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Constituent Import

Product Overview


Feature Summary: Constituent Import
Release: Matterhorn
IMPORTANT NOTE: This document intends to provide a complete and accurate representation of what Convio fully expects to deliver in Matterhorn(as of several weeks prior to launch) based on completed software development.  This document aims to serve as the basis for planning and preparation well in advance of access to the new features.  Given this document was drafted prior to completed quality assurance, all features, capabilities, screenshots, answers, client impacts, site data parameters, and limitations listed herein, while reasonably certain for inclusion in the release, are subject to change at any point up until rollout on your Convio Site.

Overview

The new Constituent Import is a powerful tool that provides organizations a simple point-and-click interface for designing custom constituent data import processes. With a custom field mapping interface, tunable business logic for handling updates and integration with Convio’s existing DataSync process management infrastructure Constituent Import provides clients more options to meet their import/export needs beyond a custom DataSync project.
Additionally, Constituent Import provides the ability to update Center Membership without requiring a custom Data Sync project from the Convio Data Integration team.  Individual center-level administrators are able to add constituents to their Centers (and their Centers only), through self service, while site-wide administrators are able to add constituent to a selected set of Centers. 
Use Scenario: Center Administrator imports constituents into his Center
Mary, a Center Manager for American Health Society Chicago, wants to import contacts into the Chicago affiliate housefile on Convio.  She has access to a single Center, “AHS Chicago,” and creates a Constituent Import to complete this task.  After creating her Constituent Import, she runs it.  Her are her results
· Her file contained 4023 contact records
· Using the Map Fields feature, she assigned contacts into four different Interests in her Center.
· 1562 Contacts into Chicago Breaking News
· 506 Contacts into Chicago Heart eNews
· 2384 Contacts into Chicago Wellness Today
· 1 Contact into Chicago Trigeminal Neuralgia Digest
· Without an extra field mapping work, she also automatically updated the “AHS Chicago Center Members” group:
· 3450 contacts are existing and already in the “AHS Chicago Center Members” group

· 291 contacts are existing in other Centers, but not “AHS Chicago Center Members,” and are added to the that Group

· 282 contacts are new and have a new record created and are added into the Center Member Group.
Mary reviews the result of her import operations and views basic statistics on the successes of her import.  She is pleased she was able to do this herself and not ask AHS National or Convio Support to help her with this.
Key Features
· Constituent Import Operations Manager: Allows administrators to configure and persist multiple Constituent Import processes. This is valuable when managing inputs from multiple data sources or in creating specialized Constituent Import processes to handle specific tasks around group and interest category assignment uploads
· Upload File Mapper: Constituent Import provides a mapping interface that lets administrators quickly, easily and accurately associate the fields in the upload file with the correct fields in Constituent 360. The mapping is performed using a side-by-side layout that shows the fields in the upload file and the set of active, updatable fields in Constituent 360
· Group and Interest Category Assignment: Constituent Import allows administrators to not only upload constituent data but to also upload Group Assignment and Interest Category Assignment data. The Group and Interest data can either be uploaded as a part of a constituent data uploaded or using Constituent Import configurations designed specifically to handle these types of data.
· Process Scheduling: Organizations can schedule the Constituent Import process to run on automatically on a specified schedule. Organizations simply need to place the data to be imported in a pre-determined location on a Convio hosted FTP server and the data will be uploaded into Convio using the file mapping, update business logic and center rules specified in the Constituent Import definition
· Programmable Update Logic: Constituent Import allows the administrator to specify the business rule that should be applied when records in the upload file match existing records in Convio. Administrators can configure the import to either add only new records, update blank fields in existing records with values from the upload file, or update all Constituent 360 fields with fields from the import fileb
· Center Selection: Constituent Import provides a feature that enables administrators to add contacts to Centers while importing constituents.  New constituent records are created and added to selected Centers (by virtue of the Center Member Group), while existing constituent records are not duplicated, but rather assigned to be part of selected Centers.
· Import Results Reporting: Constituent Import provides a convenient interface that allows administrators to review the status of currently running import processes and to examine the results of import processes run previously.
· Improved Data Sync Permissions: The list of Data Sync Operations and Results will be filtered to show only those that the administrator has permission to access. New roles are being added which must be assigned to an administrator group of a Center to allow Data Sync Operation and Result access:
· Manage Data Synchronization
· Run and Schedule Data Synchronization
· Run Data Synchronization
· View Data Synchronization
The following Data Sync Operations and Results will not be associated with a Security Category (or individual Center) and will require the uncategorized “Database Manager” role of the “System Administration” permission type.

· Data Sync Operations and Results created prior to the Matterhorn Release

· Data Sync Operations and Results created after the release of Matterhorn when MultiCenter is not enabled on a Site

· Data Sync Operations and Results created by administrators in "All Centers" 
The following Data Sync Operations and Results will be associated with a Security Category (individual Center) and will utilize the above-mentioned set of new permissions.

· Data Sync Operations and Results created in single Center mode (will automatically be assigned the Security Category of the Center).
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Figure 1: Clients can create and manage multiple Constituent Import configurations to support their various business process and data sources
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Figure 2: File Headers shown side-by-side with selected Constituent 360 fields
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Figure 3: Upload file contains Group and Interest Category assignments
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Figure 4: Clients are be able to choose the Centers to add Constituents to when working in “All Centers” in an uncategorized Constituent Import operation.
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Figure 5: Selection of business rules to be applied in the case of matching existing files. Includes examples of how the updates that would occur as a result of the selected rule
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Figure 6: Process results management interface
Limitations and Out of Scope Features

· Ability to assign Security Category and utilized new permission set on Operations and Results created in “All Centers” mode.  In other words, all Operations created in “All Centers” will not have a Security Category associated with it.
Client Impacts
· New Convio Clients: Constituent Import obsoletes the existing Constituent Data Upload, Group Assignment Upload and Segmentation Upload operations. These operations will be disabled for all new Convio clients. 

· Existing Convio Clients: The existing Constituent Data Upload, Group Assignment Upload and Segmentation Upload operations will be phased out over time. Current timeframe is Q109.
· MultiCenter-enabled clients: The Center Selection feature is only available to MultiCenter-enabled clients.
FAQs
What’s the difference between Constituent Import and the existing Constituent Upload Process?

The existing Constituent Upload process is an extremely simple process that requires the user to format the uploaded file to match what the upload process expects. The Constituent Import process is a flexible tool that is tuned to translate the uploaded file from it’s native format into a format acceptable for use in Convio
Will the Constituent Import replace a client’s existing custom DataSync?

No. Clients with existing custom DataSync operations will need to continue using those operations

Does Constituent Import require a DI Consultant to configure?

No – The client can configure the Constituent Import process directly

What’s the difference between Constituent Import and a custom DataSync?

At a high level the critical differences are the following:

1. Constituent Import is an upload only process – it does not offer any export functionality

2. Constituent Import does not work with any transaction level data

3. Constituent Import does not attempt to ‘sync’ changes between the online and offline systems therefore it offers no protection against overwriting changes in Convio with changes from an upload file

Does Constituent Import replace the Group and Segmentation upload processes?

Constituent Import supports upload of group membership assignment and interest category assignment files and can be used in the place of these older processes

When MultiCenter is enabled, what are the key differences between how an administrator would work within “All Centers” mode versus single Center mode?
· Administrator in "All Centers" mode:
· With the “Database Manager” role of the “System Administration” permission type: Administrators can access all Data Sync Operations and Results. When creating, editing, or running a self-service import, the administrator can choose multiple Centers such that all constituents imported will be added to the Centers.
· Without the “Database Manager” role of the “System Administration” permission type: Administrators can access the Data Sync Operations and Results in the Center(s) for which they have permission.
· Administrator in single Center mode: The Data Sync Operations and Results for the selected Center are displayed and accessible.  Centers cannot be selected for the imported constituents because they are all automatically added to the current Center.

How does Constituent Import work with MultiCenter?

The bullet points below summarize how site, Center, and other junior administrators will work with Constituent Import in the context of MultiCenter.

In single Center mode, during SSI ("the Center" refers to the currently selected Center of the session):

· Constituent Record Change:
· If the constituent doesn't exist, add it.
· If the constituent exists, update the existing record with the import data regardless of whether they are currently in the Center or any other Center.
· Add the constituent to the Center's member group, regardless of whether it is already in any other Center.
· Group Assignment:
· If the group is in the Center (has the same security category), then add the constituent to the group.
· If the group is not in the Center (has a different security category), then return an error and do not add the constituent to that group.
· Interest Assignment:
· If the interest is in the Center (has the same security category) or in the "General" security category, then add the constituent to the interest.

· If the interest is not in the Center (has a different security category) and not in the "General" security category, then return an error and do not add the constituent to that interest.
In "All Centers" mode, during SSI:
· If the import operation is in the security category of a Center, then follow the rules above for single Center mode (in this case, "the Center" refers to the Center that the operation is in instead of the selected Center of the session).
· If the import operation is uncategorized (created in "All Centers" mode):
· Constituent Record Change:
1. If the constituent doesn't exist, add it.
2. If the constituent exists, update the existing record with the import data regardless of what Centers it is in.
3. Add the constituent to all of the Centers selected by the administrator (i.e., add it to each Center's member group), regardless of whether it is already in any other Center. In this mode it is possible for the administrator to have selected multiple Centers to add all constituents to.
· Group Assignment:
1. Add the constituent to the group, regardless of the group's category.
2. Add the constituent to the Center member group for the group's Center. In other words, add the constituent to the group's Center (the Center having the same security category as the group).
· Interest Assignment:
1. Add the constituent to the interest, regardless of the interest's category.
2. Add the constituent to the Center member group for the interest's Center. In other words, add the constituent to the interest's Center (the Center having the same security category as the interest).
Does having Constituent Import available at the Center-level allow a client to have more than one DataSync per Convio Instance, say one per Center?

No.  While it is possible to have multiple import operations on a single instance of Convio, it is not possible to have Data Syncs on a single Instance.  Each individual running of different import operations updates the last modification time of a constituent in the context of a single threaded Synchronization.
Is it possible to use Constituent Import to update in bulk the Center level email opt-in status?

No.  There is currently no product functionality that allows an administrator to bulk opt-in or opt-out contacts in the email of individual Centers.
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