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2 CHAPTER 1

Before reading this

guide, you should have
completely set up the
programs you plan to use
(Admissions Office,
Registrar’s Office, and
Student Billing) in the
database you plan to
integrate with The Raiser’s
Edge.

With integration, you can link records between The Education Edge and
The Raiser’s Edge and synchronize data on the records. Integration saves data
entry time and ensures the consistency of your data.

In The Education Edge, you can have Admissions Office, Registrar’s Office, and
Student Billing in the same database, sharing records. For more information about
considerations for shared information among these programs, see Integrating
Student Billing with The Education Edge. Before planning your integration with
The Raiser’s Edge, you should have completely set up the programs you plan to
use in the database you plan to integrate with The Raiser’s Edge.

If you have Student Billing, but not Admissions Office or Registrar’s Office,
your program is named The Financial Edge. But for the purposes of this guide
we will refer to the database you can integrate with The Raiser’s Edge as

The Education Edge.

Integration Planning Checklist

Follow this checklist to prepare for integration. The time it takes to prepare for
integration varies from school to school, but it is necessary to thoroughly
complete this checklist before integrating the databases. Each step is vital to
planning for a successful integration.

U Select an integration administrator with both technical and records
management knowledge to lead the integration committee. For more
information about this step, see “Appoint the Integration Administrator” on
page 3.

U Confirm you have the correct versions of the programs and review the system
recommendations on our Web site. For more information about this step, see
“Confirm Version and System Requirements” on page 3.

U Form an integration committee with representatives from the admissions
office, registrar’s office, business office, and development office. The
integration committee is vital to planning for integration and ensuring the
ongoing success of the integration. For more information about this step, see
“Form Integration Committee” on page 4.

The integration committee should make the following decisions when
planning for integration:

(L Evaluate and resolve differences in data entry practices among the offices.
For more information about this step, see “Align Data Entry Practices” on
page 4.

U Decide which record types to map between the databases, for example,

will students added in The Education Edge also be added to The Raiser’s
Edge as constituents? For more information about this step, see
“Determine Record Types to Map” on page 4.

U Decide the fields to map between the databases. For more information
about this step, see “Determine Fields to Map” on page 5.

Q) Evaluate differences in table entries used in each database and standardize
the table entries for the fields you plan to map. For more information
about this step, see “Standardize Table Entries” on page 6.
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U Determine the default constituent codes to use for records added to
The Raiser’s Edge from The Education Edge. For more information
about this step, see “Determine Default Constituent Codes” on page 7.

U Remove duplicate records in each database. For more information about this
step, see “Remove Duplicate Records” on page 8.

U In The Raiser’s Edge, you should remove duplicate relationship records that
may exist from versions prior to 7.8, before nonconstituent relationships could
be shared. For more information about this step, see “Merge Nonconstituent
Relationships” on page 18.

[ Determine which database is the most accurate, complete, and up-to-date. For
more information about this step, see “Determine the Source Database” on
page 21.

U To ensure both your databases are always updated with the latest record
information, plan to set up sychronization immediately following the linking
process. Then, schedule the synchronization process to run automatically at an
interval of every 15 minutes. We also recommend you perform frequent,
complete backups of your databases using a proper tape backup system.
However, when you do not have such a system in place, you can run backup
using the existing Blackbaud Management Console. For detailed instructions
on how to back up your database, see the Update Guide.

L When you have completely prepared for integration, contact us to receive an
unlock code to turn on the integration features in the programs. You must
unlock integration in The Education Edge on a workstation with both
The Raiser’s Edge and The Education Edge installed. For more information
about this step, see “Unlock Integration” on page 22.

Appoint the Integration Administrator

Select an administrator with a technical background and strong knowledge of
records in Admissions Office, Registrar’s Office, Student Billing, and
The Raiser’s Edge.

The administrator needs the authority to make decisions and the time to commit to
the implementation process. The administrator works closely with a
representative from each office as part of an integration committee.

Confirm Version and System
Requirements

The versions required for integration are The Raiser’s Edge 7.83 or higher, and
The Education Edge or The Financial Edge 7.75 or higher. Please note you must
be on the latest patch before integrating the systems.

To use integration, both programs must be installed on the same workstation so
they can communicate in the background, but you do not have to be logged into
both. We recommend you dedicate a workstation for the integration process of
automatically synchronizing data.

Visit www.blackbaud.com for the latest system recommendations.
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Form Integration Committee

Assign a representative from each office (admissions, registrar’s, business, and
development) to serve on the integration committee. A resource from each office
is important because communication among departments is vital to prepare for
and implement integration. Representatives must be familiar with data entry
practices in the database they use. They must be able to attend the committee
meetings and to communicate and enforce the decisions of the committee in their
offices.

The committee meets to make decisions regarding implementing integration, then
continues to meet weekly or biweekly after integration is set up to ensure the
ongoing commitment of each department to the success of the project.

The committee is responsible for:

« Aligning data entry practices.

» Determining record types to map.

* Determining fields to map.
Standardizing table entries.

» Determining default constituent codes.

Align Data Entry Practices

The integration committee should evaluate and resolve differences in data entry
practices among the offices. Common differences include addresses, nicknames
or legal names, and fields used in nonstandard ways.

Address entry. The integration committee should define conventions for
entering address information. For example, the integration process may not
link addresses if one office enters one-line street addresses while another
office enters multiple-line street addresses, or one office designates apartment
numbers with the pound sign (#) and another office identifies apartment
numbers with the word Apartment or the abbreviation No.

Nickname or legal name. The integration committee should define a manner
for entering first names. For example, one office enters legal names as first
names and another office enters nicknames as first names. The integration
process may not match these records if matching criteria includes characters
of the first name.

Fields used in nonstandard ways. The integration committee should
identify fields used in nonstandard ways in each database to prevent
transferring irrelevant information or losing information. For example, if the
registrar’s office stores student reading group information in the Nickname
field, mapping the Nickname field among databases can result in records with
incorrect nicknames in The Raiser’s Edge or the loss of reading group
information in Registrar’s Office.

Determine Record Types to Map

The integration committee should decide how to map record types between the
databases. Establish your processes for when applicants, students, their relations,
and faculty/staff become constituents in The Raiser’s Edge. For example, are
both parents and students added as constituents upon acceptance? Or are parents
added as constituents and students as relations, and then the students become
constituents upon graduation?
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When configuring integration, you will specify the criteria for when records in
The Education Edge become records in The Raiser’s Edge. These are the
questions you will have to answer:

» Will applicants become constituents in The Raiser’s Edge? If so, based upon
which current grades and statuses?

Will applicants’ personal relationships become relationships in The Raiser’s
Edge? If so, based up on which relationship types and applicant statuses? Do
you want to include emergency contacts only? Do you want to include relations
only if the applicant lives with them?

» Will applicants’ relations become constituents in The Raiser’s Edge? Based
upon which relationship types and applicant statuses? Do you want to include
emergency contacts only? Do you want to include relations only if the applicant
lives with them? Do you want to add spouses of relations as constituents?

» Do you want applicants to be relations on constituent records? If so, based up
on which relationship types and applicant statuses?

» Will students become constituents in The Raiser’s Edge? If so, based upon
which current grades, statuses, and schools?

Will students’ personal relationships become relationships in The Raiser’s
Edge? If so, based up on which relationship types and student statuses? Do you
want to include emergency contacts only? Do you want to include relations
only if the student lives with them?

» Will students’ relations become constituents in The Raiser’s Edge? If so, based
upon which relationship types, student statuses, and schools? Do you want to
include emergency contacts only? Do you want to include relations only if the
student lives with them? Do you want to add spouses of relations as
constituents?

» Do you want students to be relations on constituent records? If so, based up on
which relationship types, student statuses, and schools?

» Will faculty/staff become constituents in The Raiser’s Edge? If so, based upon
which schools, departments, and statuses? Do you want to include current
teachers only?

Will faculty/staff personal relationships become relationships in The Raiser’s
Edge? If so, based upon which relationship types?

Determine Fields to Map

The integration committee should determine the fields that will be synchronized,
so the fields can be mapped when configuring integration.

We recommend you print and circulate the list of fields that can be mapped. For a
list of the fields, see “Field Mapping” on page 22. The committee members
should review the available fields with their respective offices to determine what
fields are being used and how, and if there are any fields they do not want to share.
The committee should reconvene to discuss which fields they want to share and
whether they are using any of those fields differently.

If you make a mapped field required in one database, you should also make the
field required in the other database. If you have a required field that is not
mapped, you should establish a process to complete those required fields on
records added through integration on a regular basis. For example, if the Target
field is required on constituent records in The Raiser’s Edge, you can create a
query to find the constituent records added within a date range, then update the
Target field on these records either manually or with a global change.
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6 CHAPTER 1

Itis important to decide

the fields to map before
linking records, especially
addresses and phones.

You should be confident in the fields you map prior to linking records. After
records are linked, if you change a field to be mapped or unmapped, the program
recognizes the change the next time you synchronize data. However, in the case of
addresses and phones, you could end up with duplicate addresses and phones if
you linked records before mapping addresses and phones. If you later decide to
map addresses and phones, the addresses and phones will not be matched because
the records are already linked.

Standardize Table Entries

The integration committee should evaluate differences in table entries in each
database and standardize the table entries for any lookup fields you plan to map

for integration:

Lookup Field

Table in
The Education Edge

Table in The Raiser’s
Edge

Addresses: Address Type

Address Type

Address Types

Addresses: Country

Country (see International
page in Configuration)

Country (see International
page in Configuration)

Addresses: State State States
Phones: Contact Type Phone Type Phone Types
Addresses: County County Counties
Addresses: Region Region Region
Ethnicity Ethnicity Ethnicities

Marital Status

Marital Status

Marital Status

applications/enrollments
in The Education Edge
and primary education in
The Raiser’s Edge)

Relationship Relationship Relationships
Religion Religion Religion

Suffix 1 Suffix Suffixes

Suffix 2 Suffix Suffixes

Title 1 Title Titles

Title 2 Title Titles

Status (On Student/Applicant Status Education Status

Table entries for mapped fields are synchronized between the databases. If table
entries are different on a record, when linking a record, the entry from
The Education Edge is used.
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All information for each table entry should be the same in both databases. Be
aware that this includes the Inactive checkbox. For the phone type tables, this also
includes Do not share phone numbers of this type, Phone number type, and
Phone number format. Synchronization keeps all of these synchronized with the
exception of the phone number format, though we recommend you standardize
the phone number format to use in both databases.

We recommend you print copies of each table’s entries and distribute the copies to
the members of the committee for review. To print lists of table entries in a
program, go to the Tables page in Configuration, then select File, Print, Code
Tables Report. To compare table entries in one Excel worksheet, you can export
the Code Table Report to an Excel format.

Decide the entries all departments will use. If you do not standardize table entries
before you link records, each database will have tables with redundant entries. For
example, if the Phone Types table in The Education Edge includes Beeper and
the Phone Types table in The Raiser’s Edge includes Pager, select a preferred
term.

To standardize table entries, you can edit the entries on the Tables page in
Configuration. You can manually edit the entries or use the Table Cleanup utility
to replace duplicate table entries. For more information about the Tables page, see
the Configuration Guide for the program.

After you have standardized your table entries in the program, to keep entries
consistent, it is extremely important that you limit rights to edit table entries.
Rights to code tables are controlled in security groups in Administration.
Allowing only a few key users rights to change code tables ensures the validity of
your data.

Education Edge conversion affecting phone and address types. If
you converted from Education Administration 6 to The Education Edge,
you may have a phone or address type of “Unknown” that was created for
blank phone or address types during conversion. To prevent the integration
process from adding phone and address types with the prefix “Unknown” to
your Raiser’s Edge database, confirm you have edited phone and address
types assigned in The Education Edge to remove the prefix “Unknown”.

Raiser’s Edge conversion affecting phone and address types. If you
converted from The Raiser’s Edge 6 to The Raiser’s Edge 7, you may have a
phone or address type of “RE7 Conversion”. To prevent the integration
process from adding phone and address types with the prefix “RE7
Conversion” to your Education Edge database, confirm you have edited
phone and address types assigned in The Raiser’s Edge 7 to remove the
prefix “RE7 Conversion”.

Determine Default Constituent Codes

When setting up integration, you specify the default constituent codes to use for
records added from The Education Edge to The Raiser’s Edge. The integration
committee should decide on the constituent codes to use when each of these
record types is added to The Raiser’s Edge:

» Applicant
* Student

 Applicant Relation (each relationship type can have a different constituent
code)

* Student Relation (each relationship type can have a different constituent code)

It is important to
implement security for
editing table entries.

A constituent code

defines the relationship
a constituent has with your
organization. In other words,
a constituent code tells you
why the individual is in your
database. Examples of
constituent codes include
Board Member, Alumnus,
Trustee, Current Parent, or
Friend.
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An action bar

containing links for
creating a new report,
opening a report, and
deleting a report appears
above the list of reports.
These links are common to
all Reports pages.

 Faculty/Staff

For more information about constituent codes, see the Constituent Data Entry
Guide for The Raiser’s Edge.

Remove Duplicate Records

To prevent the integration process from linking records incorrectly or finding
multiple matches for records, you should identify and remove duplicate records
from each database.

In Admissions Office, Registrar’s Office, and Student Billing, you can click
Search for duplicates in Administration to find potential duplicate applicants,
students, individuals, organizations, and faculty/staff. You can also click Merge
records in Administration to search for duplicate records and merge duplicate
records into primary records. For information about searching for and merging
duplicate records in The Education Edge, see the Administration Guide for
The Education Edge.

You can also search for duplicate addresses by running the Duplicate Addresses
Report. Use this report to merge any duplicate addresses in each
student/individual/organization record.

In The Raiser’s Edge, you can click Duplicate Constituents in Administration to
find potential duplicate constituents. You should merge each duplicate constituent
record before you link records for integration purposes. For information about
searching for and merging duplicate records in The Raiser’s Edge, see the
Configuration & Security Guide for The Raiser’s Edge.

Remove Duplicate Addresses

To find duplicate addresses, you should run the Duplicate Addresses Report. You
can find this report in the Directories and Lists area of Reports in Admissions
Office and Registrar’s Office. This report is also found in the
Student/Individual/Organization area of Reports in Student Billing. Use this
report to merge the duplicate addresses in each student/individual/organization
record.

» Search for duplicate addresses

While this procedure explains how to search for duplicate addresses in
Admissions Office, you can use the same steps in Registrar’s Office and
Student Billing.

1. From the Reports page in Admissions Office, click Directories and Lists.
The Directories and Lists page appears. A list related reports appear on
the left.
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2. Inthe list on the left, select Duplicate Addresses Report.

@ e —
The Education Edge (Sample Data) (=13
Fle Edit View Go Favortes Tools Help

4 Back # Community Services Inc. -~ Admissions Office ~

L]
New Open Delete Reports
Facully/Stalf Directory Q:UPZ”‘E
Fantily Directors Name Description Date Created Process Time | Others May Mocify | Others May Execute m‘f;‘t
Fiaam List Report ugust2... 08/08/2007 00:00:02
Studernt Directory Checklist
Reports
Custom
Reports
Directories
and Lists
Statistical
Reports

NetSolutions

3. On the action bar, click New. The New Duplicate Addresses Report
screen opens on the General tab.

-
18 New Duplicate Addresses Report

File Edit View Favorites Tools Help
H a3 a8 ey
1: General ]g: Filters] 2 Columng | 4: Format

Match addreszes using the following criteria:

Address type

Address lines

City/MZ suburb
State/Province/County/MZ city
ZIP/Postcode

Usze characters of the address lines

Use |5 characters of the ZIP/postcode

Country will always be checked. Groups of fields, such as 'City/NZ surburb’, indicate the different fields that will be
checked depending on the country of the address.

[ Create an output query of records

Feport orientation: | Partrait hd

| Mest » | Cancel | Frint | Preview | Lapout |

4. In the Match addresses using the following criteria box, mark
checkboxes for the address fields to check for duplicates.

5. If you selected to check address lines, in Use [ ] characters of the
address lines, enter the number of characters to check in the address lines
for duplicates.

6. If you selected to check the ZIP/postcode, in the Use [ ] characters of the
ZIP/postcode, enter the number of characters to check in the
ZIP/postcode for duplicates.

7. To create an output query of duplicate records included in the processing,
mark Create an output query of records.
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8. Click Next or select the Filters tab.

[ ]
18 New Duplicate Addresses Report E|
File Edit View Favorites Tools Help
FIEEEEIRIEE S

1: General 2 Filters IQ: Columnz | 4: Format
& 0pen
Filters Indude Selected Filters
Students Al <All Students >
Student Attributes Al <All Student Attributes
Applicants All <All Applicants =
Applicant Attributes All <All Applicant Attributes =
Individuals Al <All Individuals >
Individual Attributes Al <All Individual Attributes:
Faculty/Staff All <All Faculty/Staff=
Faculty/Staff Attributes All <All Faculty/Staff Attributes =
Organizations All <All Organizations =
Organization Attributes All <All Organization Attributes >
< Back | Cancel | Frint | Preview | Lapout |

9. To include only specific records in the report, make filtering selections.
For more information about filtering, see the Program Basics chapter of
the Program Basics Guide.

-
18 New Duplicate Addresses Report

File Edit View Favorites Tools Help
Ha3da@ o= ?-

1: General 2 Filters IQ: Columns | 4: Format

#0pen
Filters Indude Selected Filters
Students Al <All Students >
Student Attributes Al <All Student Attributes
Applicants All <All Applicants =
Applicant Attributes All <All Applicant Attributes =
Individuals Al <All Individuals >
Individual Attributes Al <All Individual Attributes:
Faculty/Staff All <All Faculty/Staff=
Faculty/Staff Attributes All <All Faculty/Staff Attributes =
rganizations Selected Bishop John High School |
Organization Attributes All <All Organization Attributes =

Mest » Cancel Frint Freview Lapout
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10. When you finish selecting filters, cl

-
18 New Duplicate Addresses Report

ick Next or select the Columns tab.

=

X

File Edit View Favorites Tools Help
CIEEEERIERE
s General] 2 Filter:
Field Mame Field Align Heading Heading Al S Width e
" | Head... Field?
Record MName j Left Record MName Left [} 1.50 O
Record Type Left Record Type Left O 1.00 O
Primary Address? Left Primary? Left [} 0.55 O
Address Type Left Address Type Left O 0.80 O
Address Lines Left Address Lines Left [} 1.50 O
City Left City Left [} 075 [
State Left State Left [} 04 O
ZIP fPost Code Left 7P Left [} 075 [
¥ O
Fiepart ‘width: 775
< Back | Mest » | Cancel | Frint | Preview | Lapout |

11. Inthe grid, select and format the columns to appear in the Duplicate

Addresses Report.
12. Click Next or select the Format tab.

13. From the list, select Headings. The
Addresses Report” in the Title field

report or enter your own. In addition you can enter a subtitle for the report

in the Subtitle field.

@ n
12 New Duplicate Addresses Report fgl

File Edit View Favorites Tools Help
H a8 il

al: General] 2 Filters] 2 Column

heading defaults to “Duplicate
. You can leave this as the title for the

Report Foater

B Headings

Criteria ;

Sort/Break Heading Format

Page Footer Title: |Duplicate Addresses Feport

Subtitle: |

Align: | Center -

Miscellaneous
Calar Scheme
Mame Formats

Iv Print organization name in header

¥ Print Page Mumber in Heading

v Frint Report Date in Heading

Farmat: | Page 1

j Farmat: |Sh0rt D ate and Time j

Align: | Right

¥ Frint report heading on each page

j Align: | Left j

< Back Cancel

Frint Preview Lapout

11
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You also can sort by 14. Click Sort/Break. The Sort/Break panel appears. The report is set by
Record _ default to sort in ascending order on a record name. That means
Addressee/Salutation and applicants are sorted alphabetically within the report. Mark the Break?

Record Type.

box to make a new section appear on the report.

-
3 New Duplicate Addresses Report

File Edit View Favorites Tools Help
H a8 el
al': General] 2 Filters] 3 Columng 4 Format l

Headings Sort/Break
Criteri

3

Sort/Break Sort by Crder by
Page Footer Record Name Ascending
Report Foater

Miscellaneous

Calar Scheme

Mame Formats

<

Break Header for Record Mame

Text before value: |

Text after value: |

Break Footer for Record Mame
[™ Print count per Record Mame

[ Print count as a percentage of tatal

™ Page break on each new Record Name

< Back | | Cancel | Frint | Preview | Lapout |

15. Click Page Footer. The Page Footer panel appears. Enter up to 254
characters in the Page Footer Text box. You can include other text, such
as the page number and date. The page footer is printed at the bottom of
each page of the report.

-
18 New Duplicate Addresses Report

File Edit View Favorites Tools Help
Hasam = 2-

il General] 2 Filters] 3 Columng 4 Format l

Headings Page Footer
Eitera Page Footer Text
Sort/Break

B Page Footer Text:

Report Foater

Miscellaneous

Calar Scheme

Mame Formats l—_|
[~ Print Page Mumber in Footer [~ Print Report Date in Footer

< Back Cancel Frint Preview Lapout
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16. Click Report Footer. The Report Footer panel appears. Use the Report
Footer to create a footer to appear at the bottom of the last page of the
report. You can enter a minimum of 254 characters in the Text field for

17.

the report footer

and select how to align the text.

r |
18 New Duplicate Addresses Report le

File Edit View Favorites Tools Help
Ha3s8 =l ki
il General] 2 Filters] 2 Columng 4 Format l
Headings Report Footer
Criteria R
3 SonBreak el e
Page Foater Text:
B Report Footer
Miscellaneous
Calar Scheme
Mame Formats l—_|
< Back | | Cancel | Frint | Preview | Lapout |

Click Miscellaneous. The Miscellaneous panel appears. Use this panel to
specify how numbers appear on the report and set the font size. We
recommend you leave the font size set to 8, as larger font sizes can cause

text to be cut off.

-
3 New Duplicate Addresses Report

File Edit View Favorites Tools Help
Hasa e

gl General] 2 Filters] 2 Columng 4 Format l

Criteria
Sart/Break Show currency character on All amounts
Page Footer Show percent sign on All amounts
Report Footer Megative amount format {1234.56)
2 Mumber of digits after decimal for amounts 2

Mamme Formats Mumber of digits after decimal for percentages 2

Show 1000's separator ‘fes

Show blanks instead of zeros Mo

Font size g

Sample amount:
Amount (51,234.58)
Percent 100.00%

< Back

Cancel Frint Preview Lapout

13
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18. Click Color Scheme. The Color Scheme panel appears. Use Color
Scheme to select colors for report headings. When you click in the color
box next to the selection, the Color screen appears so you can select a
standard color or define a custom color. If you leave the Apply a Color
Scheme checkbox unmarked, the report prints in black and white.

-
18 New Duplicate Addresses Report

File Edit View Favorites Tools Help
Hdasam = 2-

al: General] 2 Filters] 3 Columng 4 Format l

Headings Color Scheme
Criteria
Sort/Break [~ &pply a Color Scheme
Page Footer 5] _
Report Foater -
Miscellaneous I Column Headings
B Color Scheme =
Mame Formats
|
< Back | | Cancel | Frint | Preview | Lapout |

19. Click Name Formats. The Name Formats panel appears. You can select
the name format for records.

r |
18 New Duplicate Addresses Report le

File Edit View Favorites Tools Help
HEdasa il

il General] 2 Filters] 2 Columng 4 Format l

Headings Name Formats
Criteria

R d
Sart/Break ecords :
Page Footer Select addresseessalutation from: ,m
Fieport Footer ks |<Fu|| p— j

Miscellaneous
Calar Scheme

B MName Formats

< Back | | Cancel | Frint | Preview | Lapout |

* If you select Configuration in the Select addressee/salutation from
field, the Use field contains name formats defined on the
Addressee/Salutations page of Configuration.
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If you select “Record” in the Select addressee/salutation from field,
the Use field contains the name formats “<Full name>", “Primary
addressee”, “Primary salutation”, and any defined addressee/salutation
formats. These name formats are drawn from each record in the report.
For example, if you select “Primary salutation”, the primary salutation
defined on the Addresses/Salutations tab of an individual’s record is
used in the report.

In the If not present....section of the panel, you can select a backup
name format. The backup is used if a record does not contain the data
specified by the primary name format. Selecting “<Full name>" in the
Use field disables the If not present...section of the panel.

ick Preview to preview the report on the screen. A message appears

indicating the program the report. The preview screen appears so you can
preview the report.

'!I New Duplicate Addresses Report E@g‘

X

Presview

s b oM g & 7 & |[lin < |:|M Toald  100% dotd

OROBI2007 02:05:03 FM Community Services Inc. Page 1
Duplicate Addresses Report

Record Name Primary?  Address Type Address Lines

M. Grag Bronson B Homs

Hems

21. You can print the report from this screen by clicking the Print button on
the toolbar.

» Merge duplicate addresses

Once you have printed the Duplicate Addresses Report, you can open each

record

and merge the duplicate addresses from the Addresses tab of the

individual, student, faculty/staff, and organization record. This procedure
explains how to merge the duplicate addresses in an individual record in
Admissions Office.

1. On the navigation bar, click Records. The Records page appears.

2. Cl

ick Individuals. The Individuals page appears.

15
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3.

In the Search for an Individual by Individual name field, enter the
name of the person whose record you want to open. The individual record
appears.

4. Press ENTER on the keyboard or click the binoculars. The individual

record appears.

£} Mr. Greg Bronson
File Edit View Individuals Letter Favorites Tools Help
[AsaveandClose~| (gl &= - |Witealetter-| W 4 b W @ f T o = ?-

£ New Addre & k ﬂ .............. . 3
Type Description City/State Primary?
o A
Home <Individual Address = Mt. Pleasant, 5C
Home <Student Address= Isle of Palms, 5C [d]

08/14/2007

5. Onthe action bar, click Merge Addresses.... The Merge Addresses screen

6.

appears.

B Merge Addresses

1: Addresses |g_ Preview ]

Merged Addreszes can only be recovered by restoring a backup.

“w'hen merging addresses, check the following fields for identical values:

[] Address lines
[ CityMNZ suburh

[ State/Pravince/County/NZ city
[ z2IPPasteode

=
=

Country will slways be checked, Groups of fields, such as 'City/NZ subwb', indicate the different fields that will be checked depending on the
caunty of the address.

Cancel | Merge

08/14/2007

In the When merging addresses, check the following fields for
identical values box, mark checkboxes for the address fields to check for
duplicates.



10.

11.

12.

13.

THE RAISER’S EDGE AND THE EDUCATION EDGE

If you selected to check address lines, in Use [ ] characters of the
address lines, enter the number of characters to check in the address lines
for duplicates.

If you selected to check the ZIP/postcode, in the Use [ ] characters of the
ZIP/postcode, enter the number of characters to check in the
ZIP/postcode for duplicates.

Click Next or select the Preview tab. The Preview tab displays the
duplicate addresses based on your criteria.

The records listed are considered primary records. To expand all of the
rows for the records, click Expand All on the action bar. The rows under
a primary record are considered the duplicate records that will be merged
with the primary record.

"
B Merge Addresses

1 Addresses 2 Preian|
For all groups of records that have Merge selected, the information from the duplicates will be added to the primary, and the duplicates will be
deleted.
A4 +* *lip ®
Merge? Type Address Block Description Primary?
[=] Home 38 Oak Avenue Mt. Pleasant, SC 29464 <Individual Address >
Home 38 Oak Avenue Mt. Pleasant, 5C 29454 <Individual Address> F
< ¥
< Back ‘ | Cancel | Merge ‘
08/14/2007

Review the duplicate addresses found to determine if they look like
duplicates or if you need to adjust your criteria.

If you do not want to merge a record, unmark the checkbox in the Merge?
column for the record.

When you are ready to begin the merge, click Merge.

17
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3@ If you previously used
Academy Manager,

you should address all of the
duplicate records in each
database before accessing
the Link Records screen for
the first time.

14. When the merge is complete, you return to the Addresses tab of the
individual record. The merged address appears in the grid as the primary
address.

& — "
£} Mr. Greg Bronson EHEWE

File Edit View Individuals Letter Favorites Tools Help

[} Save and Close ~ | = - Witealetter- W 4k M| @ P T o = ?-

Bio 1 Addresses |Addressees,-"SaIgtations ] Relationships ] Mtributes ] MNotes ] Media ] Actions ] Histary of Changes]

Ta =) el "_“‘f

Type Description City/State Primary?

<Individual Address:

Home <Student Address= Isle of Palms, 5C Bl

08/14/2007

15. Click Save and Close.

If you previously used Academy Manager, it is very important that you address
all of the duplicate records in each database before accessing the Link Records
screen. When you first access the Link Records screen, the program automatically
generates Academy matches. If you decide to merge records within a database
after accessing the Link Records screen for the first time, you may lose some of
your Academy matches.

Merge Nonconstituent Relationships

You should remove duplicate relationship records in the Raiser’s Edge database.
In Raiser’s Edge versions prior to 7.71, nonconstituent relationships could not be
shared. For example, John and Jane are constituents and their daughter Sally is a
nonconstituent. One Sally record would be a relationship for John and another
Sally record would be a relationship for Jane. The two Sally records were
independent and not shared. In version 7.81, the nonconstituent Sally record can
be shared.

In Raiser’s Edge 7.83 you can run a Nonconstituent Merge Utility to merge
selected nonconstituent relationship records in your database and delete the source
records.
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» Merging nonconstituent relationship records

You must have Administrator rights set up from the Security link of
Administration to run the Nonconstituent Merge Utility.

1. Onthe navigation bar in The Raiser’s Edge, click Plug-Ins. The Plug-Ins
page appears.

The Raiser's Edge == E

File Edit Wiew Go Favoites Tool: Help

4 Back & Folward‘ Open in separate window

IFt{r‘t' Home tx .'iil-l‘hhh"_
iﬁl::.ew ds m ;l

Database b Database Connection Viewer ¥ Fund Graph

Cornection F Sample Action Plugin b What is a Plug-In?

k=] » Post-Canversion Assistant » Read-Only Database assistance Query Tool
gﬁ’;ﬂa Action b Irnport Recurring Gifts b User Margin Utility

b Monconstituent Merge Uiility
Puost-Conversion
Assistant

Import Recuring
Gifts

Nanconstituent
Merge Ltility
Fund Graph
Wwhat is a
Plugln?
Praduct Installer
Read-Only
Datahase

Asgsistance Query
Toal

User Margin
Utility

Nonconstituent Merge Utility

ﬁ' Merge duplicate nonconstituent records.

‘Welcome to The Raizer's Edge 7

2. Click Nonconstituent Merge Utility. The Nonconstituent Merge Utility
screen appears.

onconstituent Merge Utility M= = |

1 D T ErE eSS el e Era e i R T ¥

Fild | ‘alug I
Fir st Marne:
Middle Marmne:
Last Marne:
Address:
Ciky:
Skate:
ZIF:
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Once you click Search

For Duplicates, you
can cancel the process at any
time and merge only the
relationships that appear on
the screen thus far. You can
run the process as many
times as necessary to merge
all nonconstituent
relationship records.

3. To search your database for duplicate nonconstituent relationship records,

click Search For Duplicates on the action bar. The records which have

duplicates appear on the left.

= Nonconstituent Merge Utility M= &3 |
ey fulzitiz Rz e
- Dianne D. Cone [Daughter] - Clara M. Danielz [Mother] Field | Yalue I
- Curtis Grayson [Son] - Knisty Graham [Mother] Fitst Marme:  Dianne
- Clance E. F!_lddle [aughter] - Clara M. Da_nlels [Mother] Middle Mame:  Danicls
- ACCl Agsociates [Employer) - Joseph P. Diresta [Empl. ] el @
--Carolina Bank [Employer] - Cole Hensley [Employee] ast Hame: one
~Internet Services of the Lowcountry [Employer] - Geoffrey T. Beckner [Emplo||#ddress: 1354 Murra. ..
------- Wwright & Right Publishers [Employer] - Allison 5. Davis [Employee] City: Plaver
State: W1
ZIF: 54467
4] | b

click the plus sign beside each name.

4. To expand each name to see detailed information about the duplicates,

- -------A[:_[ZI Associates [Employer] - Joseph P. Diresta [Employee]
b WCC] Azzociates (Emploper] - Kathering Garrig (Emplopee)
lina Bank (Employer) - Cole H

ley [Employee]

: e Caroling Bank [Employer] - Laura Holt [Employes]

- Internet Services of the Lowcountry [Employer) - Geoffrey T. Beckner [Emy
Internet Services of the Lowcountry (Employer] - Elizabeth Bronzon [Employes]
Intemet Services of the Lowcountry [Employer] - Cynthia Clover [Emploves]

= 'wiright & Right Publizhers [Employer) - Allizon 5. Daviz [Employee]

| ‘... ftight & Right Publishers [Farmer Emplayer] - &naela Diresta [Former EImDIovee]_ILI
4 »

RoNonconstiven Merge Uiy eI
h For Dup v ey fulzltiz R e
Fild | alug I
Dianne D. Cone (Sister] - Bebe D, Kemp [Sister] First Mame:  Dianne
Dianne D. Cone [Daughterindaw] - Agnes M. Cone [kother-in-law)] Middle Marme:  Danigls
Dianne 0. Cone [Cousin) - Catlin B, Daly [Cousin)
- Curtis Grayson [Son] - Kristy Graham [Mother] LesREEs @D
L Cuittis Grayson [Son] - Wade C. Grayson [Father] Address: 1354 Murea. ..
- Clance E. Riddle [Daughter] - Clara M. Daniels (Mother] City: Plawer
v Clatice E. Riddle [Sigter] - Bebe D, Kemp (Sister] Stake: Wi
Clarice E. Riddle [Cougin] - Catlin B, Daly [Couszin) 7IP: S4457

5. To view details about each nonconstituent relationship record, select the

record. Details from the nonconstituent relationship record appear on the
right. If you do not want to show the box on the right, click Hide Details
on the action bar. Only the records appear and no details.

Once you view details, you may decide to use the arrows on the action bar
to move records up or down in the tree view. To make a child relationship
the parent relationship, select the child relationship and click Make
Parent on the action bar. Once you click Make Parent, the child

becomes the parent at the top of the list.

To remove a relationship record from the list, select the record and click
Remove on the action bar. When you remove a parent, the first child in
the list moves up to the parent node. If you search for duplicates again, the

record will reappear.
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8. When you are ready to merge the nonconstituent relationship records,
click Merge All on the action bar. A message appears, asking if you are
sure you want to merge the records. Once merged, there is no undo.

The Raizer's Edge ]

Are pou zure you want to merge these recordz’?
Y'ou cannot undo the merge process.

9. To merge the records, click Yes.

Information is merged as follows:

No fields in the parent (top) record are overwritten. Only empty fields
are populated from the child records. Fields are populated in order of
the tree view. Information from the first child record under the parent
record is used. Information is used from each record in successive
order.

Addresses are used as a whole. Address parts from child records are not
used. If the parent’s entire address is empty, then the address from the
first child with an address is used.

Phone numbers are added unless a phone type already exists. The
children’s duplicate phone types are ignored.

Attributes are added unless an exact match exists or only one attribute
of a particular type can be added.

Education records are added unless an exact match exists. Any empty
fields on the education record are filled in using the child records with
an exact match.

Business (organization) records are not merged unless the organization
is an organization that is a constituent in your database. Only business
records with matching constituent 1Ds are merged.

Any locked nonconstituent relationships are written to a control report.

10. Once the records are merged, the control report appears. To close the
control report, click the red “X” in the top left corner. You return the
Nonconstituent Merge Utility screen.

11. On the action bar, click Close. You return to the Plug-Ins page.

Determine the Source Database

The integration committee should discuss if there is one database that should be
considered the source database, because it is the most accurate, complete, and
up-to-date.

You can also

right-click on a node
and select Merge Node
from the menu that appears
to merge only one particular

group.
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Keep in mind that when linking records, if there is a data conflict, you can select
to show match details so you can resolve the conflict on an individual record
basis, or automatically overwrite using data from The Education Edge or from
The Raiser’s Edge. (If you select to automatically overwrite data from one
database to another when linking records, and a field is blank in one database but
has a value in the other, the value will always be used. When synchronizing data,
the value last changed is used, regardless of database.)

If you will be automatically overwriting data conflicts using The Education Edge
when linking records, and you use the Raiser’s Edge NCOA or CASS features,
you should link records prior to running NCOA or CASS.

Plan for Security

You should determine which users will have access to Integration in each
program.

At this time, you may also want to reevaluate the security rights of individual
users considering which records will be linked. For example, if you are linking
student records to constituent records, you may not want Raiser’s Edge users to
edit addresses for those students until they graduate. You can restrict those users
from editing constituents with specific constituent codes using Security by
Constituency options on their security group.

Also, because table entries for mapped fields are synchronized between the
databases, you should also consider user rights to add, edit, and delete table
entries.

For more information about security in The Education Edge, see the
Administration Guide for The Education Edge. For more information about
security in The Raiser’s Edge, see the Configuration & Security Guide for
The Raiser’s Edge.

Unlock Integration

Once you are prepared to proceed with integration, you can contact your account
manager to request it. After you receive the unlock code, you can activate the
integration feature. You must unlock integration in The Education Edge on a
workstation with both The Raiser’s Edge and The Education Edge installed. The
programs must be installed on the same workstation so they can communicate in
the background, but you do not have to be logged into both. Once the integration
feature is activated, the Integration page appears in your programs. For more
information about the Integration page, see The Raiser’s Edge and The Education
Edge Integration Guide.

Field Mapping

This section provides the list of fields that can be mapped between The Education
Edge and The Raiser’s Edge. The integration committee can use these tables
when determining what fields to map.
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Fields Available for Mapping People in The Education Edge to
People in The Raiser’s Edge

This table lists the fields available for mapping people records. You can make
notes about how each field is used in each program and whether to map the fields.

Field Name

Used in
The Education
Edge?

Used in
The Raiser’s
Edge?

Map?

Addresses

Birth date

Deceased?

Ethnicity

First Name

Gender

Last Name

Required

Maiden Name

Marital Status

Middle Name

Nickname

Phones (available
only if Addresses
is selected)

Relationship notes

Religion

SSN

Suffix 1

Suffix 2

Title 1

Title 2

23
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Fields Available for Mapping Applications/Enroliments in
The Education Edge to Primary Education in The Raiser’s Edge

This table lists the fields available for mapping application and enrollment records
to primary education records. You can make notes about how each field is used in
each program and whether to map the fields.

Used in Used in
Field Name The Education The Raiser’s Map?
Edge? Edge?

Class of

Entered/Enroll date

Date graduated

Date left

Status

Fields Available for Mapping Primary Business in
The Education Edge to Primary Business in The Raiser’s Edge

This table lists the fields available for mapping primary business records. You can
make notes about how each field is used in each program and whether to map the

fields.

Used in Used in

Field Name The Education The Raiser’s Map?
Edge? Edge?

Addresses

Contact type

Contact?

Organization name Required

Phones (available
only if Addresses
is selected)

Position

Print position?

Relationship notes
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