledges b Queue
Globally Delete b Convert Pledges To Recurring Gifts } Data Enrichment Services
Records
Globally Wiite Off
Pledges
Convert Pledges
To Recuring
Gifts

Post to General
Ledger

Duplicate
Constituents

Merge
Constituents

Drop Lapsed

Mermbers System Statistics
Security
Provides you with a count of the records in your database. For more information about System Statistics,
Queue LI see the Program Basics chapter of the Program Basics Guide
Aot i

SN K B |

‘Welcome to The Raiser's Edge 7
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2. Click Import. The Administration - Import screen appears.

i The Raiser’s Edge
Elle Edit “iew Go Favoites Tools

[_[=]x]

Help

4 Back » Forward‘ Open in separate windaw

e Horme m"lmini:;i:::m_fm v Mport
i i

System Statistics

Globally Add
Records

lﬁ = 5 Administration

Globally Change:
Fecords

Globally Delete
Records

Globally Wiite Off
Pledges

Post to General
Ledger

Duplicate
Constituents

Merge
Constituents

alidate
Database

Drop Lapsed
Members

Security
Oueue
Daia Emict I

‘Welcome to The Raiser's Edge 7

Hew e jOpen 3 Delete.

E<All [ypes>] || Name: Type Description Created Created
—-Action f File Template Si
--Appeal Action
--Appeal Action Abtribute
--Appeal Action Solicitor
-~Constituent Action

-~Constituent Action Attri

+~Constituent Action Soli

-~Event Action

-~Event Action Attibute

-~Event Action Solicitr

= Appeal

--ppeal

--Appeal Attibute

--Appeal Benefit

--Appeal Campaign

~-fppeal Expense
A =l

K| ]

™ Orly show my imparts

Irnport makes it easy to move data from one program to another. Please see the Import
Guide for more information about Import

2

All import types appear in a tree view on the left side of the screen. Scroll down until you find Gift.

Select Gift under Gift from the tree view.

On the action bar, click New. The Import - Gift screen appears, displaying the General tab.

Import - Gift
File Edit “iew Favorites

=d

& & W2 2-

Toolz: Help

1. General |2: File: La_l,loutl

What do you want to do? -

¥ dmport new recards

= Update existing records

= Create impart file

What file do you wizh to import? -

2: Fields | 4 Surmrmary

Options
[~ Yalidate data anly

[" Create new table entries

™ rmport records nob found|as nev recards

[~ Automatically add installments for new pledges

Imnpot file:

How do you want the system to identify exizting constituents?

& Usze the Impart 1D

7 Use the Canstituent D
7 Usze the Social Security Nurnber

What iz the Format of thiz import file? -
% Delimited - Characters separate the figlds

= Fixed width - Fields and records have a set length Fec lenoth: I Mo, of figlds: I

< Back Mest >

Cancel Save | Irnpart M aw |
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5. In the What do you want to do? frame, select Create import file.

Import - Gift
File Edit “iew Favortez Tools Help

x| 2?-

1: General |2: File Layoutl & Fields' 4 Summar_l,ll

Wwhat do you want to do? -

= Import new records Options

" Update existing recards _Ilnclude... £l reET

ol

& |nclude selected fields in the impart file

€ Include &l fields in the import file

What file do you wizh to create?-

Impart file: J

What ID Field do you want to use? -
% Uze the Import [D
" Use the Constituent |0
= Usze the Social Security Mumber

What is the Format of thiz import file? -
% Delimited - Characters separate the fields

= Fixed width - Fields and records have a setlength Fec lenath: I Mo, of figlds: I

< Hack | Mest » | Cancel | Save | EreateNoﬂl

6. Options in the Options frame change, based on the type of import file you are creating. Click Include and
select the records you want to include when processing your import file.

Note: File names and the tools used to open import files is a matter of personal preference. The examples in
this book represent one way of working with import files.

For this procedure, you want to change information entered in Batch 21. When the batch file was
committed, a query of the records included in the batch was created. Click Include, then choose Selected
records. The Open Query screen appears.

i, Open Query
Find: I Cueries j

Sl [Open

Cancel

& Edt
“) Add New

Options

[ AR R

Find Queries that mest these criteria: i Find Mow
Query type: lh Created Or: Iﬁ Mew Search
Query format: - Created by: lﬁ Frevious Search
Query name: lﬁ
Drescription: lﬁ
™ Show merged queriss only [~ Exact match only Expand Results
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Note: For more information about creating and accessing queries, see the Query chapter in the Query &
Export Guide.

7. Because you are running a Gift import, “Gift” defaults in the Query type field. You can enter additional
criteria information to limit your query search, or you can click Find Now to locate all gift queries saved in
your database. All gift queries appear in the grid.

i, Open Query
Find: | =
Cuery MNarme |Query Desc. .. | Type | Formak |i‘ 1 DOpen
Appeal = <ask> and Date Range = ... Blackbaud s... Gift [rynamic b Cancel
i Drvnarnic
Batch Mumber = <ask= Blackbaud s... Gift [rynamic i
Campaign = <ask> and Date Range ... Blackbaud s... Gift [rynamic k
Fund = <ask> and Date Range = <a... Blackbaud s... Gift [rynamic i Q =
i 1§
Gift Amount = ASK Gift [rynamic k e
Gift search For Supervisor Used by the... Gift [rynamic i ] Add New
Gifts Acknowledged on = <ask> Blackbaud s... Gift [rynamic k i
ptions
Gifts For 'This Month' Blackbaud s... Gift [rynamic i
Gifts For 'This Week! Blackbaud s... Gift [rynamic b
K| f B4 Enl N
- . P ind Mow
Find Queries that meet these criteria: —
Query type: ’h Created On: l—gl New Search
Guery farmat: - Created by: - Previous Search
Guery name: - _&
Drescription: -
" Show merged queries anly " Exact match anly Expand Results
14 records found.

8. Select “Batch 21” and click Open. You return to the import parameter screen. The query name appears
next to the Include button.

Import - Gift
File Edit “iew Favortez Tools Help
I HER s

1: General ];: File Layout] & Fields] 4 Summarny

What do you want to do?
" Import new recaords Options

Selected records from "Batch 21°

(" Update exizting records
% Create import file ' |nclude selected fields in the import file

™ Include all fields it the impart file

What file do you wizh to create?

Impart file:

i |

What ID Field do you want to use?
¢ Uze the Impart ID
" Use the Constituent 1D
" Uze the Social Security Mumber

What iz the Format of thiz import file?
(' Delimited - Characters separate the fields

(" Fiwed width - Fields and records have a zet length

Mest » Cancel Save | Create Mow |
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9. In the Options frame, select Include selected fields in the import file. The program defaults to this
option. If selected, on the Fields tab you must select and order the fields you want to include in your
import file.

The Include all fields in the import file option includes in your import all fields related to the selected
import type. If you select this option, all the fields are automatically loaded on the Fields tab by field
names. You do not want this option, because you know the fields in the batch file that need to be changed
and want only these fields in your import file.

10. Inthe What file do you wish to create? frame, enter the Import file name. This is the name of the file you

are creating. If you want to map to the specific directory and subdirectory in which you want the import
file saved, click the ellipsis. The Select Import File screen appears.

Select Import File EHE
Lok i Ialmport_Files j - =¥ Eol-

adv_phone_field.imp
Canstitdudy. imp
exceptions. imp
MaValid Address.imp

My Documents

=

File name: IBatch_2‘I j Open I
Files of type: IImport Files [*.irmp] j Cancel |

Z

11. In the File name field, enter a name for this import file — “Batch 21”. In the Files of type field select a
format for the import file. Because you intend to import the updated information back into The Raiser’s
Edge, the *.imp format is your best choice.
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12. To return to the Import - Gift screen, click Open.

Import - Gift
File Edit “iew Favortez Tools Help
W x| A e M-

1: General |2: File Layoutl & Fields' 4 Summar_l,ll

Wwhat do you want to do? -

= Import new records Options

0 Ustkie o reear Inchude. .. | Selected records from "Batch 21
{* Create import file & |nclude selected figlds in the impaort file

€ Include &l fields in the import file

What file do you wizh to create?-

Import file: [T\ \MS\mport_Files\Batch_21.imp J

What ID Field do you want to use? -
% Uze the Import [D
" Use the Constituent |0
= Usze the Social Security Mumber

What is the Format of thiz import file? -

% Delimited - Characters separate the fields

= Fixed width - Fields and records have a setlength Fec lenath: I Mo, of figlds: I

< Hack | Mest » | Cancel | Save | EreateNoﬂl

The file name and path appear in the Import file field.

13. The What ID field do you want to use? frame, is not relevant to creating import files. This option applies
when you update records. You tell the program which one of the ID options is in the import file. The IDs
are used to identify the constituent record being updated.

14. In the What is the format of this import file? frame, select Delimited - Characters separate the fields.
This option is the easiest and most reliable format. If selected, on the File Layout tab you must select a
character, such as a comma, to separate the fields. For example, if you select comma delimited, fields are
separated as follows: “Phone”, “Address”, “Name”. Carriage returns and line feed breaks separate records.

The Fixed width - Fields and records have a set length option requires you to define the length of the
records you intend to import. Fields may be truncated if you do not know the length of all fields you
include in your import file. For example, if you set the First Name field length at 20, all names with 20
characters or less import into the program complete. Any name over 20 characters is truncated at the
21st character. Also, the next field to import starts immediately after the 20th character, so if you have a
20-character field, there is no space between it and the next field. We do not recommend using this
option unless it is required to import data provided from an outside organization, such as a research
company or mail list provider.

Note: You can also select the tab to move through the import parameter file.
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15. To move to the File Layout tab, click Next.

16.

Note:
17.

Note:

Import - Gift
File Edit “iew Favortez Tools Help
I HER s

1: General  2: File Layout IQ: Fields] 4 Summar_l,l]

Field Separators and Test Qualifiers

{* Comma Test qualifier:| Duatation - |_

£ Tab Fleaze indicate the text qualifiers. The information found between bwo text qualifiers
™ Semicalon will be imported as is. Any field separators found between bwo text qualifiers will not

7 Gpace be treated as a field zeparatar,

~ Oth |— Thiz allows you to distinguizh between a field separatar character and a character
ther that iz part of the data to be imported.

Import Field Mames
{* Field namez will be on the first line of the impaort

" Import file will not contain field names

" Field namez will be in a separate file J

< Back | Cancel | Save | Create Mow |

In the Field Separators and Text Qualifiers frame, you have to tell the program how you want the import
fields separated. The program defaults to the Comma field separator option. Although you can select to
separate fields using a Tab, Semicolon, Space, or Other, the comma is the most universally accepted.

The Text qualifier helps you distinguish between actual punctuation in a string of text and the field
separator when you are reading the file. For example, if you select the comma as your field separator and
guotation marks as the text qualifier, the program creates a text file containing the following data:

“100 Main Street, Apt. 23F”, “San Diego”, “CA”

You know all text contained between the text qualifier (quotation marks) is part of the same field. This
helps you know that 100 Main Street, Apt. 23F is all part of the same field. If the quotation marks were
not present the data appears as follows:

100 Main Street, Apt. 23F, San Diego, CA
You may not know if Apt. 23 F is part of the field that includes 100 Main Street or if it is its own field.
For this procedure, accept the defaults: Comma and “Quotation”.

For information about the other Import Field Names options, see the Import Guide.

In the Import Field Names frame, you have to tell the program if you have field names included with your
import and, if so, what file they are in. Because you want to know the field names when you change your
batch entries, select Field names will be on the first line of the import file. This tells the program the first
line in the import file is the header, which contains the Import Name of the fields included in the file. The
data starts in the second row, one record per row. So, in a Gift import each gift is given its own line; in a
Constituent Phone import each phone number is give its own line; in a Constituent import each
constituent record is given its own line.

If, on the General tab, you select Include all fields in the import file, all fields default in the Raiser’s

Edge Field box.
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18. To move to the Fields tab, click Next.

Import - Gift E
File. - Edit- View  Favortes Tools Help

bix|#shme -

' Generall 2 File Layoul

4 Summary I

Select the figlds pou wish to include in the import file,

—dwailable Figlds————————————— - Impart Fields
Shiowi: | <Al felds> =l

Raiser's Edge Field

+-Gift Gift Impart ID {GFImpID)
+-Inztaliment Schedule Fund (FundID)

Date (GFDate)

Type (GFType)

Amount (GFTAME)

Click here for detailed field information.

@& Find... | Selents | <- Hemove LlpdateFieIdsl CIealFieIdsl

< Back | MNext > | Caricel | Save | Create Noﬂl

Note: If you are not sure which fields are required for you import, in the Show field, click the drop-down

arrow. From the drop-down menu, you can select to view all <Required fields> or <Conditionally required
fields>.

19. Because on the General tab, you selected Include selected fields in the import file, only fields always
required to update existing or add new constituent addresses automatically appear in the Raiser’s Edge
Field box. You must manually select the other fields you want to include in your import file.

To manually map a field, from the Available Fields frame on the left, you must select the fields you want
to include from the tree view on the left. Click Select to move the field into the Raiser’s Edge Field box.
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For example, in the Available Fields frame, select Constituent Import ID and click Select. The field moves
into the Raiser’s Edge Field box. Repeat the procedure to bring over Receipt, Receipt Amount, and
Receipt Date.

Import - Gift
File - Edit “Migw  Fawvortez - Tool: Help

WX a2

1: Generall 2: File Layout

4 Summary I

Select the figlds you wish ta include in the import fils.

—#&vailable Figlds——————————— - Impoit Fields
Show: |<-*'3-|| figlds> j Raiser's Edge Field
& oLt Coins ;I Gift Import ID {GFImpIC)
~AnonymoLLs Fund {FundIDy)
Appeal
--Authorization Code J Date (GFDate)
~Bank Impart D Type (GFType)
~Benefit Notes
-Campaign Amount {GFTAME)
--Cardholder Narne Constituent Import ID (ImporkID)
~Check Date .
. Check Number Receipt (GFRCpE)
-Constituent Code Receipt Amaount {GFRCpkAmE)

-Canstituent (D
-+ Congtituent Impart 1D

-Constituent 55N =
- "radit Card Fenires _I_I
4 I I L3

Click here for detailed field information.

Receipt Date (GFRcptDate)

&% Find... | Select -» | <- Remave LIpdateFieIdsl CIealFieIdsl

< Back | Mest » | Cancel | Save | Create Noﬂl

Note: You can also select the tab to move through the import parameter file.

20. To move to the Summary tab, click Next.

Import - Gift
File Edit “iew Favortez Tools Help
SR I

1 Generall 2 File Layoutl 3 Fields  4: Summary |

Import Options -
i & Preview " Print

eate control repol

Import Summary [nformation -

Type: Gift
File Mame: C:\Filez\Import_Files\B atch_27.imp

Field names are on the first line of the import file
Fields are separated by Comma
The text qualifier iz a <Quotation:

Thesze figlds will be created:
Gift Import 1D [GFlImplD)
Fund [FundiD)
Date [GFDate)
Tupe [GFType]
Amount [GFTAmE)
Constituent [mpart 1D [Import| D)
Receipt [GFRcpt)
Receipt Amaount [(GFRoptamt)
Feceipt Date [GFFRcptD ate)

< Back [ Ewt Cancel Save Create Mow
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In the Import Summary Information frame, review the import parameters and other information
selected for the import file.

21. Mark the Create control report checkbox to print a report listing a summary of the results and the field
mappings. The report also shows other import-specific information, reasons for any exceptions, and the
path where you saved the import. Select Preview to view the report on your screen before printing.

Note: If you do not mark the Create control report checkbox on the import parameter file, a Preview Report
button appears on the Import Complete! screen, allowing you to access the report.

22. Click Create Now. The program processes the import file. The Import Complete! screen appears when the
process is done.

Import - The Raizer's Edge for Windows |

Import Complete!

Records Processed: ara
Records Created: ara
E sceptions: ]

Tatal Time: 00:00:09
Records / sec: 97.00

23. This screen displays the number of records processed and created. It also shows the number of
exceptions, if any, and how long the process took. Exceptions are records the program could not process.
To see what caused the exception, look in the Exceptions section of the control report.

24. Click Close. The control report appears.

1@ New Import Control/Summary Report HEE

X 4 4 ol b oM o= (& # ooz =] [ |#h Town  fom 0otD

Prevvigw |

Import Control Report =l
Creating Import File - gifts

Resulis
Records Processed: 373
Records Imported:
Records Updated: 0
Records Crzated: 373
Exceptions 0
Output query of reeords imporied:
Output query of reeards updated:
Exception file

Criteria L

Trpe: Gift
File name: C:MsS U port FilesiBateh 21 imp
Funetion: Create import file
Options Selected records from Batch 21
Include selected fields in the import file
ID Used: Irport 1D
Header: First line of import file
Format Delirited
Fields are separated by comma
Text qualifieris quotation
Fiell mapping
Import field name Raiser's Edge field
GFImplD Gift Im port ID

FundID Fund =
i i | _>l_|

The report displays the results of the import, the criteria entered on the import parameter file, the field
mapping, and the details about any exceptions.
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»

25.
26.
27.
28.

29.
30.
31.
32.

To print the report, click Print on the toolbar at the top of the page.

To export the report to use in another application, click Export on the toolbar at the top of the page.
To close the report, click the “X” in the upper right corner. You return to the import parameter screen.
To save the import parameter file, click Save. The Save screen appears.

Save Ilmport As

X
Mame: IBatu:h el Save I
_ Cancel |

Dezcription: |10/1042003 Cancel

v Other uzers may un this impart
v Other uzers may modify this import

Enter a Name and Description for your import. You can also allow other users access to the import.
To return to the import parameter screen, click Save.
To exit the import parameter screen, from the menu bar, select File, Close.

You are now ready to make changes to your import file. For information about working with an import file
in Excel, see “Working with a Raiser’s Edge Import File in Excel” on page 85.

Importing the updated data back into The Raiser’s Edge

After you make your changes to the import file, you can import the updated information back into The
Raiser’s Edge using the same import file.

1.

On the Raiser’s Edge bar, click Admin. The Administration page appears.

#4 The Raiser’s Edge
File Edit “iew Go Favortes Taools Help

4 Back & Fnrward‘ Open in separate window

|Fq|1-' Home /
firocon _ =
g System Statistics b Systern Statistics b Post to General Ledger

" b Irnport b Duplicate Constituents

b Globally Add Records } Merge Constituents

b Globally Change Records b Drop Lapsed Members

Globall Change: b Globally Delete Records b Security

Records b Globally Write Off Pledges b Queue

Globally Delete: b Convert Pledges To Recurring Gifts b Data Errichment Services

Records

Globally Wwrite Off
Pledges

Irpart

Globally Add
Records

Convert Pledges
Ta Recuring
Gifts

Fost to General
Ledger

Duplicate
Constituents

Merge
Constituents

Drop Lapsed
Members Systemn Statistics
Security

g Prowides you with & count of the records in your database. For more information about System Statistics,
GQueue LI see the Program Basics chapter of the Program Basics Guide

F 1 K

‘Welcome to The Raiser's Edge 7
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2. Click Import. The Administration - Import screen appears.

i The Raiser’s Edge
Elle Edit “iew Go Favoites Tools

[_[=]x]

Help

4 Back » Forward‘ Open in separate windaw

e Horme m"lmini:;i:::m_fm v Mport
i i

System Statistics

Globally Add
Records

lﬁ = 5 Administration

Globally Change:
Fecords

Globally Delete
Records

Globally Wiite Off
Pledges

Post to General
Ledger

Duplicate
Constituents

Merge
Constituents

alidate
Database

Drop Lapsed
Members

Security
Oueue
Daia Emict I

‘Welcome to The Raiser's Edge 7

Hew e jOpen 3 Delete.

E<All [ypes>] || Name: Type Description Created Created
—-Action f File Template Si
--Appeal Action
--Appeal Action Abtribute
--Appeal Action Solicitor
-~Constituent Action

-~Constituent Action Attri
+~Constituent Action Soli
-~Event Action

-~Event Action Attibute
-~Event Action Solicitr
= Appeal

--ppeal

--Appeal Attibute
--Appeal Benefit
--Appeal Campaign
~-fppeal Expense LI LI—I LI

™ Orly show my imparts

Irnport makes it easy to move data from one program to another. Please see the Import
Guide for more information about Import

2

All import types appear in a tree view on the left side of the screen. Scroll down until you find Gift.

3. Select Gift under Gift from the tree view and click New on the action bar. The Import - Gift screen
appears, displaying the General tab.

Import - Gift
File Edit “iew Favorites

=d

& & W2 2-

Toolz: Help

1. General |2: File: La_l,loutl

= Update existing records

= Create import file

What file do you wizh to import? -

2: Fields | 4 Surmrmary

Optiohs
[~ Yalidate data anly

[T Create new table entries

™ rport records nob found|as nevw recards

[ Automatically add installments far new pledges

Imnpot file:

How do you want the system to identify exizting constituents?

& Usze the Impart 1D

7 Use the Canstituent D
7 Usze the Social Security Nurnber

What iz the Format of thiz import file? -
% Delimited - Characters separate the figlds

= Fixed width - Fields and records have a set length Fec lenoth: I Mo, of figlds: I

< Back Mest >

Cancel Save | Irnpart M aw |
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4.

5.

Because you are importing updates to existing records, in the What do you want to do? frame, select
Update existing records.

Import - Gift
File Edit View Faworter Tool: Help
x| ASRme ?-

1: General |2: File La_l,loutl 3 Fields | 4: Summary

What do you want to do? -
= Import nes recards

Options
™ Walidate data anly

- [ Create new table antriss

= Create import file [ Import records not found as new recards

[ Automatically add installments for new pledges

‘What file do you wizh to import?
|mpart file: J

How do you want the system to identify existing constituents? -
i lze the Impart 10
= Use the Constituent 1D

= Uze the Social Security Mumber

What iz the format of this import file? -
' Delimited - Characters separate the fields

" Fiwed width - Fields and recards have a set length Fec. lenoth: I Mo, of fields: I

< Back | Mewt » | Cancel | Save | UpdateNoﬂl

In the Options frame, because you want to make sure your import file has all of the required fields, mark
the Validate data only checkbox. The Import Now button at the bottom of the screen changes to read
Validate Now. After you set all of the import parameter tabs, you can click Validate Now, and the program
identifies any required fields you may be missing in your import file before you import the new
information into your database.

In the Options frame, for this example, do not mark Create new table entries. If marked, the program
automatically creates new table entries for import fields with table entries not already entered in The
Raiser’s Edge. When using this option, you must take care to make sure this does not result in
misspellings and incorrect formatting. For example, title entries may appear in several different forms:
MR., Mr, Mr.

Also in the Options frame, because your import file includes all fields required to import records as “new”
as well as those required for the update, mark Import records not found as new records. If marked, the
program attempts to create new records for any record in your import file that does not exist in The
Raiser’s Edge. For information about fields required for new imports, see the Import Table chapter of the
Import Guide.

’



IMPORT TUTORIAL 65

8. In the What file do you wish to import? frame, enter the name and path of the import file you want to
import. Click the ellipsis to access the Select Import File screen.

Select Import File HE
Loak in: I 3 Impart_Files j & % Eo-
- adv_phone_field.imp

B 1.imp
Hizgtary Congtitdds. imp

s exceptions. imp
!‘ No Walid Address.imp

File name; IBatch_2'I .imp j Open I
j Catcel |
F

Files of type: |Import Files [*.imp]

9. Map to and select the import file.
10. Click Open. You return to the import parameter screen.

Import - Gift E
File Edit Yiew Favorter Toolz Help
x| ASa= 2

1. General |2: File Layoutl 3 Fields | 4 Summaryl

‘What do you want to do? -

Optionz
¥ “alidate data anly

" Create new table entries

" Create import file v Import recards not found as new records

= Import new recards

& |lpdate exizting records

[ Automatically add installments for new pledges

‘What file do you wizh to import? -
Impart file: [C:\Files\Import_Files\Batch 27 imp J

How do you want the system to identify jents?
@+ Use the Import 1D
= Use the Congtituent 1D

= lze the Social Security Mumber

g C

What is the format of this impont file? -
& Delimited - Characters separate the figlds

= Fixed width - Fields and records have a set length Fec lenath I M. of fields: I

< Back | Mest » | Cancel | Save | ValidateNoﬁl

The import file name and path appear in the Import file field.

11. In the How do you want the system to identify existing constituents? frame, select Use the Import ID.
You included this field when you created your import file.

12. In the What is the format of this import file? frame, select Delimited - Characters separate the fields.
This is the format you selected when you created the import file.

Note: You can also select the tab to move through the import parameter file.
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13. To move to the File Layout tab, click Next.

Import - Gift
File Edit “iew Favortez Tools Help
W x| A e M-

1: General |§: Fields' 4 Summar_l,ll

Field Separators and Test Qualifiers -

f* Comma Temt qualifier:lguotation vl I_

£ Tab Fleaze indicate the text qualifiers. The information found between bwo text qualifiers

= Semicolon will be imported as is. Any field separators found between bwo text qualifiers will not
be treated as a field zeparatar,

= Space

~ Oth I— Thiz allows you to distinguizh between a field separatar character and a character
ther that iz part of the data to be imported.

Import Field Mames -

* Field names are on the first line of the import file

= Import file does not contain field names

= Field names are in a separate fils _I

Sample Import Format -

GFImpID FundID GFDate GFType GFTAmE ﬂ
00001-057-0000218 Acquisition Fund 0zfzaizoon Cash S0
00001-057-00000. .. Building Fund 111172004 Cash 1000
PaTa T T E P Lt BT T T In Y [ TAPE P EY . R | A A deamee g Iy Enltnt hl

4 i I »

< Back | Mest » | Cancel | Save | Walidate Mow |

The information on this tab should match the information you selected when you created the import file
in “Creating a gift import in The Raiser’s Edge” on page 52.

14. In the Field Separators and Text Qualifiers frame, select Comma.
15. In the Text qualifier field select “Quotation”.

16. In the Import Field Names frame, select Field names are on the first line of the import file.

Note: You can also select the tab to move through the import parameter file.
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17. To move to the Fields tab, click Next.

Import - Gift E
File Edit “iew Favorter Toolz Help

~IRSE

1 Generall 2: File Layoul

Indicate where each Field to Import’ should go by choosing the Raizer's Edge Field from the ligt of '4yvailable

Fields'
—dwailable Fields—— - Import Fields
Shaw: |<.f5.II fields> | Field to Import Raiser's Edge Field | Exten...
+-Gift Attribute GFImpID Gift Impatt 1D (GFIMpID)
+-Git FundID Fund {FundID
+Hnztallment Schedule ( )
+-Notepad GFDake Date (GFDate)
+-Soft Credits GFType Type (GFType)
+-Solicitor
+-Gplit Gifts GFTAmME Amount {GFTAME)
+-Tribute GFRept Receipt (GFRCpt)
GFR.cpEamk Receipt Amaount (GFRC...
GFRcptDate Receipt Date (GFRcpt...
Click. here for detailed field infarmation.
M Find... | Selech - | <- Hemowe Update Fields | Clear Fields |
< Back | Mext » | Cancel | Save | Walidate Mow |

Note: If you are not sure which fields are required for you import, in the Show field, click the drop-down
arrow. From the drop-down menu, you can select to view all <Required fields> or <Conditionally required
fields>.

18. The Raiser’s Edge Field column automaps to the Field to Import. If the program fails to automap the
fields, you must manually map the fields.

To manually map the fields, from the Available Fields frame on the left, select the fields you want to
include in the Raiser’s Edge Field column.

For example, in the Field to Import column on the right, highlight the first field you want to manually
map: “GFImplD”. From the tree view on the left, select Gift Import ID and click Select to move the field
into the Raiser’s Edge Field column in the “GFImpID” row. Repeat this procedure for each unmapped field
in the Field to Import column. For more information about the Raiser’s Edge fields and how they
correspond to the Field to Import, see the Import Tables chapter in the Import Guide.

Note: You can also select the tab to move through the import parameter file.



68 CHAPTER

19. To move to the Summary tab, click Next.

Import - Gift
File Edit “iew Favortez Tools Help
W x| A e M-

1 Generall 2 File Layoutl 3 Fields 4 Summary |

Impaort Options -

[¥ Create exception file of records not updated/imparted IC:\MS\MS\Impolt_FiIes'\eHceptions.imp _I
¥ Create an output query of the records imported

¥ Create an output query of the records updated

' Preview " Print

Impaort Summary [nfarmation -

Type: Gift
File: Marne: C:\Ms\M SN mport_FileshBatch_21.imp

Walidate data only

Figld names are an the first line of the import file
Fields are separated by Comma
The text qualifier iz a <Quotation:

These fields will be validated:
Gift Irpart 1D [GFlmplD)
Fund [FundlD]
Date [GFDate)
Type [GFType]
Armount [GFTAmE)

< Back | e | Cancel | Save | ValidateNoﬂl

The Import Summary Information frame displays the import parameters and other information you
selected for your import.

20. To create a file of all records the program fails to update, mark Create exception file of records not
updated/imported. To browse to the folder in which you want the file saved, click the ellipsis. The Save As
screen appears.

Save As [ 7]

Lok it Ialmport_Files j = |‘j€ .

excephions imp
NoYalid Address imp

File name:

¥ i f j Open I
Files of type: IImport File [*.irmp) j Cancel |
i

21. Enter a File name. For this procedure, enter “exception.imp”.

22. In the Files of type field, select the type of file you want saved. We recommend selecting *.imp or *.cswv.
23. Click Open. You return to the import parameter screen.
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24.

25.

26.

27.

28.

Mark the Create an output query of the records imported checkbox to create a query of all new records
created during the update. The query type depends on the type of import file selected. For example, if
you run a gift import, a gift output query is created. This checkbox is activated only if you marked Import
records not found as new records on the General tab.

Mark the Create an output query of the records updated checkbox to create a query of all records
updated. The query type depends on the type of import file selected. For example, if you run a gift
import, a gift output query is created.

Mark the Create control report checkbox to print a report listing a summary of the results and the field
mappings. The report also shows other import-specific information, reasons for any exceptions, and the
path where you saved the import. Select Preview to view the report on your screen before printing.

Click Validate Now. The program validates the import file. The Import Complete screen appears. If no
Exceptions are recorded, you are ready to import the data. If any Exceptions are recorded, click Close. The
Control Report appears, listing any exceptions.

Import - The Raizer's Edge for Windows |

Import Complete!

Record: Proceszed: ava
Record: Added: 1
Records Updated: ]
E sceptions: 17

Tatal Time: 00:07:26
Recards / sec: 1015

In this example, 17 exceptions were found. Click Close to open the control report. Scroll down to the
Exceptions section to learn why these 17 records will not update.

I3 New Import Control/Summary Report HER
X [ 4 defte b M o= [ & F [ Z] [ |# Tewir oz 470017
Prevvigw |
GFIype 1553 B
GFTAmt Amount
hoceptions
Record No. Field Fiel Value Reason
24 Gift3plithppeal Annual Exhibit Validation error: This appeal is not among the appeals
designated for the specified campaign
170 Gift3plithppeal Annual Exhibit Validaton ervor: This appeal is not among the appeals
designated for the specified campaign.
172 Gift3plithppeal Annual Exhibit WValidation error: This appeal is not among the appeals
designated for the specified campaign
173 Gift3plithppeal Annual Exhibit Validation error: This appeal is not among the appeals
designated for the specified campaign.
124 GiftSplithppeal YearEnd Lppeal Validaton ervor: This appeal is not among the appeals
designated for the specified campaign.
467 GFRepthmt 1500000 Validaton ervor: & business mle prohibits 'receipt
amount' from exceeding 'zift amount’
Please change the amount of one of these fields.
539 Gift3plithppeal Annual Hewsletter WValidation error: This appeal is not among the appeals
designated for the specified campaign
627 Fund 1999 Annual Fund; Smith-Brown  Invalid field value: Gift is split - use the GiftSplits
Scholarship Fund collection to modify this field (Fund).
635 Fund 1999 Annual Fund; Smith-Brown  Invalid field value: Gift is split - use the GiftSplits
Scholarship Fund eollection to modify this field (Fund).
a73 Gift3plitFund Flayground 3ite Validation ervor: This fund is not among the funds
designated for the specified campaign
758 Gift3plithppeal Annual Hewsletter Validaton ervor: This appeal is not among the appeals i

designated for the specified campaign.
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29. You can then go into the import file and fix each exception or run the import with the exceptions and use
the exceptions file you choose to create when you completed the Summary tab to fix the records at a
later date. You can then use the exceptions file to import the 17 corrected records.

30. After you validate your import file and are ready to update your records, return to the General tab.
Unmark the Validate data only checkbox.

Import - Gift
File Edit Yiew Favorter Toolz Help
= HER ?-

1: General ]g: File Layoutl 3: Fields ] 4 Summary]

What do you want to do?

" Import nesy records Dptjons

i

9 Uk i r=eav r "Create new Lal e.‘entries

(" Create import file IV Import records net found as new records

™ Automnatically add instalments for new pledges

What file do you wish to import?
Imnpart file: |C:WFilest mpart_Files\B atch_21.imp J

How do you want the spstem to identify exizting constituents?
¢ Lze the [mport |0
" Uze the Constituent [0
" Uze the Social Security Mumber

What iz the format of this import file?

' Delimited - Characters separate the figlds

" Fixed width - Fields and records have a zet length

| Mext » | Cancel | Save | UpdateNoﬂ|

31. Click Update Now. Because you marked the Create an output query of the records imported checkbox
on the Summary tab, the Save Static Query screen appears.

Save Static Query
Query name: |Bat|:h 21 Update Recaords Cave
Description: [10/10/2003 J —

[(Iuery format; Cluery Type: Gift

[v Other uzers may execute this queny Created From: Impart -

[v Other uzers may modify this queny

32. Enter a Query name and Description. You can also allow others to use and modify your query.

Note: If you do not mark the Create control report checkbox on the import parameter file, a Preview Report
button appears on the Import Complete! screen, allowing you to access the report.

33. Click Save. Because you marked the Create an output query of the records updated checkbox on the
Summary tab, a second Save Static Query screen appears. Complete the fields on the screen.
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34. Click Save. The program processes the import. When the process is complete, the Import Complete!
screen appears.

Import - The Raizer's Edge for Windows |

Import Complete!

Record: Proceszed: ava
Record: Added: 1
Records Updated: bata] =]
E sceptions: 17

Tatal Time: 00:07:35
Records / sec: 913

This screen displays the number of records processed, added, and updated. It also shows the number of
exceptions, if any, and how long the process took. Exceptions are records the program could not update.
Because you did not correct the exceptions found during the validation process, the same 17 exceptions
appear on this screen. All 17 records are saved to the “exceptions” file you choose to create when you
completed the Summary tab. To see what caused the exception, look in the Exceptions section of the
control report.

35. Click Close. The Control Report appears.

1@ New Import Control/Summary Report HEE

X [ 4 defte b M o= [ & F [ Z] [ |# Tewir oz 470017

Prevvigw |

Import Control Report =l
Updating - gifts

Resulis
Fecords Processed: 873
Records Imported: )
Records Updated: 856
Fecords Created 0
Exceptions 17
Output query of records imported: Batch 21 Update Records
Output query of records updated: Query of Updated Records

Exception file CMs\ME I mport_Fileslexceptions imp
Criteria —
Trpe: Gift
File name: C:MsS U port FilesiBateh 21 imp
Funetion: Update existing records
O ptions Import reconds not found as new reconds
ID Used: I port 1D
Header: First line of iraport file
Format Delimited

Fields are separated by comma
Text qualifieris quotation
Fiell mapping

Impori field name Raiser"s Edge field
GFImplD Gift Im port ID
FundID Fund

GFDate Date =
R . | _>l_I

The report displays the results of the import, the criteria entered on the import parameter file, the field
mapping, and the details about any exceptions.

36. To print the report, click Print on the toolbar at the top of the page.
37. To export the report to another application, click Export on the toolbar at the top of the page.
38. To close the report, click the “X” in the upper right corner. You return to the import parameter screen.
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39. On the import parameter screen, click Save to save the import parameter file. The Save Import As screen
appears.

Save Ilmport As

X
Mame: IBatu:h el Save I
_ Cancel |

Dezcription: |10/1042003 Cancel

v Other uzers may rn this import

v Other uzers may modify this import

40. Enter a Name and Description for your import. You can also allow other users to run and modify the
import file.

41. Click Save. You return to the import parameter screen.
42. To exit the import parameter screen, from the menu bar select File, Close.

Creating Gift Import Files in Excel and Importing the File into
The Raiser’s Edge

The following procedures take you step-by-step through the process of creating a gift import file in Excel and
importing the file into The Raiser’s Edge. Such a file may result from an outside event, during which volunteers do
not have access to The Raiser’s Edge. Creating import files in outside applications such as Excel may prove more
difficult than creating a file using The Raiser’s Edge. With any outside application, you must look up all the import
fields you want to include in the process, find all required fields, and manually enter this information in a
spreadsheet or word document. Once you complete the import file, you can import the gift information into The
Raiser’s Edge.

The following example shows you how to create an import file using Excel, lists all required import fields; and
shows you how to import the new information from the spreadsheet into The Raiser’s Edge.
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» Creating a gift import file using Excel

The following procedure shows you how to create an import file with a header and include all fields required
to import gifts that include installments.

1.

Open an Excel spreadsheet.

J File Edit Yiew Insert Format Tools Data Window Help Acrobat

DEEagRy [ smi[- ez a[aD 2
Al j =|

A s [ c T o [ E [ F e [ H [ 1T [ 1 T K 1L
1

BER R

o

(=]

=

m

=]

=

‘ oo

h| =
oo

B BB | b b
& |G| =

Jﬂ

[ [ [

[ 4w [M]\Sheet1 / shestz f sheet3 / (£l
Ready

In the first row, you must create your field header, identifying the fields you want to include in your
import file. Depending on the type of import you want to run, certain fields are required. All required
fields are listed in the Import Tables chapter of the Import Guide.

For this procedure, you want to create a gift import with installment information, so you want all fields
required in the Gift Fields and Installment Schedule Fields sections of the Import Tables chapter of the
Import Guide.

In the table below, the Field Name column displays all the Raiser’s Edge fields you must include in your
import file. The Import Name column displays how the corresponding field name is represented in the
import file, and the Requirements column explains why and when certain fields are required. This
information is taken from the Import Tables chapter of the Import Guide.

Field Name

Import Name Requirements

Amount

GFTAmMt Required to add new records

Constituent
Import ID

ImportID You must include Constituent ID,
Constituent Import ID, or
Constituent SSN, depending on
how you select to identify existing
records on the General tab of the

import parameter file.

Date GFDate Required to add new records

Fund FundID Required to add new records

GFType Required to add new records

Type
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Field Name Import Name Requirements

Day of Week | GFInsDayName Required if Frequency =
Semi-Annually, Quarterly,
Bimonthly, or Monthly and
Ordinal day is not blank

Frequency GFInsFreq Required to add new

Frequency GFInsFreqOpt Required if Frequency =

Option Semi-Annually, Quarterly,
Bimonthly, or Monthly

Month Name | GFInsMonthNam | Required to add new records

e

Frequency GFInsFregqNum Required if Frequency = Monthly,

Number Semi-Monthly, or Weekly

Number of GFInsNumPay Required to add new if Frequency

Installments is not Single Installment

Numeric Day

GFInsNumDay

Required if Frequency = Annually;
Required if Frequency =
Semi-Annually, Quarterly,
Bimonthly, or Monthly and
Ordinal day and Day of week are
blank;

Required if Frequency is
Semi-Monthly and Ordinal day is
Specific Day

Numeric Day
2

GFInsNumDay2

Required if Frequency =
Semi-Monthly and Ordinal day 2 is
Specific Day

Ordinal Day

GFInsOrdDay

Required if Frequency =
Semi-Annually, Quarterly,
Bimonthly, or Monthly and Day of
week is not blank;

Required if Frequency =
Semi-Monthly (day 1)

Ordinal Day 2

GFInsOrdDay2

Required if Frequency =
Semi-Monthly

Start Date

GFInsStartDate

Required to add new

Warning: When working in Excel, the last column must contain data for each record. Therefore, we
recommend placing a required field, such as Import ID, in the last column.
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Based on the information included in the previous table, the header row in Excel should look similar to the
following two screens.

J File Edit ¥iew Insert Format Tools Data Window Help Acrobat =18 x|
DEEHa 8GRy |i2ao-|a= & 4|l @ 7| cw-Bzul@wam ?
ADR = =]
A [ B [ ¢ [ D ] E T F G [ H [ ! =
| 1 |GFTAmt GFDate FundlD GFType GFInsDayName GFInsFreq GFFrequOption GFInsMonthName GFInsFreqNum
2
13
|4
15|
|E]Fle Edt view Insert Format Tools Data Window Help Acrobat e %]
DEEHI Y| ima(o-|a = &8l E 7 o -B @ 2
A = =|
J [ K [ L [ M [ il [ 0 [ F [ o 3
| 1 |GFInsNumPay  GFinsMumDay GFInsNumDay2?  GFInsOrdDay GFInsOrdDay2 GFinsStartDate ImportiD I—
2
=N
4
5]

c

2. You can start adding data in row two.

Ed Microsoft Excel - Gift_Import_Installments.csvy

J File Edit View Insert Format Tools Data Window Help Acrobat ;Iilll
DEEHIgRY|ime(a-|a = & 8 lE 7 LI AR
A7 =l =|
A c [ o T E T F T & [ H T T T J T K =
| 1 |GFTAmt GFDate FundID GFType GFInsDa GFInsFreq GFInsMon GFInsFred GFlnsHum GFInsNur GFInsNui—|
[ 2 | 500 # Botanical Gare Pledge Single Installment
| 3 | 750 #eR#EE Botanical Garc Pledge Single Installment
| 4 | SO0 wes# Botanical Garc Pledge Single Installment
| 5 | 350 S Smith-Brown £ Pledge Single Installment
| B | 200 ##HE Botanical Gare Cash
| 7 | 100 A Acquisition Fu Cash
[ 8 | 26 S Building Fund | Cash
[ 9 | 260 #eeER#E Botanical Gare Cash
10 TEO #esitt Playvaround Sit Cash

3. You must include a hard break (ENTER key) at the end of each row of data.

After you add all the information you want to include in your import file, select File, Save As from the
menu bar. The Save As screen appears.

Save As ﬂ ﬁ
Save in: I[:l Import_Files j - | @ > ﬁ - Tools +

Jappel_IDs.csv

onstit_IDs.csv

JConstitady. csv

ConstitAdy_2.csy

onstituent_Address_Update.csv

] Conskituent_Import,csy

Constituents, 1Relationship, Prefaddr & 1Phone.csy
K _Import_Tesk.csv

]aift_installment, sy

its_with_Installments.csy
]Gits_with_Instalments_2.csv
B Test.csv

File narne: IGiFts.csv j E Save I
Save as bype: ICS'v' (Comma delimited) (*.csv) j Cancel |

5. Enter the name of your file in the File name field.
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Note: When you save a *.csv file in Excel, you may receive a message warning the file “may contain features
that are not compatible with CSV (comma delimited). Do you want to keep the workbook in this format.” Click
Yes.

6. Inthe Save as type field, select a format for the file. The Raiser’s Edge can import files saved with a *.csv,
* txt, and *.prn extensions. However, we recommend the *.csv (comma separated value), as the most
user friendly with The Raiser’s Edge.

7. Click Save. You are now ready to import the Excel import file into The Raiser’s Edge.

» Importing an Excel gift import file into The Raiser’s Edge

After you create and save your import file in Excel (or some other spreadsheet or word processing program),
you can import the information into The Raiser’s Edge.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.

#4 The Raiser’s Edge

File Edit “iew Go Favortes Taools Help

4 Back & Fnrward‘ Open in separate window

IBHR Home
rl-' ome :
fpreecos =

e b Systern Statistics b Post to General Ledger

b Irnport b Duplicate Constituents

b Globally Add Records } Merge Constituents

b Globally Change Records b Drop Lapsed Members
Globally Change b Globally Delete Records b Security

Records b Globally Write Off Pledges b Queue

Globaly Delete b Convert Pledges To Recurring Gifts b Data Enrichment Services
Records

Globally Wwrite Off
Pledges

Irpart

Globally Add
Records

Convert Pledges
Ta Recuring
Gifts

Fost to General
Ledger

Duplicate
Constituents

Merge
Constituents

Drop Lapsed
Members Systemn Statistics
Security

vovides yau with @ count of the recards in your database. For more information ahout System Statistics,
g Pravic ith nt of the ol dlatab Fi formati hout System Statist
GQueue LI see the Program Basics chapter of the Program Basics Guide

F 1 K

‘Welcome to The Raiser's Edge 7
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2. Click Import. The Administration - Import screen appears.

i The Raiser’s Edge

Elle  Edit “iew

Go Favoites  Tools

Help

4 Back » Forward‘ Open in separate windaw

B Home
-

Iﬁp

[_[=]x]

m&m IRistration s Import

Administration
System Statistics

Globally Add
Records

Globally Change:
Fecords

Globally Delete
Records

Globally Wiite Off
Pledges

Post to General
Ledger

Duplicate
Constituents

Merge
Constituents

alidate
Database

Drop Lapsed
Members

Security
Oueue
Daia Emict I

‘Welcome to The Raiser's Edge 7

Hew e jOpen 3 Delete.

— Action

--Appeal Action
--Appeal Action Abtribute
--Appeal Action Solicitor
-~Constituent Action

-~Constituent Action Attri
+~Constituent Action Soli
-~Event Action

-~Event Action Attibute
-~Event Action Solicitr
= Appeal

--ppeal

--Appeal Attibute
--Appeal Benefit
--Appeal Campaign

~-fppeal Expense

<Al Tpoes>] B

]

K|

™ Orly show my imparts

Irnport makes it easy to move data from one program to another. Please see the Import
Guide for more information about Import

2

All import types appear in a tree view on the left side of the screen. Scroll down until you find Gift.

3. Select Gift under the Gift category on the tree view.

On the action bar, click New. The Import - Gift screen appears, displaying the General tab.

Import - Gift

File  Edit

(= NI

Wiew Favorites

Toolz: Help

& & W2 2-

1. General |2: File: La_l,loutl & Fields' 4 Surmrmary

What do you want to do? -
Import new records

= Update existing records

= Create impart file

What file do you wizh to import? -

Options

[~ Yalidate data anly

[" Create new table entries

™ rmport records nob found|as nev recards

[~ Automatically add installments for new pledges

Imnpot file:

How do you want the system to identify exizting constituents?

& Usze the Impart 1D

7 Use the Canstituent D

7 Usze the Social Security Nurnber

What iz the Format of thiz import file? -

% Delimited - Characters separate the figlds

= Fixed width - Fields and records have a set length Fec lenoth: I Mo, of figlds: I

< Back

| Mest > |

Cancel |

Save | Irnpart M aw |

5. Because you are importing new records, in the What do you want to do? frame, select Import new

records.
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6. In the Options frame, because you want to make sure your import file has all of the required fields, mark
the Validate data only checkbox. The Import Now button at the bottom of the screen changes to read
Validate Now. After you set all of the import parameter tabs, you can click Validate Now, and the program
identifies any required fields you may be missing in your import file before you import the new

information into your database.

7. In the Options frame, for this example, do not mark Create new table entries. If marked, the program
automatically creates new table entries for import fields with table entries not already entered in The
Raiser’s Edge. Be careful when using this option. It may result in misspellings and incorrect formatting.
For example, title entries may appear in several different forms: MR., Mr, Mr.

8. In the What file do you wish to import? frame, enter the name and path of the import file you want to

import. Click the ellipsis to access the Select Import File screen.

Select Import File [ 7]
Lok i I =3 Import_Files j - =¥ Eol-
adv_phone_field.imp E Constituent_sddress_Update.csy
.] Appel IDscay E:] Constituent_[mport. csy
Batch_21.imp E:] Constituents, 1R elationship, Prefe
Conz_ID_file Dk._Import_Test cav
---- conzhit_attibutes, bt exceptions.imp
b Constit_|De.cey (ift
.] Constitddsy, cav Gift_lmport
Canstitéudy. imp E Gift_inztallment. cav
%] Constithud_2.cav Giftz.cav
Constituent_Address o | Gite_with_|nstallmentz. cev
Constituent_sddress_Update Gits_with_|nstallments. imp

File name; I j Open I
Files of type: 401 Files [+ =] Cancel |
P

9. Map to and select the import file.

10. Click Open. You return to the import parameter screen.

Import - Gift
File Edit “iew Fawvortez Tool: Help

=g =N P

1: General |2: File La_l,loutl 3 Fields | 4 Summar_l,.ll

What do you want to do? -

Options
W Walidate data anly

[ Create new table entriss

= Create import file ™| (ot resords nt found|as new records

r Automatically add installments for new pledges

i Import new recards

" Update existing records

What file do you wizh to import?

Import file; [C:\Files\mport_Files\Gifts.cav

How do you want the system to identify
' Use the Import 1D
= Use the Congtituent ID
= lze the Social Security Number

g conshituents? -

What iz the format of this import file? -

& Delimited - Characters separate the fizlds

= Fixed width - Fields and records have a set length Fec lenath I M. of fields: I

< Back Mest » Cancel Save | Walidate Mow |
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The import file name and path appear in the Import file field.

11. In the How do you want the system to identify existing constituents? frame, select Use the Import ID.
This is the field you included in your import file that allows the program to identify the constituent
records to which the gifts are to be added.

12. Inthe What is the format of this import file?, because you know the import file is saved as a *.csv, select
Delimited - Characters separate the fields.

Note: You can also select the tab to move through the import parameter file.

13. To move to the File Layout tab, click Next.

Import - Gift E
File Edit Yiew Favorter Toolz Help
x| ASa= 2

1: General  2: File Layout |§: Fields | 4 Summaryl

Field Separatore and Text Qualifiers -

% Comma Tent qualifier:l Quotation | I I_

' Tab Fleaze indicate the text qualifiers. The information found between bwo text gualifiers

= Semicolon will be imported as is. Any field separators found between bewo text qualifiers will not
be treated as a field separator.

 Space

£ Ot I— This allows you ta distinguish between a field separator character and a character
ther that is part of the data to be imparted.

Import Field Mames -

% Field names are on the first line of the impart file

= Import flle does not contain field names

= Field names are in a separate file _I

Sample Import Farmat -

FundID GFDate GFType GFTAmME ImportID ﬂ
2002 Membership ... 08/022002 Cash 750 00001 -079-000
Acquisition Fund 06/ 1302003 Cash 300 00001 -079-000C
Ea T T Ear ¥ Pprn) Rppyps) By iy ER R Pt T el Pt LW Tuln P lnlnlnE Bt ln M Talals hl

4 i I »

< Back | Cancel | Save | Walidate Mow |

The information on this tab must match the the import file formatting.

14. Because you selected the *.csv (commas separate values) format when you saved your import file in
Excel, in the Field Separators and Text Qualifiers frame, select Comma.

15. In the Text qualifier field select “Quotation”.

16. Inthe Import Field Names frame, select Field names are on the first line of the import file. The program
then knows the first row of the import file contains field header information, and the actual data starts on
the second row of the import file.

In the Sample Import Format frame, the program displays the field names and data included in your
import file.

Note: You can also select the tab to move through the import parameter file.
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17. To move to the Fields tab, click Next.

Import - Gift E
File Edit Yiew Favorter Toolz Help
FIESE IETE dE s
1 Generall 2. File Layout  3: Fields Iﬂ: Summaryl
Indicate where each Field to Import’ should go by choosing the Raizer's Edge Field from the ligt of '4yvailable
Fields'
—dwailable Fields—— - Import Fields
Shaw: |<.f5.II fields> | Field to Import Raiser's Edge Fisld | Exten, %
+-Gift Attribute
+-Gift GFDate Date (GFDate
+-{nztallment Schedule ¢ )
+-Notepad GFType Type (GFType)
+-Goft Credits GFTAmE Amount (GFTAmE)
+-Solicitor §
+ "S|:_||il Gifts IrnportID Constituent Impork ID ...
+-Tribute GFInsDayMame Diay of Week (GFInsD. ..
GFInsFreq Frequency (GFInsFreq)
GFInsFreqiopt Frequency Option (GF...
GFInsMonthfame Month Mame {EFInsMo, .,
GFInsFreghum Freguency Mumber (G, ..
GFInstumPay Mumber of Installment. ..
-
P —— P ———
Click. here for detailed field infarmation. 4 | i _DI_I
M Find... | Selech - | <- Hemowe | Update Fields | Clear Fields |
< Back | Cancel | Save | Walidate Mow |

Note: If you are not sure which fields are required for you import, in the Show field, click the drop-down
arrow. From the drop-down menu, you can select to view all <Required fields> or <Conditionally required
fields>.

18. The Raiser’s Edge Field column automaps to the Field to Import column. If the program fails to automap,
you must manually map to the fields.

19. To manually map the fields, select the fields you want to include from the Available Fields frame on the
left.

For example, to map “GFTAmt” in the Field to Import column to a Raiser’s Edge field, highlight “GFTAmt”
in Field to Import column. From the tree view on the left, highlight “Amount” and click Select to move the
field into the Raiser’s Edge Field column in the “GFTAmt” row. Repeat this procedure for each field you
must manually map. For more information about the Raiser’s Edge fields and how they correspond to the
Field to Import, see the Import Tables chapter in the Import Guide.

Note: You can also select the tab to move through the import parameter file.
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20. To move to the Summary tab, click Next.

Import - Gift E
File Edit Yiew Favorter Toolz Help
FIESE IETE dE s
1 Generall 2: File Layoutl 3 Figlds 4 Summary I
Import Options -
[v Create exception file of records not updated/imported IC: SFileshlmport_Fileshexceptions. imp _I
[V Create an output query of the recards imported
™ Create am autpub quer of the recards updated
& Preview  Print
Import Surmman [nformatian -
Type: Gift -
File Marme: C:Files\Import_Filez\Gifts. cav
Validate data only
Field names are on the first line of the import file
Fields are zeparated by Comma
The text qualifier iz a <Quotation:
These fields will be validated:
Fund [FundiD')
Drate [GFDate)
Type [GFType]
Amount [GFTAmt)
Constituent Import (D [Importi D) :I
< Back | HEst> | Cancel | Save | Walidate Mow |

The Import Summary Information frame displays the import parameters and other information you

selected for your import.

21. To create a file of all records the program fails to import, mark Create exception file of records not
updated/imported. To browse to the folder in which you want the file saved, click the ellipsis. The Save As

screen appears.

Save As

Lok it Ialmport_Files j = |‘j€ .

[ 7]x]

exceptionsimp
NoYalid Address.imp

My D ocurments
=

Fdy Computer

File name: e:-:n::Ee hions.imp| j

Files of type: IImport Files [.imp] j

Open I
Cancel |
F

22. Enter a File name. For example, in this procedure enter “exception”.

23. In the Files of type field, select the type of file you want saved. We recommend saving the file as a *.imp

or *.csv. These formats are the most user-friendly with The Raiser’s Edge.

24. Click Open. You return to the import parameter screen.
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25. Mark the Create an output query of the records imported checkbox to create a query of all records
updated. The query type depends on the type of import file selected. For example, if you run a gift
import, a gift output query is created.

26. Mark the Create control report checkbox to print a report listing a summary of the results and the field
mappings. The report also shows other import-specific information, reasons for any exceptions, and the
path where you saved the import. Select Preview to view the report on your screen before printing.

27. Click Validate Now. The program validates the import file. The Import Complete screen appears. If no
Exceptions are recorded, you are ready to import the data.

Import - The Raizer's Edge for Windows |

Import Complete!

Record: Proceszed: i
Record: Added: 1
Records Updated: ]
E sceptions: ]

Tatal Time: 00:01:46
Records / sec: 6.90

28. If any Exceptions are recorded, click Close. The Control Report appears, listing any exceptions. You can
then go into the import file and fix each exception or run the import with the exceptions and use the
exceptions file you choose to create when you completed the Summary tab to fix the records at a later
date. You can then use the exceptions file to import the corrected records.

29. After you validate your import file and are ready to import your records, return to the General tab.
Unmark the Validate data only checkbox.

Import - Gift
File Edit “iew Fawvortez Tool: Help
x| AS@mne ?-

1: General |2: File La_l,loutl 3 Fields | 4 Summar_l,.ll

What do you want to do? -

i Import new recards

Options
™ Walidate data anly

" Create new table entries

= Create import file ™| (ot resords nt found|as new records

[ Autornatically add installments for new pledges

" Update existing records

What file do you wizh to import?
Import file; [C:\Files\mport_Files\Gifts.cav J

How do you want the system to identify existing constituents? -
' Use the Import 1D
= Use the Congtituent ID
= lze the Social Security Number

What iz the format of this import file? -
& Delimited - Characters separate the fizlds

= Fixed width - Fields and records have a set length Fec lenath I M. of fields: I

< Back Mest » Cancel Save | ImportNoﬂl
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30. Click Import Now. Because you marked the Create an output query of the records imported checkbox on
the Summary tab, the Save Static Query screen appears.

Save Static Query E |
[luery name; |New Gift Beve
Description: {10/10/2004 ;I Cancel

[
Guery format; IStatiu: vI Cluery Type: Gift
¥ Other users may execute this query Created From: Import -

W Other uzers may modify this query

31. Enter a Query name and Description. You can also allow others to use and modify your query.

Note: If you do not mark the Create control report checkbox on the import parameter file, a Preview Report
button appears on the Import Complete! screen, allowing you to access the report.

32. Click Save. The program processes the import. When the process is complete, the Import Complete!
screen appears.

Import - The Raizer's Edge for Windows |
Import Complete!
Record: Proceszed: i
Record: Added: i
Records Updated: ]
E sceptions: ]

Tatal Time: 00:02:39
Records / sec: 4 60

This screen displays the number of records processed, added, and updated. It also shows the number of

exceptions, if any, and how long the process took. Exceptions are records the program could not update.
To see what caused the exception, look in the Exceptions section of the control report.
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33. Click Close. The Control Report appears.

lg New Import Control/Summary Report

x| M 4 161 b W o= [ & F &fiox Z][ [ | Tewo  100x Dol D

[_[=]x]

Previgw |

Import Control Report
Importing - gifts

Resulis

Records Processed: 731

FRecords Imporied: 731

Records Updated:

Recowds Crealed: 1

Enceptions: ]

Output query of reeords impored:  New Gift
Output query of records updated:

Exception file: C:Files\Import_Filesexceptions imp
Critexia

Type Gift

File name: C:Files\lmport Files\3ifts. csv

Function: Import new records

Qptions Hone

1D Used Tmport ID

Header: First line of im port file

Format: Delimited

Fields are separated by comma
Text qualifier is quotation

Field mapping
Import field name Raiser's Ed ge field
FundID Fund
GFDate Diate
GFType Type
K| |

The report displays the results of the import, the criteria entered on the import parameter file, the field

mapping, and the details about any exceptions.

34. To close the control report click the “X” in the upper right corner. You return to the import parameter

screen.

35. On the import parameter screen, click Save to save the import parameter file. The Save Import As screen

appears.

Save Ilmport As

X
M arne: IGift Impaort Save I
_Coreel |

Description: |10/10/2004 Cancel

v Other uzers may un this impart

v Other uzers may modify this import

36. Enter a Name and Description for your import. You can also allow other users to run and modify the

import file.
37. Click Save. You return to the import parameter screen.
38. To exit the import parameter screen, select File, Close.

o
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Working with a Raiser’s Edge Import File in
Excel

In The Raiser’s Edge, you can create an import file that you can then use in other applications, such as Excel. For
example, if you have a large number of records in which you want to change information, you can create an
import file of these records and the specific data fields you want to change. You can then access this information
in a spreadsheet software program, such as Excel, make any necessary changes, and use the same file to import
the updated information back into The Raiser’s Edge.

» Working with a Raiser’s Edge import file in Excel

This procedure shows you how to use Excel to work with a Raiser’s Edge import file. The following examples
are based on the “Batch21.imp” import file created in the procedure “Creating a gift import in The Raiser’s
Edge” on page 52.

1. In Excel, select File, Open from the menu bar. The Open screen appears.

Open HE
Look in: ID ImportFiles j & | @ by @ = Tools »

&

26 Impart1.xls
.j impork2.csy
Irnport2. bxk

=]
test.imp

@

Personal

File name: I j = Open 'I
Files of Eypes e W | Cancel |

2. In the Files of type field, select “All Files (*.*)”. Then map to the location of the import file you created in
The Raiser’s Edge. This is the path you entered in the What file do you wish to create? frame on the
General tab.
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3. Once you locate the import file, click Open. Because you saved your import file as an *.imp file, the Text
Import Wizard - Step 1 of 3 screen appears.

Text Import Wizard - Step 1 of 3 EE

The Text Wizard has determined that your data is Fixed \Width,
If this is correct, choose Mext, or choose the data type that best describes your data.

Original data type
Choose the file tvpe that best describes your data;
{* Delimited - Characters such as commas or tabs separate each Field,
(" Fixed width - Fields are aligned in columns with spaces between each field.

Skark impork ak row: 1 3: File: arigin:

Preview of file DiY\ImpartFiles\Batchz1 imp,

GFDate, FundIl *
"04,/1171397", "Botanical Garden Fund"

"03/05,15928" , "Botanical CGarden Fund"
"05/05/1293" "Botanhical Garden Fund"
"1lEZSEEF1998"  "Smith-Brown Scholarship Fund" _:J

for [ o2 o =

Cancel | | Mext = | Finish |

4. You must enter the formatting information you selected when you created your import file. For this
scenario, in the Original data type frame, select Delimited.

5. Inthe Start import at row field, select “1” because your import file starts on the first row of the
spreadsheet.

6. Inthe File origin field, select “Windows (ANSI)”, because you created the import file in The Raiser’s Edge,
a Windows-based program.

7. Click Next. The Text Import Wizard - Step 2 of 3 screen appears.

Text Import Wizard - Step 2 of 3 EE

This screen leks wou set the delimiters your data contains, Yoo can see
hiows wour text is affected in the preview belaw,

Delimiters
[ Tab [ Semicolon [v

[T Space [ Other: l_ Text gualifier: " hd

[ Treat consecutive delimiters as one

Daka preview

LFDate FundID -
0471171997 Botanical Garden Fund

N2/,05/1998 Botanical Garden Fund
NE/0571999 Botanical Garden Fund
Nz 2641993 Bmnith-Brown Scholarship Fund

A 12
Cancel | < Back, | Mk = | Einish |

The information entered on this screen depends on the information selected on the File Layout tab in The
Raiser’s Edge.

8. In the Delimiters frame, mark Comma.
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9. In the Text qualifier field, select quotation marks (“ ).
10. Do not mark Treat consecutive delimiter as one.
11. Click Next. The Text Import Wizard - Step 3 of 3 screen appears.

Text Import Wizard - Step 3 of 3

This screen lets vou select each column and sek el ks Farmmsl
the Daka Format. P

al}

‘General' converts numeric walues to numbers, date ™~ Text
values to dates, and all remaining values to text, " Date: |MDY -

" Do not import column (skip)

Advanced...

[aka preview

7]

Fortanical Garden Fund
Eotanical Garden Fund

Cancel | < Back | | Einish |

12. In the Column data format frame, select General and the program converts numeric values found in the
import file to numbers in Excel, date values found in the import file to dates in Excel, and all other

information found in the import file to text in Excel.

13. Click Advanced. The Advanced Text Import Settings screen appears.

Advanced Text Import 5ettings EE

Settings used to recognize numetic data

Decimal separator: _jv
Thousands separator: ' i

Mote: Mumbers will be displaved using the numeric settings
specified in the Regional Settings contral panel,

Reset (] 4 | Zancel

14. You can select the Decimal separator and Thousands separator used in numeric data in your import file.

For this scenario, do not change the default settings.
15. Click OK. You return to the Text Import Wizard - Step 3 of 3 screen.
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16. Click Finish. The import file information appears in an Excel spreadsheet.

crosoft Excel - Batch 21.imp

File Edit View Insert Format Tools Data Window Help Acrobat

Ylimela-lazstm

J Arial

ADG

Cedalal
El

A | B

u
I

D

E

F

= T T S I ™

1

1
2
3
4
5]
b
7
8
g
1]
2
3
4
]
5]
7
g
9

2

2

2
2

| =|3

3

| 24|

GFlmpID GFDate

FundID

24

00001-057 S Botanical Garden Fund

O0001-067. ##E###H# Botanical Garden Fund

00001-057. ###E#4# Botanical Garden Fund

00001-057. #E## Smith-Brown Scholarship Fund

O0001-067. ##E###H# Botanical Garden Fund

00001-057- s Acquisition Fund

00001-057. ###### Building Fund

O0001-067. ##E###H# Botanical Garden Fund

00001-057- #asassE International Relief Fund, Matural Disaster Relief Fund
00001-057. #E##E Playground Site

(K1

- 1
[« [» | M4 Batch 21
Ready

s
Blw

[ [ [

17. From here, make your necessary changes and save the file.

crosoft Excel - Batch 21.imp

[E] Ble Edt view Insert

Format Tools Data Window Help Acrobat

O

BEH2 S8R

A

R T e

J Arial

A5 =

A | B

u
I

D

E

F

= T T S I ™

11

1

1
2
3
4
5]
b
7
8
g
1]
2
3
4
]
5]
7
g
9

2

2

2
2

| =|3

3

|24
24

GFlmpID GFDate

00001-057-07/31/200
00001-057-07/31/200
00001-057-07/31/200
00001-057-07/31/200
00001-057-07/31/200
00001-057-07/31/200
00001-057-07/31/200
00001-057-07/31/200
00001-057-07/31/200
00001-057-07/31/200

FundID

Building Fund
Building Fund
Building Fund
Building Fund
Building Fund
Building Fund
Building Fund
Building Fund
Building Fund
Building Fund

EY 1
[« [» M \Batch 21

Ready

18. For this procedure, change all Gift Dates to “7/31/2001” and Fund IDs to “Building Fund”.

-
I4l ﬂJJ
[ [ [
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19. To save the changes, from the menu bar, select File, Save As. The Save As screen appears.

20.

21.
22.

23.
24,
25.

Save As ﬂ ﬁ
Save in: ID ImportFiles j = | @ ¥ 5 - Tools ~

%] Cash, Stack & Pledge Gifts.csv

Constituent Update with 3 Attribukes.csy

qgifts.csw
Imporkl.csy

mportZ.csy
RegularGift, csv
4 | SamplelmportFile. csw

File: name: |"Batch 21.imp" j

Save as bype: | Csy (Comma delimited) (*.csv) =l

“Batch21.imp” defaults in the File Name field. To override the existing “Batch21.imp” file, accept the

default or to create a new file enter a new name.

In the Save as type field, select “*.csv”. This is the most user-friendly format for The Raiser’s Edge.

Click Save. A warning message similar to the following may appear.

Microzoft Excel E

Batch Z1.imp may contain Features that are nok compatible with C5Y (Comma delimited)
. Do vou want ko keep the waorkbook in Ehis Format?

@ + To keep this Format, which leaves out any incompatible Features, click Yes.

+ To preserve the Features, click Mo, Then save a copy in the latest Excel format,
+ To see what might be lost, click Help,

il | Help |

Click Yes to continue.
To close the Excel spreadsheet, click File, Exit from the menu bar.

You are now ready to import the new information back into The Raiser’s Edge. For information about
importing the file back into The Raiser’s Edge, see “Importing the updated data back into The Raiser’s

Edge” on page 62.
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