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chapter 1

What Is In This Guide?

In the Import Guide, you learn to create import files, import new records into The Raiser’s Edge, and update
records in The Raiser’s Edge. You can also learn about the following.

e “Preparing for Import” on page 8

¢ “Import File Layout Rules” on page 9

e “Exporting an import file” on page 74

¢ “Sending an Import File by Email” on page 77
¢ “Import Recurring Gifts” on page 83

¢ “Import Tables” on page 95

How Do | Use These Guides?

The Raiser’s Edge Enterprise user guides contain examples, scenarios, procedures, graphics, and conceptual
information. To find help quickly and easily, you can access the Raiser’s Edge Enterprise 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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With Import, The Raiser’s Edge 7 makes it easy to move data from one program to another. Import, accessed by
selecting Admin on the Raiser’s Edge bar, is particularly useful if your organization maintains two databases or if
you often need to move information in and out of your database.

Note: To view a list of the fields available for each import type, see “Import Tables” on page 95.

In Import, you can import new records into The Raiser’s Edge, import updates to existing records in The Raiser’s
Edge, and create an import file of records in your Raiser’s Edge database to use in another application. All three
options are available on the General tab.

Warning: You must back up your database before importing new or updated records.

Using the Create import file option, you can create an import file containing selected records from your
database. You can then send these records outside your organization to be updated. When the updated file is
returned, you can use the same import file to import the updated information back into your database.

You can also create an import file using an outside application, such as Microsoft Excel. If you create the file using
the header names included in the Import Tables chapter of this guide, you can import this new information into
The Raiser’s Edge, using the Import new records option on the General tab.

In addition, you can import new records and update existing records at the same time, as long as the import types
are compatible, and you follow all importing rules covered in detail later in this chapter.

The fields necessary to import or update information depend on the import type you select. The import types
provide access to all related fields found in your database. See “Import Tables” on page 95 for a list of required
and optional import fields available for each import type.

To move data in and out of your database using Import, you must first identify your import type. For example, are
you importing action data? If so, are you working with constituent actions, appeal actions, or event actions? Once
you identify the data, you must locate the import type that most satisfies your need. For example, if you are
working with event actions, you want to select the Event Action import type, located under the Constituent
category in the tree view on the Import page. If you are working with constituent name, address, and telephone
information, the Constituent import type would be your best choice, because it includes all of the constituent
record biographical fields.

Warning: If you use the program on a network, we recommend all other users exit the program before you
begin importing.

Next, you must define your import. You define your import using the import parameter file. This file is composed
of four tabs — General, File Layout, Fields, and Summary. On these tabs, you must select the records from your
database you want to include in your import, the operation you want performed, how you want records
identified, and an import format. You must also define your file layout and select the fields to be
imported/updated.

Once you complete the import parameter tabs and define how you want the information moved into your
database, you can save the settings for future use. This saves a great deal of time should you need to run a similar
import at a later date.

Navigating in Import

Note: For more information about using the menu bar and toolbar, see the Program Basics Guide.

Import is accessed from the Administration page. You move through Import using the standard Raiser’s Edge
menu bar and toolbar.

The Import page also includes a navigation bar to help you move through the parameter tabs, save your settings,
and run the import. For more information about the navigation bar, see “Buttons” on page 7.
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Accessing Import

You access Import from the Administration page. From this page, you can create a new import, open an existing
import, or delete an import.

#% The Raiser's Edge == 1]
File Edit Wiew Go Favoites Toolz Help

4 Back & FDIWaId‘ Open in separate window

B Home
¢

Administration [dew | e Open | 3% Delete
System Statistice

F<AIl Tvpes>] /|| Name Type Description Created Created
rmpaort : .

e - Action Salicitor Import File Template  Constit... S 5
gf:;lg'gAdd --fppeal Action =
Globall Ch - fppeal Action Attribute
H:c:;rg's =g Appeal Action Matepa
Globaly Delele ---Appe‘.aIActlnnS.Dllcwtor
Records -Constituent Action
Glabaly wiits Off ----Const?tuent Acl?on At
Pledges Constituent Action Mot
Convert Pledges -Constituent Action Sol
To Recuring --Event hction
Gilfs --Event Action Attribute
Past to General Event Action Notepad
Ledger . .
-Event Action Solicitor
Duplicate =
Constituents Ap:eal |
fppeal
" 4 »
Ed:rzgﬁluents A ppeal Attribute J—I —I
. T j 1 Orly show my imports
Drop Lapsed
tembers
Security Impart makes it easy to move data fram one program to another. Please see the Impart
e Guide for rore information about Impoart.
‘wielcome to The Raiser's Edge 7 4

From the tree view on the left, all available import types appear. Under each import type, the categories available
for each type display. If the categories are not displayed, click the plus sign next to the import type. By selecting a
specific category, you narrow the number of field options offered for each import. For example, if you want to
import actions such as phone calls and mailings from a scheduling software program, you can select Constituent
Actions and search through all action fields available in the program, or you can select the Constituent Action
Attribute category. This restricts the fields available to only those related to constituent action attributes.

If you save an import parameter file, it appears in the box on the right side of the page. To access a saved
parameter file, on the left side of the page highlight the import type under which the file is saved. The list of
existing imports appear with the import Name, the import Type, a Description of the import, the date the import
was Created, who it was Created By, and the Last Run date.
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» Accessing Import
1. On the Raiser’s Edge bar, select Admin. The Administration page appears.

File Edit “iew Go Favortes Tools Help

4 Back # Fnrward‘ Open in separate window

|FH|1J Home

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 \wiite Off
Pledges

Spstemn Statistics

Irpart

Globally Add
Records

Convert Pledges
Tao Recuring
Gifts

Fost to General
Ledger

Duplicate
Constituents

Merge
Constituents

Drop Lapsed
Members Systemn Statistics
Security

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

S K B 1 K

‘Welcome to The Raiser's Edge 7

2. Click Import. The Import screen appears.

The Raiser's Edge (=] ]
File Edit “iew Go Favortes Tools Help

4 Back # Fnrward‘ Open in separate window

IBHR Home PO
L&
Administration Heve | ey Open | 3K Delete...
Spstemn Statistics
m E<All Types>} L[| mame Type Description Created Created

— Action

Globally Add

Records --Appeal Action

--Appeal Action Attribute
Globally Change 4 ) Axction b
Records --Appeal Action Notepar
Globally Delete --Appeal Action Solicitor
Fecords -~Constituent Action
+~Constituent Action Attri

Globally \wiite Off

Pledges +~Constituent Action Mot
Convert Fledges +~Constituent Action Soli
T_n Recuring w-Ewent dction

(it -~Event Action Attribute
Post to General --Event Action Motepad
Ledger

--Event Action Solicitar

Duplicate =
Constituents A.ppeal

Appeal

'&d:r!\gﬁtuents -Sppeal Attribute j —I—" LI
HA in e ™ Only show my imports

Drop Lapsed

Members

Security Irnport makes it easy to move data frorm one program to another. Please see the Import

Dueus Guide for more information about Irmport.

‘Welcome to The Raiser's Edge 7 7

All import types appear in a tree view on the left side of the screen. Information appearing on the right
side of the screen depends on the import type you select on the left side and if you have a corresponding
import type saved.
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3. To create a new import, select the import type you want to create, and click New Import on the action
bar. To open an existing import, select the import and click Open. The Import screen appears displaying
the General tab.

Import - Constituent Action
File Edit “iew Favortes Tools Help

=R IR e R

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

What do you want to do? -

Options
[~ Validate data only
[ Create new table entries

& Import new records
 Update existing records

" Create impart file " [mport records not found &s new recards

What file do you wizh to import? -

Imnpaort file: J

How do you want the spztem to identify existing constituents? -
& Uze the Impoart 1D
€ Use the Constituent 1D
" Use the Social Security Mumber

‘What iz the format of this import file? -
{+ Delimited - Characters separate the figlds

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

< Back |

Carcel | Save | Import Mow |

4. To exit and save the parameter file, select File, Save As from the menu bar or run the import by clicking
Import Now.

Import Toolbar

The toolbar appears near the top of the Import screen, between the menu bar and the tabs. A toolbar is a row of
buttons representing commands or functions for a record.

FIRIEIE L AR

Note: You can set up a user option that enables you to view tooltips that explain the function of each toolbar
command. Tooltips appear when you move your cursor across each item in the toolbar. For more information
about setting up this user option, see the General Options section of the User Options chapter of the Program
Basics Guide.

You can use these buttons as alternatives to menu commands and save time during data entry. On an import
record, for example, the toolbar commands include Save, Delete, and Help. Toolbars and menu bars are
discussed in detail in the Program Basics chapter of the Program Basics Guide.

Save the current import parameter file

Delete the selected import parameter file
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Print the Import Summary Report, detailing the criteria and field mapping selected for the import parameter file

Run the selected import

&

Export the selected import file to another application

View properties for a selected import

7]

Access help topics

For a detailed explanation of all other toolbar options, see the Program Basics chapter in the Program Basics
Guide.

Buttons

At the bottom of the Import parameter screen, several buttons appear to help you navigate through the tabs and
set up your import file.

¢ Back

Go to the previous tab

Mest >
Go to the next tab

Cancel

Close the screen without completing the import procedure

Save

Save the import parameter file

Create Mow

Create your import file (appears when you select Create import file on the General tab)

Ik M o

Import your import file (appears when you select Import new records and Update existing records on the
General tab)
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User Options

User options are preferences you set that affect how The Raiser’s Edge looks and runs on the workstation you are
using. User options are login-specific, which means that if you log into any workstation using your password, your
preferences are active on that workstation. When you log off the workstation, your preferences are not active for
any other user.

Import has one user option. You can choose to Automatically save import parameters on close. The option
defaults to off. To change the default, from the menu bar, select Tools, User Options from anywhere in The
Raiser’s Edge. Select the Administration tab and highlight the Import category. Mark the Automatically save
import parameter on close checkbox to activate this user option and click OK.

Warning: We recommend you limit the access to User Options to experienced users.

Your ability to access User Options is based on your access rights. Access rights are defined from the Security link
of Administration. For more information about user options and access rights, see the Security chapter in the
Configuration & Security Guide.

Preparing for Import

To ensure a successful import, you must properly prepare your data. This means familiarizing yourself with the
data you want to import, understanding where you want it to go in The Raiser’s Edge, identifying all the tables
necessary for the import, and making sure you understand the importing process.

Also, we recommend you take preventative measures to ensure the integrity of your database. First, before
attempting the import, you must back up your database. If for some reason you cancel the import while in
progress or discover after you complete the import the data is not correct, a backup is the only way you can
restore your database. We also recommend you run a test import to familiarize yourself with the program and
the importing procedures.

The following pre-import checklist should help ensure your imports are a success.
U Back up your database
Qi you work on a network, make sure all other users exit The Raiser’s Edge

U Create a test mapping document, mapping the fields from their current program to The Raiser’s Edge, using
the Import Layout Tables provided at the end of this book. Indicate where you want data from the current
program to go in the new program.

0 set up all tables you need for your test import. Tables are set up in Configuration.

Note: For information about setting up tables, see the Configuration chapter in the Configuration & Security
Guide.

L Run a validation. This identifies problem areas before you start. You can run a validation by checking the
Validate data only checkbox in the Options frame of the General tab.

U Familiarize yourself with The Raiser’s Edge
L Try importing the test file

L] Review the records. Make sure the information mapped correctly. If not, reevaluate the mapping document
and make the necessary adjustments.

QO After your test is complete, use the backup to restore your database. You are ready to start importing.
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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.

Warning: We strongly recommend you compose your import file on a Microsoft Excel spreadsheet when
possible. The spreadsheet allows you to compose the file without worrying about text qualifiers or field
separators. Also, remember you can create import files in The Raiser’s Edge. For more information, see
“Creating an Import File” on page 28.

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 ‘ Prink (Acrobat Distiler 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

Warning: If you attempt to import unencrypted credit card information from a plain text file, for security
reasons, The Raiser’s Edge stores your imported credit card information in the Blackbaud Payment Service. We
strongly recommend you encrypt credit card information in compliance with the Payment Card Industry Data
Security Standard (PCI DSS). The retention of credit card information in an unencrypted file leaves you
vulnerable to malicious users.
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¢ 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

¢ 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.

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.
e CR-LFis not allowed within a field, only at the end of a record
¢ CR-LF in memo fields (for example, notepad) is represented by /n
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¢ 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 (PhoneNumO01).

¢ 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.

¢ 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 installments 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.
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Addressee/Salutations

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

¢ 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

o 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

Note: For more information about working on the Configuration page, see the Configuration chapter of the
Configuration & Security Guide.

¢ 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.

Quick Reminders

Finally, before importing data, remember the following rules.

¢ Perform a backup on your database. If importing several sets of data, back up your database after you import
each set.

¢ Perform the import on your fastest computer. If possible, use the file server terminal.

¢ The more record types you include in a constituent import file, the longer the import takes. If you import
multiple record types, consider importing each record type separately.
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¢ If you do not have security rights to certain fields, a warning message appears if you select the restricted field to
include in your import. Also, you cannot open a saved import unless you have security rights to all fields

included in the import.

Importing New Records

Warning: If you use a mailing house, be aware address lines are imported and exported with the /n between
address lines instead of in separate fields. If your mailing house cannot accept this format or the mailing house
cannot return the file in this format, you must separate the addresses before you send the file.

You can import information into your database for two reasons: to add new records to your database or to
update records already entered in your database. This section details the steps you must follow to import new
records. Although the procedure shows you how to import new constituent records, you can apply the same
procedure to all import types available in The Raiser’s Edge.

For information on updating records, see “Updating Existing Records” on page 21.

» Importing new constituent records

On the General tab, you identify what you want the program to do, the import file you want to use, how you
want records identified, and how your import file is formatted.

Note: For more information about accessing the Import screen, see “Accessing Import” on page 4.

1. From the Import page, scroll down the tree view on the left to the Constituent category. Select

Constituent.

#4 The Raiser’s Edge

File Edit “iew Go Favortes Tools

Help

4 Back & Fnrward‘ Open in separate window

|FH|1J Home

Iﬁ Recaords

Administration
Spstemn Statistics

Globally Add
Records

Globally Change
Records

Globally Delete
FRecords

Globally \Wwrite Off
Pledges

Post to General
Ledger

Duplicate
Constituents

Merge
Constituents

Validate
Datahase

Drop Lapsed
Members

Security

Queue

Data Enrichm

I Hew

Open Lelete...

--Campaign Appeal d
--Campaign Attribute
wCampaign Fund

— Constituent

-Additional Addlessee#fJ
8 Constituer

--Constituent Address
--Constituent Address At
--Constituent Alias
--Constituent Appeal
+~Constituent Attribute
+~Constituent Bank
-~Constiuent Code
+~Constituent Credit Carc
--Constituent Motepad

+~Constituent Phone LI

Hame

A

Tupe Dezcription Created Created |

]

™ Orly show my imparts

The Constituent Import is used to create new constituents, update existing constituents,

or create an import file of constituent information. Several sets of information associated
with constituents can also be created or updated through a Constituent Impont. Click here
for more information about Constituent Imports.
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2. Click New Import on the action bar. The Import - Constituent screen appears, displaying the General tab.

Import - Constituent x|
File Edit “iew Favorites Tools Help

> Aesznme?-

1. General |2: File La_l,loutl 3 Fieldsl 4 Sumnmary

What do you want to do? -
o d& Options
: [~ “alidate data only
[" Create new table entries
" Create import file ™ (ot recards not faukd &8 e recards
[T Automatically reciprocate relationships
™ Use duplicate criteria fior new records

" Update exizting recaords

What file do you wish to import? -

Import file: J

How do vou want the spstem to identify existing constituents?
* Use the Impart 1D
= Use the Constituent 1D
= Usze the Social Security Number

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

" Fired width - Fields and records have a set length Flec lenoth: I Mao. of fighds: I

< Back | Hext » | Cancel | Save | Impu:-rtNu:-ﬂl

3. In the What do you want to do? frame, select Import new records. The program defaults to this option.
4. You can mark any of the checkboxes displayed in the Options frame:

¢ Validate data only - You can validate the data contained in your import file without actually importing
the data into The Raiser’s Edge. The Validate data only option searches your import files for errors you
may encounter during an import. You can also choose to create a report detailing all exceptions and
errors the program found during the validation process. You can then clear up any potential problems
before you start importing data into your database. Remember, once you start the import/update
process, the only way to restore your database is by restoring it to a backup. Also, if you select this
option, the Import Now button at the bottom right of the screen changes to Validate Now.

Note: For more information about table entries, see the Configuration chapter in the Configuration & Security
Guide.

¢ Create new table entries - This checkbox creates new table entries for tables entries found in the
import file that do not already exist in The Raiser’s Edge. You create table entries from the Tables link
in Configuration.

¢ 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 the
Relationship field is populated on the constituent record.

Note: For more information about establishing duplicate criteria, see the Business Rules chapter in the
Program Basics Guide.

¢ Use duplicate criteria for new records - If you mark this checkbox, the program uses the duplicate
criteria established from Business Rules in Configuration when checking for duplicate records during
the import process.
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5. In the What file do you wish to import? frame, enter the Import file name. This is the name of the file
you want to import. To access a list of existing files, click the ellipsis. The Select Import File screen

appears.
EE

Select Import File

Loak in: Ialmport_Files j & =% Eo-

p

%

My Documents
L

Fdy Computer

File name:; IConstituent_Import.csv j Open I
Files of type: I Text Files [* tst: * cav: * pm) j Cancel |
v

From here you can map to the import file, select the file, and click Open to return to the Import screen.

Import - Constituent x|
File Edit “iew Favorites Tools Help
AsMbz?-
] Z: File La_l,loutl 3 Fieldsl 4 Surnmary
What do you want to do? -
* |mport new records - Options
- - [~ “alidate data only
Lo e lomeic s [" Create new table entries
£~ Create impart file I} it recards mob fatnd &3 new resords
[ Automatically reciprocate relationships
[ Usze duplicate criteria for new records
What file do you wizh to import? -
Import file: {C:\Mz\MS4 mport_Files\Constituent_Impart.csy J

How do you want the zpstem to identify existing constituents?
& se the Import 1D
" Use the Constituent ID
~ Use the Social Security Mumber

What is the format of this import file? -
{+ Delimited - Characters separate the figlds

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

Save | Import Mow |

< Back | MHest » | Carcel |

6. Inthe How do you want the system to identify existing constituents? frame, you must select a unique
constituent ID for the program to use when identifying existing constituents. You can select one of the

following.

Note: Because the Import ID is a non-editable field, we recommend this option to be the most reliable for
identifying your existing records.
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¢ Use the Import ID - The program defaults to this option. This is a number the program assigns your
records. If you select this option, the program uses the import ID to identify existing records.

¢ Use the Constituent ID - If you select this option, the program uses the constituent ID number to
identify existing records. The program generates this number based on your selection in Business Rules
in Configuration.

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.

¢ Use the Social Security Number - If you select this option, the program uses the constituent Social
Security Number to identify existing records. You enter this number on the Bio tab of the constituent
record.

7. In the What is the format of this import file? frame, you can select one of the following format options.

Note: Unless you are familiar with every field in your import file, we recommend using the delimited format. If
you select the fixed length option and you do not know the length of every field in your import, you run the risk
of truncating import fields.

¢ Delimited - Characters separate the fields. You must select a character, such as a comma, to separate
the fields included in your import file. For example, if you select comma delimited, fields are separated
as follows: “Phone”, “Address”, “Name”, etc. Carriage returns and line feed breaks separate records.

¢ Fixed width - Fields and records have a set length. This option allows you to define the length of the
records you intend to import. Enter the number in the Rec. length field. For example, if you set the
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. In the No. of fields field, you can enter the number of different fields in a record. The
import can then map the fields to The Raiser’s Edge.

8. Select the File Layout tab.

Import - Constituent
File Edit Favortes Tool: Help

= JERE- ?-

3 Fields] 4 Summar_l,.ll

Field Separatars and Test Qualifiers

* LComma Text qualiier: [ Quaotation - |_

¢ Tab Pleaze indizate the text qualifiers. The infarmation found between twao text qualifiers
™ Semicolon will be imported ag is. Any field separators found between two text gualifiers will not

be treated as a field separator.
" Space ®

e Oth r This allows you to distinguizh between a field separator character and a character
ther that iz part of the: data to be imported.

Import Field Mames
+ Field namesz are on the first line of the import file

" Import file does not contain field names

" Field names are in a separate file J

S ample Import Format

CnBio_Mame CnBio_Inmport_ID CnadrPrf_addriinel  CradrPrf_addrineZ  CnadrPrf_cCiky
Mr. Joseph Patrick... 00001-079-0000185 248 Twin Lane Building #3299 Birmingham
Mrs, Elizabeth &nn... 00001-072-0000186 2457 Morrison Drive Savannah
RAL RA L el A o T T T B e Lo T e T L T B e SR, W |l SRR (PR gy I [ Py ol TP ey gy
KIS ol
< Back | MHest > | Carncel | Save | Import Mow |

9. Complete the Field Separators and Text Qualifiers frame.
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¢ In the Field Separators side of the frame, you have to tell the program how you want the import fields
separated. Although the program defaults to the Comma option, you can select to separate fields using
a Tab, Semicolon, Space, or Other. The Other option allows you to define the field separator, using a
separator other than the ones listed.

¢ In the Text qualifier field, select the character you want to use to define the beginning and end points
of your field.

The text qualifier also allows the program to distinguish between actual punctuation in a string of text
and the field separator. For example, if you select the comma as your separator and then try to import
the following address — 100 Main Street, Apt. 23F — the program may think the comma indicates a
new field. By placing a text qualifier at the beginning and end of your field — “100 Main Street, Apt.
23F” — the program knows all text contained between the text qualifier is part of the same field.

10. Complete the Import Field Names frame. Select one of the following options:

¢ Field names are on the first line of the import file - If you select this option, the first line in the import
file is the header line or row, which contains 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
record is given its own line; in a Gift import each gift is given its own line; in a Constituent Phone import
each phone number is give its own line, etc.

¢ Import file does not contain field names - This option does not require you to create a header. The
program assumes the first line of the import contain data records.

¢ Field names are in a separate file - This option imports record information from fields defined in a file
other than the import file. The header and import records are formatted using the field code names,
separators, and text qualifiers explained in the previous sections, but the header record and the import
file are contained in separate files.

The Sample Import Format frame displays data from your import file. You cannot edit you import file
from this frame. It is display only.

11. Click Next to move to the Fields tab.

Import - Constituent
File Edit “iew Favortes Tools Help

=R =T e

1 Generall 2: File Layout  3: Fields |ﬂ: Summary

Indicate where each 'Field ta Impart' should go by choosing the Raizer's Edge Field from the list of ‘Available
Fields'
—dwailable Figlds—— ~ Import Fields

Shaw: |<,.'_-._|| fields> j Field to Import Raiser's Edge Field | Exken,..

+-tdditional Addresses/Salutati... |« Key Indicator

*+rtddiess Altribute Firstharme First Marne (FirstMarne)
+-dddress
+tlias LastMame Last Mame (LastMame)

+rtppeal ImpaortID Irmpart 10 (ImportICy
+-~Awailability
+-dyward SSMum SSM (SSMum)
Checklist
~Constituent Attribute
~Constituent Bank
-Congtituent Code
~Congtituent
~Courze,Training

-Credit Card -
- F el weeatinn b sine
| | Ll_l

Click here for detailed field information.

S+

+
i
+
i
+
.
+
1

& Find... | SEleats | <- Remaove UpdateFieIdsl CIearFieId&l

< Back | MHest » | Carcel | Save | ImportNoﬂl
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12.

In the Fields to Import column, all fields included in the import file you selected on the General tab
appear. The program attempts to map all fields in the Field to Import column to the corresponding
Raiser’s Edge fields in the Raiser’s Edge Field column on the right. This is not a case-sensitive process.

If the program fails to map a field (the Raiser’s Edge Field column row is blank), you must map the field
manually.

¢ Select the Fields to Import field you want to map.

¢ In the Available Fields frame on the left side of the screen, in the Show field, select the field type you
are looking for (Address, Appeal, Award) or select “All fields” to display all available Raiser’s Edge fields
in the tree view.

¢ Highlight the field you want to move and click Select. The highlighted field moves into the Raiser’s Edge
Field column, next to the highlighted Field to Import field.

To remove a field from the Raiser’s Edge Field column, highlight it and click Remove. You cannot delete
entries from the Field to Import column.

To delete all fields from the Raiser’s Edge Field column, click Clear Fields.
To restore any auto mapping, click Update Fields.

If you need information about what fields are required for this import type, click the Click here for
detailed field information link in the Available Fields frame. The import fields list for the selected import
type appears.

E? Help for The Raiser's Edge [_ (O] x|
% 5 o B |
Back Refresh Frint DOptions Glogsary Blackbaud on the *eb
Contents | Index 4 | ¥ 2
: Constituent Fields
@ Blackbau The Constituent Import is used to create new constituents, update existing
Q Address [ constituents, or create an import file of constituent information. Several sets of
@ Dashboa information associated with constituents can also be created or updated through a
@ working® Constituent Import.
[E] RE:NetS: P
Raiser’'s Edge . Allowed
0 Intraduck ‘ Field u Import Name ‘ Required ? values ‘ MNotes
@ Basic Pin -
@ Advance: [pirth Date lpday [ [Date [
@ Lsing Cu ‘Bir‘thplace ‘Bplace ‘ Text up to 50 ‘
@ Matchfine characters
Q Matching Confirmation LK _Unl_y;_ imported
@ Matching Returned CanfirmationRet Date for individuals
Q Queue In Confirmation UK only; imported
@ Advin Sent ‘ConﬂrmatmnSent‘ ‘Date for individuals
@ Baich * See note
@ Evport Constituent ID||CansID at end of Text up to 20
characters
@ i table
@ Ouew Default = Mo
@ Feports Only imported for
T ‘fes, Mo, Individuals; -
LI_I S I ] g e o P PP S .
4 ] _>l_I

To close this screen and return to the Fields tab, click the “X” in the upper, right corner.
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13. When you finish entering information on the Fields tab, select the Summary tab.

Import - Constituent x|
File Edit “iew Favorites Tools Help

> Aesrme 2

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

Impart Optiohs -
[¥ Create exception file of records not updated/imported IE:'\Ms'\MS\ImpnrtEHceptions'\exceptions.imp _I

[v Create an output query of the records imparted
[T Create o output quen ok the records updated
[¥ Create control report % Preview ¢ Print

Import Summary Information -

Type: Constituent
File Mame: C:A\Ms\MShmport_Files\Constituent_Import. csy

MWew constitugnts will be imported

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

These fields will be imported:
Key Indicatar [K.eylind)
First Marme [Firsth ame)
Lazt Hame [LastM ame]
Impart [0 [ImportlD]
SSM [SSMum)

< Back | [dErt | Cancel | Save | Impu:-rtNu:-ﬂl

14. Complete the Import Options frame.

* Create exception file of records not updated/imported - Mark this checkbox to generate an exception
file at the end of your import. The file contains all fields the program did not successfully update or
import. Enter a name for your exception file and the path where you want it created.

Click the ellipsis to access the Save As screen.

Save As H
Loak in: I =5 ImportExceptions j - & Ef-
exceptions. imp
File narme: Ie:-:ceptions.irnp j
Files of type: IImport File [*.irmp) j Cancel |
%

Enter a File name for your exception file. This is where your exception file will be stored. In the Files of
type field, enter a format type. Click Open to return to the Import screen.

¢ Create an output query of the records imported - Mark this checkbox if you want 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 constituent import, a constituent output query is created.
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Create control report - Mark this checkbox to print a

report listing the criteria fields and criteria

operators selected for the import. The report also shows the import name and the directory path
where you saved the import. Select Preview to view the report on your screen before printing or Print

to print the report.

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

selected for your import.

15. After confirming the import information, click Import Now. If you marked the Create an output query of
the records imported checkbox on the Summary tab, the Save Query screen appears.
Save Static Query E3 |
(luery name; IDuer_I,I of Imported Recaords1 :
Descrption: |Huery of imported records created from ;I C |
Impart - an 07/19/2007 ElES
[~
Query format; IStatiu: vI Query Type: Constituent
W Other uzers may execute this guery Created From: Impart -
W Other uzers may modify this query

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

17. Click Save. The program processes the import. When the process is complete, the Import Complete!
screen appears, displaying the number of records processed and included in the import file and the
number of exceptions.

18. Click Close. If you marked the Create control report checkbox and selected the Preview option on the
Summary tab, the Control Report appears.
lg New Import Control/Summary Report [_[2]x]

X W4 ade » Wom &G Ffr T [ [# Todzas  10x 2o
Preview |
Import Control Report
Importing - constituents
Results
Records Processed: 330
Records luported:
Records Updated: 0
Records Created: 0
Exee eptions azo
Ouput query of Tecords Mparted:  Query of Imported Racords
Output query of records updated.
Exxception file: exce ptions imp
Criteria
Type Comstinent
File nam e: OB s S\ mp ort_Files\Constient_Dmport.csw
Function: Inportnev records
Optiots Hone
ID Used: Emport I
Header First line of mmportfile
Form at: Delmited
Fields are separatedby comma
Te xt qualifier is quotation
Fidd Tapping
Ty ort field name Raiser's Edgefiell
Eeynd ey Indicator
FirstHame First Hame
LastH ame Last Hame
ImportID Import ID
S5Hum SS5H
Exceptions
Retord No Fidd FiddVahie Reason

19. You can Print or Export the control report from this screen. To close the report to return to the Import
parameter screen, click the “X” in the upper, right corner.

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

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

22. Click Save. You return to the import parameter screen.
23. To exit the import parameter screen and return to the Import page, select File, Close.

Updating Existing Records

You can import information into your database for two reasons: to add new records to your database or to
update records already entered in your database. This section details the steps you must follow to update
existing records.

The Update existing records option available on the General tab of the import parameter screen is particularly
useful if you send your data out for updates. You can use the Update existing records option to import the
updated information back into The Raiser’s Edge.

» Completing the Import parameter tabs to update records

On the import parameter tabs, you identify what you want the program to do, the import file you want to use,
how you want records identified, and how your import file is formatted.

1. From the Import page, scroll down the tree view on the left until you find the import category and type
that best match the information you want to import.

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

4 Back # Fnrward‘ Open in separate window

IBHR Home
i /
iﬁ PN  ciministation || 72 Hevi |y Open | ¢ Delels..
2 Spstemn Statistics
m E<All Types>} L[| mame Type Description Created Created
~ Action or Import File Template ooo S st
g::;‘gf‘dd w-Appeal Action =
Tl w-Appeal Action Attribute
Rgcnar;s e w-Appeal Action Matepar
Globall Delets w-Appeal Action Saolicitar
Records --Constituent Action
Globally Wiite DFf +~Constituent Action Attri
Pledges +~Constituent Action Mot
Convert Fledges +~Constituent Action Soli
T_n Recuring w-Ewent dction
(it -~Event Action Attribute
Post to General --Event Action Motepad
Ledger . .
--Event Action Solicitar
Duplicate =
Constituents A=p:eal )
Lmippeal
'&d:r!\gﬁtuents =-Appeal Attibute j il—l LI
HA in e ™ Only show my imports
Drop Lapsed
Members
Securily Impart makes it easy to move data from one program to another. Please see the Impaort
Dueus Guide for more information about Irmport.
[~
‘Welcome to The Raiser's Edge 7 7

Note: For more information about how to create an import file, see “Creating an Import File” on page 28.

2. For example, if you are importing updated constituent address information, you can select Constituent
Address. If you want to import Constituent Address information along with other constituent information
such as birth dates or martial status, you can select Constituent. For this example, select Constituent
Address.

3. Allimport files saved for the selected import type appear in the grid on the right side of your screen. To
open an existing import file, select the import file and click Open on the action bar. To create a new
import file, click New Import on the action bar.
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The Import - Constituent Address screen appears, displaying the General tab.

Import - Constituent Address x|
File Edit “iew Favorites Tools Help

> Aesrme 2

1. General |2: File La_l,loutl 3 Fieldsl 4 Surnmary

What do you want to do? -
o d& Options
: [~ “alidate data only
[ Create new table entries
" Create import file ™| [mport recards not faund & new recards

" Update exizting recards

What file do you wizsh to import? -

Import file: J

How do vou want the spstem to identify existing constituents?
* Use the Impart 1D
= Use the Constituent 1D
= Usze the Social Security Mumber

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

" Fired width - Fields and records have a set length Flec lenoth: I Mao. of fighds: I

< Back | Hest » | Cancel | Save | Impu:-rtNu:-ﬂl

4. In the What do you want to do? frame, select Update existing records.

Warning: You must create the import file before you enter Import. The file must be formatted in accordance
with the parameter settings you select in Import. Import files must be formatted as *.txt, *.csv, or *.prn files.

5. You can mark any of the checkboxes displayed in the Options frame.

¢ Validate data only - You can validate the data contained in your import file without actually importing
the data into The Raiser’s Edge. The Validate data only option searches your import files for errors you
may encounter during an import. You can also choose to create a report detailing all exceptions and
errors the program found during the validation process. You can then clear up any potential problems
before you start importing data into your database. Remember, once you start the import/update
process, the only way to restore your database is by restoring it to a backup. Also, if you select this
option, the Import Now button at the bottom right of the screen changes to Validate Now.

Note: For more information about table entries, see the Configuration chapter in the Configuration & Security
Guide.

¢ Create new table entries - This checkbox creates new table entries for tables entries found in the

import file that do not already exist in The Raiser’s Edge. You create table entries from the Tables link
in Configuration.

¢ Import records not found as new records - This checkbox identifies as “new” any update record not
matched to an existing record in your database. The program then creates a new record for the data.
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6. Inthe What file do you wish to import? frame, enter the Import file name. This is the name of the file
that contains the updated information you want to import to your records. To access a list of existing
import files, click the ellipsis. The Select Import File screen appears.

Select Import File

Look in: I 5 Import_Files

[ = s e

[ 7]

Conztituent_Import.cay

u]

%

My Documents
=]

Fdy Computer

File name:; IConstituent_Address_Update. ezt

j Open I

Files of type:

|Text Files [*.tat; * s = pim)

- Catcel
=

From here you can map to the import file with the updated records, and click Open to return to the

Import screen.

Import - Constituent Address

File Edit “iew Favortes Tools

A3 K

Help
? =

1. General |2: File La_l,loutl B Fieldsl 4 Surnmary

What do you want to do? -

Options

" Import new records
I~ Yalidate data anly

[ Create new table entries
™ Import records hat found as new records

@ Update exizting recaords

" Create import file

What file do you wish to import? -

Import file: {C: Mz M55 mport_Files\Constituent_sddrezs_Update. cav

D

How do vou want the spstem to identify existing constituents?

* Use the Impart 1D
= Uze the Canstituent 1D
" Usze the Social Security Number

What iz the format of this import file? -

& Delimited - Characters separate the fields

= Fired width - Fields and records have a set length Flec lenoth: I Mo, of fighds: I

< Back | Hext » | Cancel |

Save

| Update Mow |

7. Inthe How do you want the system to identify existing constituents? frame, when updating records, you
must select Use the Import ID. The program defaults to this option. This is a program-generated number
assigned to your records. The program uses the import ID to identify existing records.

Warning: To update a record, you must have a unique ID to reference the record.

8. In the What is the format of this import file? frame, select one of the following options.
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¢ Delimited - Characters separate the fields. 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”, etc. Carriage returns and line feed breaks separate records.

¢ Fixed width - Fields and records have a set length. This option allows you to define the length of the
records (fields) you intend to import. Enter the number in the Rec. length field. For example, if you set
the record length at 20, all records with 20 characters or less import into the program complete. Any
record over 20 characters is truncated at the 21st character. Also, the next record to import starts
immediately after the 20th character, so if you have a 20-character record, there is no space between it
and the next record. In the No. of fields field, you can enter the number of different fields there are in
a record. The import can then map the fields to The Raiser’s Edge.

9. Click Next to move to the File Layout tab.

Import - Constituent Address x|
File Edit “iew Favorites Tools Help

> Aesrme 2

1: General | | 3 Fieldsl 4 Summaryl

Field Separators and Test Qualifiers -

' Comma Text qualifier:l Quotation vI I_

" Tab Flease indicate the text qualifiers. The infarmation found between two text qualifiers

" Semicolon will be imported az is. Any field separatars found between two text qualifiers will not
be treated as & field separator.

{ Space

& Ot I_ Thiz allovs vou to disgtinguish between a field separator character and a character
ther that iz part of the data to be imported.

Import Figld 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 file _I

Sample Impart Format -

AddrImpID AddrLines AddrCity Addrstate AddrZIP ﬂ
00001-027-0000184 248 Twin Lane/nB...  Birmingham AL 32220
00001-027-0000382 1481 Mountain Cr...  Birmingham AL 35225
T T T T T o o o O o U L e Wl et ST ) P R [y P | = AN M rAT il

4 I I »

< Back | Hest » | Cancel | Save | Update Mow |

10. Complete the Field Separators and Text Qualifiers frame.

¢ In the Field Separators side of the frame, you have to tell the program how you want the import fields
separated. Although the program defaults to the Comma option, you may select to separate fields
using a Tab, Semicolon, Space, or Other. The Other option allows you to define the field separator,
using a separator other than the ones listed.

¢ In the Text qualifier field, select the character you want to use to define the beginning and end points
of your field. For example, if you want to include the Address block field in your import file using
qguotation marks as your text qualifier and commas as your separator it would appear as follows:
“AddrBlock”,

The text qualifier also allows the program to distinguish between actual punctuation in a string of text
and the field separator. For example, if you select the comma as your separator and then try to import
the following address — 100 Main Street, Apt. 23F — the program may think the comma indicates a
new field. By placing a text qualifier at the beginning and end of your field — “100 Main Street, Apt.
23F” — the program knows all text contained between the text qualifier is part of the same field.

11. Complete the Import Field Names frame. Select one of the following options:



IMPORT 25

¢ Field names are on the first line of the import file - If you select this option, the first line in the import
file is the header line or row, which contains 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
record is given its own line; in a Gift import each gift is given its own line; in a Constituent Phone import
each phone number is give its own line.

¢ Import file does not contain field names - This option does not require you to create a header. The
program assumes the first line of the import contain data records.

¢ Field names are in a separate file - This option imports record information from fields defined in a file
other than the import file. The header and import records are formatted using the field code names,

separators, and text qualifiers explained in steps 8 and 9, but the header record and the import file are
contained in separate files.

12. Click Next to move to the Fields tab.

Import - Constituent Address
File Edit “iew Favortes Tools Help
xS ?-
1 Generall 2: File Layout  3: Fields |ﬂ: Summary
Indicate where each 'Field ta Impart' should go by choosing the Raizer's Edge Field from the list of ‘Available
Fields'
—dwailable Figlds — Import Fields
Shiow: |<,.'_-._|| fields> j Field to Import Raiser's Edge Fisld Exten...
—-iddress - AddrImpID &ddress Import 1D (Ad. ..
- Addiess Impoi 1D AddrLines Address Lines (AddrLin...
o Bddress Lines
CART AddrCity Ciby {AddrCityy
- City fiddrstate State (AddrState)
~Constituent 1D
g Co_mlituent Impart 10 AddrZIP ZIP (nddrZIP)
~Caongtituent S5H AddrType Twpe (AddrType)
~Country ;
~Caunty ImportID Constituent Import IO, ..
D abe from
~Date to
~DPC
~|hfo sounce
~LOT
-NZ City =l
Click here for detailed field information.
@ Find .. | Select -» | <- Remaye Update Fieldsl Clear Fields |
< Back | MHest » | Carcel | Save | Update Mow |

In the Fields to Import column, all fields included in the import file you selected on the General tab
appear. The program attempts to map all fields in the Field to Import column to the corresponding
Raiser’s Edge fields in the Raiser’s Edge Field column on the right. This is not a case-sensitive process.

If the program fails to map a field (the Raiser’s Edge Field column row is blank), you must map the field
manually.

¢ Select the Fields to Import field you want to map.

¢ In the Available Fields frame on the left side of the screen, in the Show field, select the field type you

are looking for (Address, Appeal, Award) or select “All fields” to display all available Raiser’s Edge fields
in the tree view.

¢ Highlight the field you want to move and click Select. The highlighted field moves into the Raiser’s Edge
Field column, next to the highlighted Field to Import field.

Note: The import values contained in your import file must be arranged in the same order you arrange the
field names on the Fields tab.
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To remove a field from the Raiser’s Edge Field column, highlight it and click Remove. You cannot delete

entries from the Field to Import column.
To delete all fields from the Raiser’s Edge Field column, click Clear Fields.
To restore any auto mapping, click Update Fields.

13.

type appears.

E? Help for The Raiser's Edge

<=
Bk Refiech

i

=

Frint

DOptions

Glogsary

If you need information about what fields are required for this import type, click the Click here for
detailed field information link in the Available Fields frame. The import fields list for the selected import
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‘ Edge Field Import Name | Required ? | *y, | = Notes
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Import - Constituent Address

File Edit “iew Favaortes

|| x|z

Toalz

Help

& Gyl =] 2 -

To close this screen and return to the Fields tab, click the “X” in the upper, right corner.
14. When you finish entering informant on the Fields tab, select the Summary tab.

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

Import Dptions -

[+ Create exception file of records not updated/imported |C:'\Ms'\MS‘\Imp-:-rtExceptions'\exceptions.imp _I

[ Create amoutput auerof the records imparted

¥ Create an output query of the records updated
[v Create contral report ¢ Preview ¢ Frint

Import Summary Infarmation -

Type: Constituent Address

These fields will be updated:

File Mame: C:\MsiM S5\ mport_Files\Constituent_Address_LIpdate
Exizting constituent addrezzes will have their information updated
Field names are on the first ling of the import file

Fields are zeparated by Comma
The text qualifier iz a <Quotation:

Address Import 1D [AddimplD)
Address Lines [AddiLines)

| »

City [AddrCity) e
State [AddrState]
ZIF [£ddZIF) =l

< Back Rt Carcel Save | Update Mow |
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15. Complete the Import Options frame.

16.

17.
18.

* Create exception file of records not updated/imported - Mark this checkbox to generate an exception

file at the end of your import. The file contains all records the program did not successfully update or
import. Enter a name for your exception file and the path where you want it created.

Click the ellipsis to access the Save As screen.

Save Ilmport As

X
M arne: IGift Import File Save I

Dezcription: |Fan June 22 Cancel

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

Enter a File name for your exception file. This is where your exception file will be stored. In the Files of
type field, enter a format type. Click Open to return to the Import screen.

¢ Create an output query of the records imported - Mark this checkbox if you want 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 constituent import, a constituent output query is created.

¢ Create an output query of the records updated - Mark this checkbox if you want 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.

¢ Create control report - Mark this checkbox to print a report listing the criteria fields and criteria
operators selected for the import. The report also shows the import name and the directory path
where you saved the import. Select Preview to view the report on your screen before printing or Print
to print the report.

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

After confirming the update information, click Update Now. If you marked the Create an output query of
the records updated checkbox on the Summary tab, the Save Query screen appears.

Save Static Query E |

Query name: |Duer_l,l of Updated Records Cave

Descrption: {Guery of updated recaords created from ;I
|rmpart

Cancel

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

Created Fram: [mpart -

W Other uzers may execute this guery

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. The program processes the update. When the process is complete, the Import Complete!
screen appears, displaying the number of records processed, added, and updated. It also shows the
number of exceptions and how long the process took.
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19. Click Close. If you marked the Create Control Report checkbox and selected the Preview option on the
Summary tab, 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

Updating - constituent addresses

Results
Recorts Pocessed: 408
Records luported: g
Records Updated: 403
Records Created: o
e eptions : 0
Outgut query of re cords in ported:
Output query of e cords update d. Query of Updated Records

Exc eption file: 005 0I5 b Tt EXCepLions e K PLions np
Criteria
Type Constine ne Addre s
Tile vam e: 005 BIS bmp ort_Files\Constinent_Address_Update
Function: Update e xisting rec ords
Options Hone
1D Used: Inpart ID
Heada First line of importfile
Formar Delimited
Fields are separats dby comma
Text qualifier is quotation
Fidl mapping
Frap ort field e Raiser's Edge fiell
AddrmpID Address Import ID
AddrLines Address Lines
AddrCity City
Addrtate State
AddrZIP e
AddrType Type

ImportlD Constiment Import 1D
Exceptions =

20. You can Print or Export the control report from this screen. To close the control report ant return to the
import parameter screen, click the “X” in the upper, right corner.

21. To exit the import parameter screen, from the menu bar, select File, Close.
Creating an Import File

Warning: If you use a mailing house, be aware address lines are imported and exported with the /n between
address lines instead of in separate fields. If your mail house cannot accept this format or the mail house
cannot return the file in this format, you must separate the addresses before you send the file.

The Create import file option included on the import parameter screen in Import creates an import file you can
then use in other applications. You can also import any updated or new records back into The Raiser’s Edge using
the same file.

The option creates a file of selected database records. It works very much like Export in The Raiser’s Edge. You
select fields, import IDs, etc. The program then extracts all of the selected information, placing it in the import
file, which you can save and reuse. You can create an import file one of four ways:

e Create an import without field names - separated

¢ Create an import without field names - fixed width
¢ Create an import containing field names

¢ Create an import with a separate field names record

This section explains each method in detail. Once you create and save an import file, you can use it over and over
to import new records or update existing records.
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Note: The Raiser’s Edge sample database includes several sample import files. These files may prove useful as
guides when you create import files. You can access the sample files in Import by clicking the ellipsis in the
What file do you wish to import? frame. The Select Import File screen appears, and you can map to the sample
import files, which are stored in RE7/Help folders. In the Files of type field, select “All Files”.

Creating an Import Without Field Names - Separated

Of the four methods you can use to create an import file, the Creating an import file without field names -
separated is the easiest. This method does not require you to create a header or define field or record lengths.
You do, however, have to format the import file to match the parameters you establish in The Raiser’s Edge.

» Completing the General tab when creating an import without field names — Separated.

On this tab, you identify what you want the program to do, the import file you want to create, how you want
records identified, and how your import file is formatted.

Warning: Make sure every row in the last column of your import file is populated with data. The system then
knows when to move on to the next record. To do this, open your file in Excel and move one of the required
field columns to the last column in the file.

1. From the Import page, in the tree view on the left, select the type of import record you want to create.

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

4 Back # Fnrward‘ Open in separate window

i Home Mrlrnini:;tmlti_rm » [Mport
i :

Administration Heve | ey Open | 3K Delete...
Spstemn Statistics
m E<All Types>} L[| mame Type Description Created Created
] ~ Action Import File Template olici Superyis
oDally i
Records Appeal Act!on ]
w-Appeal Action Attribute
Globally Change .
Frecords w-Appeal Action Matepar
Globall Delets w-Appeal Action Saolicitar
Records --Constituent Action
Globally Wiite DFf +~Constituent Action Attri
Pledges +~Constituent Action Mot
Convert Pledges +~Constituent Action Soli
T_n Recuring w-Ewent dction
(it -~Event Action Attribute
Eoél to General --Event Action Motepad
=E08) --Event Action Solicitar
Duplicate =
Constituents A=p:eal )
-fppeal
Merge H " 4 3
Conglituents =-Appeal Attibute j —I—I —I
HA in e ™ Only show my imports
Drop Lapsed
Members
Securily Impart makes it easy to move data from one program to another. Please see the Impaort
Dueus Guide for more information about Irmport.
: [~
‘Welcome to The Raiser's Edge 7 j

Note: The Raiser’s Edge sample database includes several sample import files. These files may prove useful as
guides when you create import files. You can access the sample files in Import by clicking the ellipsis in the
What file do you wish to import? frame. The Select Import File screen appears, and you can map to the sample
import files, which are stored in RE7/Help folders. In the Files of type field, select “All Files”.



30 CHAPTER

2. Click New Import on the action bar. The Import screen appears, displaying the General tab.

Import - Gift x|
File Edit “iew Favorites Tools Help

> Aesrme 2

1. General |2: File La_l,loutl 3 Fieldsl 4 Surnmary

What do you want to do? -

port new records Optians
I~ Yalidate data anly

[ Create new table entries

" Create import file ™| [mport recards not faund & new recards

[T Automatically add instalments for new pledges

" Update exizting recards

What file do you wizsh to import? -

Import file: J

How do vou want the spstem to identify existing constituents?
* Use the Impart 1D
= Use the Constituent 1D
= Usze the Social Security Mumber

What iz the format of this import file? -

& Delimited - Characters separate the fields

" Fired width - Fields and records have a set length Flec lenoth: I Mao. of fighds: I

< Back | Hest » | Cancel | Save | Impu:-rtNu:-ﬂl

3. In the What do you want to do? frame, select Create import file.
Note: The Import new records, Update existing records, and Validate data only options also offered in the
What do you want to do? frame are each covered in their own sections in this chapter.

4. Complete the checkboxes and buttons enabled in the Options frame.
¢ Include - Click this button and select the records you want to include in your import file.
All records includes all records in your database.
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Selected records includes only records you saved in a query. If you choose this option, the Open Query
screen appears.

i, Open Query
Find: I Guernies j
Guery Descripkion @ Open |
f " . Cancel |
Gift: search for Supervisor Used by the Search 5., Gift Drvnarmi
Gifts Marked as Acknowledged All gifts given 1/1/200. .. Gift Static
Gifts Posted as Bakch 21 Gift Static
Gifts that need to be acknowledged Gift Dywnami @ =
Edit |
] Add New |
Options |
Ki 0 |
Find M
Find Glueries that meet these criteria: fih Eind Now
Cueny type: IGift v[ Created Ok | EI[ ml
Guery format: I vl Created by: I vI Breviaus Search |
Qusry name: I vl Q
Description: I vl
™ Show merged queriss anly ™ Eract match anly Expand Results |
|5 records found.

You can use the Open Query screen to search for an existing query or to create a new query. To search
for a query, you can enter the criteria you want to use to filter the results and click Find Now. For
example, you can limit a search to constituent queries, queries created by a specific person, or created
on a specific date. To open a record, select the record and click Open.

To create query, click Add Now. The New Query screen appears.

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

Records changed as of adds a date field. Enter the date and all records changed as of the date you
enter are included in the import file.

¢ 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.

If you select this option, when you create your import file, the program does not require the usual
required fields. For example, you can create an import file without a key indicator or import ID.
However, you cannot import this file back into your database.

Note: Rec length and No. fields are always disabled when you select the Create import file option. The
program automatically completes these fields based on the fields you select to import.

¢ Include all fields in the import file - This 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 in the fixed-width format. The Rec. length and No. of fields fields in the What is the format of
this import file? frame are disabled. The program automatically sets this information. Also, if you select
this option, the program deletes whatever you entered on the Fields tab, replacing your entries with all
fields.

5. Inthe What file do you wish to create? frame, enter the Import file name. This is the name of the file you
are creating.
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If you want to map to a specific directory and subdirectory in which you want the import file saved, click
the ellipsis. The Select Import File screen appears.

Select Import File 2 1<
Look in: Ia Import_Files j " |‘=_‘°F v
Constituent_é&ddress_pdate

Conztituent_Address Update.cav
Congtituent_Import.cay

File name; j Open I
Catcel |
F

Locate the directories, enter a File name, and select a file type in the Files of type field. Click Open to
return to the Import screen.

6. Onthe Import screen, complete the What ID field do you want to use? frame. All the IDs must be unique.
You can select one of the following:

Files of type:

Note: Because the Import ID is a non-editable field, we recommend this option to be the most reliable for
identifying your existing records.

¢ Use the Import ID - The program defaults to this option. This is a program-generated number the
program assigns your records. If you select this option, the program uses the import ID to identify
existing records.

¢ Use the Constituent ID - If you select this option, the program uses the constituent ID number to
identify existing records. The program generates this number based on your selection in Business Rules
in Configuration.

¢ Use the Social Security Number - If you select this option, the program uses the constituent Social
Security Number to identify existing records. You enter this number on the constituent records.

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.



IMPORT 33

7. In the What is the format of this import file? frame, select Delimited - Characters separate the fields. If
you select this option, carriage returns and line feed breaks do not separate the fields in your import. 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”, etc.

Import - Gift
File Edit “iew Favortes Tools Help

=R IR e R

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

What do you want to do? -

" |mport new recaords Dptions
" Update existing records Lusledls... | Gl ozemids
&+ Create impart file % |nclude selected fields in the impart file

' Include all fields in the import file

What file do you wizh to create?-

Imnport file: |C: M2 S mport_FileshGift_lmport, et J

What ID Field do you want to use?
& Uze the Impoart 1D
€ Use the Constituent 1D
" Use the Social Security Mumber

‘What iz the format of this import file? -
{+ Delimited - Characters separate the figlds

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

< Back |

Carcel | Save | EIEalENDﬂl

8. When you finish the General tab, you are ready to move to the File Layout tab.

» Completing the File Layout Tab when creating an import without field names — separated

On this tab define how you want the program to create the import file. The options offered here are based on
your selection in the What is the format of this import file? frame on the General tab. This section explains
the delimited format option.

Note: You must format the import file using the separator and text qualifier you select on the File Layout tab.
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1.

2.

Select the File Layout tab.

Import - Gift
File Edit “iew Favorites Tools Help
= 12 & ?-

1. General 2 File Layout ]g: Fields] 4 Summary]

Field Separatars and Test Qualifiers

(v Comma Test qualifier| guotation | = |—

£ Tab Flease indicate the text qualifiers. The infarmation found between two text qualifiers

" Semicolon will be imported az is. Any field separatars found between two text qualifiers will not
be treated as & field separator.

" Space

 Other r This_allows you to distinguish between a field separator character and a character
that iz part of the data to be imported.

Import Field Mamesz

~ Field namesz will be on the first ling of the import

{ dmpaort file will not contain field names:

" Figld namesz will be in a separate fil J

< Back | Hest » | Cancel | Save | CreateNoﬂ|

Complete the Field Separators and Text Qualifiers frame. Although the program defaults to the Comma
option, you can select to separate fields using a Tab, Semicolon, Space, or Other. The Other option allows
you to define the field separator, using a separator other than the ones listed. Complete the Text qualifier
field. This defines the beginning and end points of your field.

The text qualifier also allows the program to distinguish between actual punctuation in a string of text
and the field separator. For example, if you select the comma as your separator and then try to import the
following address — 100 Main Street, Apt. 23F — the program may think the comma indicates a new
field. By placing a text qualifier at the beginning and end of your field — “100 Main Street, Apt. 23F" —
the program knows all text contained between the text qualifier is part of the same field.

Note: The Field names will be on the first line of the import file and the Field names are in a separate file
options are explained later in this chapter.

3.

4.

In the Import Field Names frame, select the Import file will not contain field names option. This option
does not require you to create a header. The program assumes the first line of the import contains data
records.

When you finish the File Layout tab, you are ready to move to the Fields tab.

» Completing the Fields tab when creating an import without field names — Separated

On this tab, you select the fields you want included in the import file.

Warning: When creating an import file, the program automatically includes fields required for the import type
you are creating. These default fields allow you to create the import file and import the file back into The
Raiser’s Edge. We strongly recommend you do not remove any of the default fields.



IMPORT 35

2.

1. Select the Fields tab. If on the General tab, you selected Include selected fields in the import file, the

Raiser’s Edge Field box appears with only the fields required for the import type you are creating. If on the
General tab, you selected Include all fields in the import file, skip to step 5.

Import - Gift
File Edit “iew Favortes Tools Help
xSk -

1: General I 2: File Layout i F|e|ds

il & Sumnmary

Select the fields you wish to include in the impart file.

—dwailable Figlds — Import Fields
Show: | <l fields> | Raiser's Edge Fisld
+-ift Gift Import ID {GFImpID)
+nztallment 5cheduls Fund (FundID)
Date (GFDate)
Tvpe (GFType)
Arnounk (GFTAME)
Click here for detailed field information.
@ Find .. | SElEet > | <- Remaye Update Figldz | Clear Fields |
< Back | MHest » | Carcel |

Save | EIEalENDﬂl

In the Available Fields frame, you must select the additional fields you want to include. Use the Show
field to filter the options appearing in the tree view.

Import - Gift x|
File Edit “iew Favorites Tools Help

B x Asb=2?-

1 Generall 2 File Layout  2: Fields |ﬂ: Surnmary

Select the fieldz you wizh to include in the import file.

—Awvailable Figlds — Import Fields
Show: | <Conditionally required field: = | Raiser's Edge Field
I I Gift: Import 1D {GFImpID)
.| < Conditionally required fields>
|<Required fields> Fund (FundID)
L ift Date (GFDate)
i Inztalment Schedule Type (GFType]
Amount (GFTAmE)
Click here for detailed field information.
% Find... | SElEet > | <- Remave Update Fieldsl Clear Fields |
< Back | Hest » | Cancel |

Save | CreateNoﬂl
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For example, if you want to see only fields for a gift import, select “Gift”; If you want to see only the
required fields, you can select “Required fields” or “Conditionally required” fields. You can select “All

fields” to display every field category.

3. Inthe tree view on the left, click the plus sign next to the category heading to view all fields available for

that category.

4. Highlight the field you want to include in your import file, and click Select to move the field into the
Raiser’s Edge Field box. Repeat this step until you have all the import fields you want to include in your

import file in the Raiser’s Edge Field box.

5. If on the General tab, you selected Include all fields in the import file, all fields default into the Raiser’s

Edge Field box on the right.

Import - Gift
File Edit “iew Favorites Tools Help
x| ANSM ?-

1 Generall 2 File Layout  2: Fields |ﬂ: Surnmary

Select the fieldz you wizh to include in the import file.

— &wailable Fields

— Import Fields

Show: | BT

+-Gift
+-nztalment Schedule

Raiset's Edge Field o

Acknowledge (GFACk)
Acknowledge Date (GFAckDate)
Agency (GFAgency)

Armount (GFTAmE)

Amount Bills (GFAmEBills)
Arnounk Coins (GFAmMECains)

Anonymaous (GFANoM)

Appeal (GRAppeal)

Authorization Code (GRAUthCade)
Bank Impoart I0 {BAImpIDY

Benefit Motes (GFEentMote)

Click here for detailed field information. TI B I Tl _le
% Find... | Selent - | <- Remove | Update Fields | Clear Fields |
< Back | Hest » | Cancel | Save | Create Now |

6. You can edit the field selections on this screen.

¢ To remove a field, highlight it and click Remove.

¢ To make sure the list of fields is up-to-date, click Update Fields.

¢ To remove all fields from the Raiser’s Edge Field box, click Clear Fields.

¢ If you want to see the required fields, in the Show field in the Available Fields frame, select “Required

fields” or “Conditionally required” fields.
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7. If you need more information about fields available for this import type, click the Click here for detailed
field information link in the Available Fields frame. The import fields list for the selected import type

appears.
E? Help for The Raiser's Edge |_ (O] x|
= o |
Back Refresh Frint DOptions Glogsary Blackbaud on the *eb
Contents | Index | Sear A I 3 A A
Gift Fields
Appeal Imporl &
@ Bark/Financi The Gift Import is used to update or create gift records in The Raiser's Edge ort
Q Campaign |mg create an import file containing gift record information. Want to go to [nstallment
@ Constituent In Schedule Fields?
@ Event Imports Py
Raiser's Edge . 2 Allowed
Q Fund Imports ‘ Field Import Name ‘ Required ? values Mot
= ([ Gift Imports " ledoed
Gift Fields ﬁgtm""e ged,
Gift Attribt Acknowledge GFAck Acknowledged, Delfault |=
Gift Bene Do Mot Acknowh
Gift Notey Acknowledge
Gift Solici |acknowledoe Date [GFackDate [ [Date [
Inztalimer U definad
M atching ‘Agency ‘GFAgency ‘ taslire_ Shine Canada
Pledae P: -
2] Recuning ‘Amaunt ‘Gl—‘l’Amt Eggur:;eﬂ to Currency ‘
Soft Cred
Spiit Gift F |Amuunt BEills |GFAmtE\iIIs |Currency |
Tribute G [armount Coins [GFamtCoins [currency [
irite-OfF
= res, No, True, E
; R W mnn,»lrl _|.I&nonym0us |GFAn0n |Fa|se, \rl,‘ N, T, F |Defau|il;|
KN — 4 »

To close this screen and return to the Fields tab, click the “X” in the upper, right corner.

8. When you finish the Fields tab, you are ready to move to the Summary tab.

» Completing the Summary tab when creating an import without field names — separated

This tab gives you an overview of the choice you made while creating your import file. You can review the
information and make any necessary changes before you actually create the file.

1. Select the Summary tab.

Import - Gift
File Edit “iew Favortes Tools Help

=R =T e

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

Import Dptions -

i (s Preview ¢ Print

Import Suramary Infarmation -

Type: Gift
File M ame: Gift

Import file dogs not contain figld names
Fields are zeparated by Comma
The text qualifier is a <Quotation

Theze fieldz will be created:
Gift Irnport 10 [GFImpl D)
Fund [FundlD]
Date [GFDate)
Tupe [GFType]
Arnount [GFTAmt)
Appeal [GRAppeal]
Campaign [CamplD)
Constituency [GFConz]
GL Post Status [GFPostStat)
Receipt [GFRcpt]

| »

[

< Back dErt s Carcel

Save | EIEalENDﬂl




38 CHAPTER

2. Complete the Import Options frame.

Create control report - Mark this checkbox to generate a report listing the criteria fields and criteria
operators selected for the import. The report also shows the import name and the directory path where
you saved the import. Select Preview to view the report on your screen before printing or Print to print
the report.

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

4. When you complete the Summary tab, you are ready to run the import.

» Running an import without field names — Separated

1. After you complete the parameter tabs, defining your import file, click Create Now. A screen appears
tracking the process. The processing time varies, based on the size of your database and the number of
fields you included in your import file.

2. When the process is complete, the Import Complete! screen appears, displaying the number of records
processed and included in the import file and the number of exceptions.

Import - The Raizer's Edge for Windows |

Import Complete!

Records Processed: 1.034
Records Created: 1.034
E sceptions: ]

Tatal Time: 00 00:07
Records / sec: 14771

Note: If you did not mark the Create control report checkbox on the Summary tab, a Preview Report button
appears on the Import Complete! screen. Click this button if you want to view the control report.
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3. Click Close. If you marked the Create control report checkbox on the Summary tab, 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 Irmport File - gifts

Results
Recorts Processed: 1034
Records luported: g
Records Updated:

Records Created: 1034

e eptions : 0

Outgut query of re cords in ported:
Output query of e cords update d.

Exc eption file:
Criteria

Type Gift

File rm : Gift

Function: Create import file

Options

1D Used: Inpart ID

Heada Ho field names

Formar Delimited

Fields are separstedby comma
Text qualifier is quotation

Fidl mapping

Eaport field name Raiser's Edge fiell

GFImpIl Gift Import 1D

FundID Fund

GFDate Date

GFType Type

GFTAm Amount

GFAppeal Appeal

CamplD Campaign

GFEons Constimency

4. You can Print or Export this report. To close the report and return to the import parameter screen, click
the “X” in the upper, right corner.

5. Onthe import parameter screen, click Save to save the import parameter file. The Save Import As screen
appears.

Save Ilmport As

X
M arne: IGift Import File Save I

Dezcription: |Fan June 22 Cancel

v Other uzers may un this impart

v Other uzers may modify this import

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

Click Save to return to the import parameter screen.

8. To exit the import parameter screen, from the menu bar, select File, Close. You return to the Import
screen.

Creating an Import Without Field Names - Fixed Width

This import type reads import data based on the length of the selected fields. When creating an import file, the
Rec. length and No. of fields fields on the General tab are disabled. The program automatically completes these
two fields based on the fields you select to include in your import. The program allows for the largest field
included in the import. Also, because field separators and text qualifiers are not need when the import file layout
is based on the size of the records and fields, the File Layout tab is not necessary and does not appear when you
select the fixed-width option.
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» Completing the General tab when creating an import without field names — fixed width

Warning: Make sure every row in the last column of your import file is populated with data. The system then
knows when to move to the next record. To do this, open your file in Excel and move one of the required field
columns to the last column in the file.

On this tab you identify what you want the program to do, the import file you want to create, how you want
records identified, and how your import file is formatted.

1. From the Import page, in the tree view on the left, select the type of import record you want to create.

@4 The Raiser’s Edge

File Edit “iew Go Favortes Tools Help

4 Back # Fnrward‘ Open in separate window

|Fq|1-' Home
i Administiation Mews | ey Open | X Delete...
System Statistic:
m ||| Marne Type Description Created Created
~-Action mport File Template 000 B
g!:::r‘g"fdd Appeal Action

Tl G Appeal Action Attribute
e A Appeal Action Notepat

Records

Globally Dolete Appeal Action Solicitor

Recnrﬂvs Constituent Action

Globally \wiite Off Constituent Action Attri

Pledges Constituent Action Mot

Convert Pledges Constituent Action Sali

To Resuring Evert dction

(it Evvert dction Attibute

Enél to General Ewent Action Natepad

] Evert dction Solicitor
Duplicate =
Conslituents A:p:eal .

-Appeal
Ed:ﬁ:aituents -Appeal Attribute il—l —’I
Py i e j ™ Only show my imparts
Drop Lapsed
Members
Security Impaort makes it easy to move data from one pragram to another. Please see the Import
Queve Guide for mare information about Impart.
‘Welcome to The Raiser's Edge 7 j

Note: The Raiser’s Edge sample database includes several sample import files. These files may prove useful as
guides when you create import files. You can access the sample files in Import by clicking the ellipsis in the
What file do you wish to import? frame. The Select Import File screen appears, and you can map to the sample
import files, which are stored in RE7/Help folders. In the Files of type field, select “All Files”.
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2. On the action bar, click New Import. The Import screen appears, displaying the General tab.

Import - Constituent Address x|
File Edit “iew Favorites Tools Help

> Aesrme 2

1. General |2: File La_l,loutl 3 Fieldsl 4 Surnmary

What do you want to do? -

port new records Optians
I~ Yalidate data anly

[ Create new table entries

" Create import file ™| [mport recards not faund & new recards

" Update exizting recards

What file do you wizsh to import? -

Import file: J

How do vou want the spstem to identify existing constituents?
* Use the Impart 1D
= Use the Constituent 1D
= Usze the Social Security Mumber

What iz the format of this import file? -

& Delimited - Characters separate the fields

" Fired width - Fields and records have a set length Flec lenoth: I Mao. of fighds: I

< Back | Hest » | Cancel | Save | Impu:-rtNu:-ﬂl

3. In the What do you want to do? frame, select Create import file.
Note: The Import new records and Update existing records options also offered in the What do you want to
do? frame are each covered in their own sections in this chapter.

4. Complete the checkboxes and buttons enabled in the Options frame.
¢ Include - Click this button and select the records you want to include in your import file.
All records includes all records in your database.
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Selected records includes only records you saved in a query. If you choose this option, the Open Query
screen appears.

i+, Open Query E
Find: Iﬂueries j
Query Mame Open |
Al Wolu ] o Cancel |
Blank Primary Addressee Constituent Cvn
Board Members This query is being us... Constituent Cn
Corporate Donars Zonstitusnt Cvn
Developrment Committes (Const Attribute) This query is being us. .. Constituent Dwn @ =
t |
Donors For 'This Month' Donors who have giv... Constituent D =
Giving less than $10.00 Individual Skat 5@ Add New |
Inactive Records This query is being us... Constituent Dy Do
ptions |
Individual search For Supervisor Used by the Search 5... Individual Cn
Invalid Address{EBlank Preferred Address This query is being us... Constituent Dvri
o] | _l_I MErdon |
- . o ind Maw
Find Queries that meet these criteria: —
Queny tupe: [ <Al relevant typess - Created Or: I—E[ 4“8” SR
Query format: I vI Created buy: I vI Previous Search |
Query name: I - I Q
Description: lﬁ
™ Show merged queriss only [~ Exact match anly Ewpand Results |

You can use the Open Query screen to search for an existing query or to create a new query. To search
for a query, you can enter the criteria you want to use to filter the results and click Find Now. For
example, you can limit a search to constituent queries, queries created by a specific person, or created
on a specific date. To open a record, select the record and click Open.

To create query, click Add Now. The New Query screen appears.

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

Records changed as of adds a date field. Enter the date and all records changed as of the date you
enter are included in the import file.

¢ 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.

If you select this option, when you create your import file, the program does not require the usual
required fields. For example, you can create an import file without a key indicator or import ID.
However, you cannot import this file back into your database.

Note: Rec length and No. fields are always disabled when you select the Create import file option. The
program automatically completes these fields based on the fields you select to import.

¢ Include all fields in the import file - This 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 in the fixed-width format. The Rec. length and No. of fields fields in the What is the format of
this import file? frame are disabled. The program automatically sets this information. Also, if you select
this option, the program deletes whatever you entered on the Fields tab, replacing your entries with all
fields.

5. Inthe What file do you wish to create? frame, enter the Import file name. This is the name of the file you
are creating.
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If you want to map to a specific directory and subdirectory in which you want the import file saved, click
the ellipsis. The Select Import File screen appears.

Select Import File 2 1<
Look in: Ia Import_Files j " |‘=_‘°F v
Constituent_é&ddress_pdate

Conztituent_Address Update.cav
Congtituent_Import.cay

File name; j Open I
Catcel |
F

Locate the directories, enter a File name, and select a file type in the Files of type field. Click Open to
return to the Import screen.

6. Onthe Import screen, complete the What ID field do you want to use? frame. All the IDs must be unique.
You can select one of the following:

Files of type:

Note: Because the Import ID is a non-editable field, we recommend this option to be the most reliable for
identifying your existing records.

¢ Use the Import ID - The program defaults to this option. This is a program-generated number the
program assigns your records. If you select this option, the program uses the import ID to identify
existing records.

¢ Use the Constituent ID - If you select this option, the program uses the constituent ID number to
identify existing records. The program generates this number based on your selection in Business Rules
in Configuration.

¢ Use the Social Security Number - If you select this option, the program uses the constituent Social
Security Number to identify existing records. You enter this number on the constituent records.

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.
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7. In the What is the format of this import file? frame, select the Fixed width - Fields and records have a
set length option. When creating an import file, the Rec. length and No. of fields fields are disabled. The
program automatically updates these fields, based on the fields you select on the Fields tab.

Import - Constituent Address
File Edit “iew Favortes Tools Help

=R IR e R

1: General |2: Fieldsl 3 Summar_l,.ll

What do you want to do? -

" |mport new recaords Dptions
" Update existing records Lusledls... | Gl ozemids
&+ Create impart file % |nclude selected fields in the impart file

' Include all fields in the import file

What file do you wizh to create?-

Impaort file: [Constituent_dddress J

What ID Field do you want to use?
& Uze the Impoart 1D
€ Use the Constituent 1D
" Use the Social Security Mumber

‘What iz the format of this import file? -
{~ Delimited - Characters separate the figlds

{* Fized width - Fields and records have a set length Flec. lenath: I Mo, of fields: I

< Back |

Carcel | Save | EIEalENDﬂl

8. When you finish the General tab, you are ready to move to the Fields tab.
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» Completing the Fields tab when creating an import without field names — fixed width
On this tab, you select the fields you want to include in the import file.

1. Select the Fields tab. If on the General tab, you selected Include selected fields in the import file, the
Raiser’s Edge Field box appears with only the fields required for the import type you are creating. If on the
General tab, you selected Include all fields in the import file, skip to step 5.

Import - Constituent Address x|
File Edit “iew Favorites Tools Help

> Aesrme 2

1. General 2 Fieldz |§: Summar_l,JI

Select the fieldz you wizh to include in the import file.

—dwvailable Fields—— 1~ Import Fields
Show: | <4l fields> =]
+-dddress

Click here for detailed field information.

% Find... | Selent - | <- Remove UpdateFieIdsl EIearFieIdsl

< Back Cancel | Save | Create Now |
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2. In the Available Fields frame, you must select the additional fields you want to include. Use the Show
field to filter the options appearing in the tree view.

Import - Constituent Address
File Edit “iew Favortes Tools Help

x| ANSRbe?-
1: General 2 Fields |§: Summar_l,.ll

Select the fields you wish to include in the impart file.

—dwailable Figlds—— ~ Import Fields

Raiser's Edge Field Wifidth

Address Impaort 1D (50)
<Conditionally reguired fields»
<Required fields:

Address

Click here for detailed field infarmation.

& Find... | SElent -3 | <- Remove UpdateFieIdsl EIearFieIdsl

< Back | Hest » | Cancel | Save | CreateNoﬂl

For example, if you want to see only fields for an address import, select “Address”; If you want to see only
the required fields, you can select “Required fields” or “Conditionally required” fields. You can select “All
fields” to display every field category.

3. Inthe tree view on the left, click the plus sign next to the category heading to view all fields available for
that category.

4. Highlight the field you want to include in your import file, and click Select to move the field into the
Raiser’s Edge Field box. Repeat this step until you have all the import fields you want to include in your
import file in the Raiser’s Edge Field box.
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5. If on the General tab, you selected Include all fields in the import file, all fields default into the Raiser’s
Edge Field box on the right.

Import - Constituent Address
File Edit “iew Favortes Tools Help

s m=|?-

: ; Summar_l,.ll
Select the fields you wish to include in the impart file.
—dwailable Figlds—— ~ Import Fields
Showe: | <40l figlds> j Raiser's Edge Field
+-tddress : = Impork 10 (50)
Address Lines {50} 50
CART (50} =1
ity (50} 50
Canstituent ID (500 50
Constituent Import 1D (S0} 50
Constituent S5M (50) 50
Country (50) 50
County (50} 50
Date From (500 50
Date ko {50) 50
-

Y5 e

Click here for detailed field infarmation. 1 I | _ilJ

& Find... | SE|Eat > | <- Remaove | Update Fields | Clear Fields |
< Back | Hest » | Cancel | Save | Create Now |

6. You can edit the field selections on this screen.
¢ To remove a field, highlight it and click Remove.
¢ To make sure the list of fields is up-to-date, click Update Fields.
¢ To remove all fields from the Raiser’s Edge Field box, click Clear Fields.

If you want to see the required fields, in the Show field in the Available Fields frame, select “Required
fields” or “Conditionally required” fields.
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7. If you need more information about fields available for this import type, click the Click here for detailed
field information link in the Available Fields frame. The import fields list for the selected import type

appears.
E? Help for The Raiser's Edge |_ (O] x|
z i |
Back Refresh Frint DOptions Glogsary Blackbaud on the *eb
Contents | Index | Search | Favoites | R R
_ Constituent Address Fields
@ Blackbaud Analytics The Constituent Address Impart is used to update or create
Q Addiess Correction Service: constituent addresses or to create an import file containing that
@ Dsshhnaid Basics information. Constituant addresses can also be created and updated
@ Working With Dashboard through a Constituent Import.
@ RE:NetSaolutions P
Raiser’s . Allowed
@ Intioduction to Membership ‘ Edge Field Import Name | Required ? Yalues Notes
0 Basic: Processes of Membe Text up o
@ Advanced Processes of Me .IB«rCnldI’DE.r'ESID AddrimpID Required o0 Ial'gg?;;le of
@ Using Customizations in Me P characters
0 Matchfinder Intraduction Tewt un to
0 Matching Gift Companies at 150 P
0 Matching Gift Companies at nddress characters; &l address
@ Oueve Intraduction Lines Addrlines /nis used |lines in one
@ Adrin to denote  [field.
@ Batch a CR-LF in
@ Export this field
@ Hail Text un to
@ Ouey CART AddrCART 10
@ Reports characters
; . . |C\ty’ [us, UK,| ] | |Te><t up to | _|;|
KN — J- T - | »

To close this screen and return to the Fields tab, click the “X” in the upper, right corner.
8. When you finish the Fields tab, you are ready to move to the Summary tab.

» Completing the Summary tab when creating an import without field names — fixed width

This tab gives you an overview of the choices you made while creating your import file. You can review the
information and make any necessary changes before you actually create the file.

1. Select the Summary tab.

Import - Constituent Address
File Edit “iew Favortes Tools Help

=R IR e R

1 Generall 2 Fields  3: Summary |

Import Dptions -

i (s Preview ¢ Print

Import Suramary Infarmation -

Type: Constituent Address
File Mame: Constituent_Address

Fields are Fired "Width

These fields will be created:
Address Import 1D [Adddmpl D)
Address Lines [AddiLines)
City [&ddrCity]
Canstituent 1D [CanslD]
Country [AddriCountry]
County [AddrCounty]
State [AddrState]
ZIP [AddiZ1P)

< Back dErt s Carcel Save Create Now
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2. Complete the Import Options frame.

Create control report - Mark this checkbox to generate a report listing the criteria fields and criteria
operators selected for the import. The report also shows the import name and the directory path where
you saved the import. Select Preview to view the report on your screen before printing or Print to print
the report.

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

4. When you complete the Summary tab, you are ready to run the import.

» Running an import without field names — fixed width

1. After you complete the parameter tabs, defining your import file, click Create Now. A screen appears
tracking the process. The processing time varies, based on the size of your database and the number of
fields you included in your import file.

2. When the process is complete, the Import Complete! screen appears, displaying the number of records
processed and included in the import file and the number of exceptions.

Import - The Raizer's Edge for Windows |

Import Complete!

Records Processed: 1.034
Records Created: 1.034
E sceptions: ]

Tatal Time: 00 00:07
Records / sec: 14771

Note: If you did not mark the Create control report checkbox on the Summary tab, a Preview Report button
appears on the Import Complete! screen. Click this button if you want to view the control report.
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3. Click Close. If you marked the Create control report checkbox on the Summary tab, the Control Report
appears.

1@ New Import Control/Summary Report HEE
x 4 Tof1 bV e | &G F e E [ | Towo ooz Dol

Prevvigw |

B Blackbaud Demo Page 1
Import Control Report

Creating Import File - constituent addresses

Results
Recorts Pocessed: 408
Records luported: g
Records Updated:

Records Created: 408

e eptions : 0

Outgut query of re cords in ported:
Output query of e cords update d.

Exc eption file:
Criteria

Type Constine ne Addre s

Tile vam e: Constine ne_Addre s5

Function: Create import file

Options

1D Used: Inpart ID

Heada First line of importfile

Formar Fixed width
Fidd Taapping

rag ort fiell name Raiser's Edgefiell

AddrImpID (509 Address Import ID

AddrLines (50) Address Lines

Addr City (500 Ciy

ConsID (503 Constiment I

Addr Country (303 County

Addr County (50) County

AddrState (300 State

AddrZIP (50) zme -

4. You can Print or Export this report. To close the report and return to the import parameter screen, click
the “X” in the upper, right corner.

5. Onthe import parameter screen, click Save to save the import parameter file. The Save Import As screen
appears.

6. 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: IEDnstituent Addrezs [mport Save I

Dezcription: |Fan June 22 Cancel

[+ Other uzers may wn this impork

v Other uzers may modify this import

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

8. Click Save to return to the import parameter screen.

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

Creating an Import With Field names

This option imports fields with header records. This means you define each field included in your import. To
define the fields, you must assign code names to each field you want to import. These code names appear on the
first line of your import file and function as headers.
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Note: For more information about code names, see “Import Tables” on page 95.

For example, you want to run an constituent import and include the following Raiser’s Edge fields: First name,
Last name, and Marital status. Based on the information in the Import Tables, you must include the following
entries in the first row of your header record: FirstName, LastName, and MrtlStat.

» Completing the General tab when creating an import with field names

Warning: Make sure every row in the last column of your import file is populated with data. The system then
knows when to move on to the next record. To do this, open your file in Excel and move one of the required
field columns to the last column in the file.

On this tab you identify what you want the program to do, the import file you want to create, how you want
records identified, and how your import file is formatted.

1. From the Import page, in the tree view on the left, select the type of import record you want to create.

@4 The Raiser’s Edge

File Edit “iew Go Favortes Tools Help

4 Back # Fnrward‘ Open in separate window

i Home Mrlrnini:;tmlti_rm » [Mport
i :

Iﬁ PN  ciministation || 72 Hevi |y Open | ¢ Delels..
2 Spstemn Statistics
m E<All Types>} L[| mame Created Created
~-Action or Import File Template 000 S 5

g::;‘gf‘dd w-Appeal Action =

Tl w-Appeal Action Attribute

Rgcnar;s e w-Appeal Action Matepar

Globall Delets w-Appeal Action Saolicitar

Records --Constituent Action

Globally Wiite DFf +~Constituent Action Attri

Pledges +~Constituent Action Mot

Convert Fledges +~Constituent Action Soli

T_n Recuring w-Ewent dction

(it -~Event Action Attribute

Eoél to General --Event Action Motepad

=E08) --Event Action Solicitar

Duplicate =

Constituents A=p:eal )

-fppeal
'&d:r!\gﬁtuents =-Appeal Attibute j il—l LI
HA in e ™ Only show my imports

Drop Lapsed

Members

Securily Impart makes it easy to move data from one program to another. Please see the Impaort
Queve Guide for mare information about Impart.

‘Welcome to The Raiser's Edge 7 j

Note: The Raiser’s Edge sample database includes several sample import files. These files may prove useful as
guides when you create import files. You can access the sample files in Import by clicking the ellipsis in the
What file do you wish to import? frame. The Select Import File screen appears, and you can map to the sample
import files, which are stored in RE7/Help folders. In the Files of type field, select “All Files”.
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2. On the action bar, click New Import. The Import screen appears, displaying the General tab.

Import - Constituent Address x|
File Edit “iew Favorites Tools Help

> Aesrme 2

1. General |2: File La_l,loutl 3 Fieldsl 4 Surnmary

What do you want to do? -

port new records Optians
I~ Yalidate data anly

[ Create new table entries

" Create import file ™| [mport recards not faund & new recards

" Update exizting recards

What file do you wizsh to import? -

Import file: J

How do vou want the spstem to identify existing constituents?
* Use the Impart 1D
= Use the Constituent 1D
= Usze the Social Security Mumber

What iz the format of this import file? -

& Delimited - Characters separate the fields

" Fired width - Fields and records have a set length Flec lenoth: I Mao. of fighds: I

< Back | Hest » | Cancel | Save | Impu:-rtNu:-ﬂl

3. In the What do you want to do? frame, select Create import file.
Note: The Import new records and Update existing records options also offered in the What do you want to
do? frame are each covered in their own section in this chapter.

4. Complete the checkboxes and buttons enabled in the Options frame.
¢ Include - Click this button and select the records you want to include in your import file.
All records includes all records in your database.
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Selected records includes only records you saved in a query. If you choose this option, the Open Query
screen appears.

i, Open Query
Find: I Guernies j
Query Mame Open |
volunteers Eancel |
EBlank Primary Addressee Constituent Dy
Board Members This query is being us... Constituent Dy
Corporate Donors Conskituent Crwn
Dewvelopment Committee (Const attribuke) This query is being us... Constituent Dy @ =
1§ |
Donors For 'This Month' Donors wha have giv... Constituent Dyn =
Giving less than $10.00 Individual Skat 5@ Add New |
Inactive Records This query is being us... Constituent Cryni Ot
ptions |
Individual search For Supervisor Used by the Search 5... Individual Dy
Invalid Address/Blank Preferred Address This query is being us,.. Constituent Dyn
Ki _l_I Berdtion |
ind Mo
Find Glueries that meet these criteria: =
Query type: |<AII relevvant types> Vl Created O I E|l ml
Guery format: - Created by: I vI Breviaus Search |
Qusry name: I vl Q
Description: I vl
™ Show merged queries only [T Exact match only Expand Results |

You can use the Open Query screen to search for an existing query or to create a new query. To search
for a query, enter the criteria you want to use to filter the results. For example, you can limit a search to
constituent queries, queries created by a specific person, or created on a specific date. To open a
record, select the record and click Open; to create query, click Add Now.

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

Records changed as of adds a date field. Enter the date and all records changed as of the date you
enter are included in the import file.

¢ 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.

If you select this option, when you create your import file, the program does not require the usual
required fields. For example, you can create an import file without a key indicator or import ID.
However, you cannot import this file back into your database.

Note: Rec length and No. fields are always disabled when you select the Create import file option. The
program automatically completes these fields based on the fields you select to import.

¢ Include all fields in the import file - This 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 in the fixed-width format. The Rec. length and No. of fields fields in the What is the format of
this import file? frame are disabled. The program automatically sets this information. Also, if you select
this option, the program deletes whatever you entered on the Fields tab, replacing your entries with all
fields.

5. Inthe What file do you wish to create? frame, enter the Import file name. This is the name of the file you
are creating.
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If you want to map to a specific directory and subdirectory in which you want the import file saved, click
the ellipsis. The Select Import File screen appears.

Select Import File 2 1<
Look in: Ia Import_Files j " |‘=_‘°F v
Constituent_é&ddress_pdate

Conztituent_Address Update.cav
Congtituent_Import.cay

My Documents
=

Fdy Computer

File name; j Open I
Catcel |
F

Locate the directories, enter a File name, and select a file type in the Files of type field. Click Open to
return to the Import screen.

6. Onthe Import screen, complete the What ID field do you want to use? frame. All the IDs must be unique.
You can select one of the following:

Files of type:

Note: Because the Import ID is a non-editable field, we recommend this option to be the most reliable for
identifying your existing records.

¢ Use the Import ID - The program defaults to this option. This is a program-generated number the
program assigns your records. If you select this option, the program uses the import ID to identify
existing records.

¢ Use the Constituent ID - If you select this option, the program uses the constituent ID number to
identify existing records. The program generates this number based on your selection in Business Rules
in Configuration.

¢ Use the Social Security Number - If you select this option, the program uses the constituent Social
Security Number to identify existing records. You enter this number on the constituent records.

Note: The Fixed Width option offered in the What is the format of this import file? frame is covered in
“Creating an Import Without Field Names - Fixed Width” on page 39.
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7. In the What is the format of this import file? frame, select Delimited - Characters separate the fields. If
you select this option, carriage returns and line feed breaks do not separate the fields in your import. 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”, etc.

Import - Constituent Address
File Edit “iew Favorites Tools Help

=R IR e R

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

What do you want to do? -

= |mport new recaords Dptions
" Update existing records Lugledls... | Ll zemids
& Create impart file & |nclude selected fields in the impaort file

' Include all fields in the import file

What file do you wizh to create?-

Import file: |C: M5 mport_Files\Congtituent_dddress J

What ID Field do you want to use?
& Usze the Impoart 1D
€ Use the Constituent 1D
" Use the Social Security Number

‘What ig the format of this import file? -
{* Delimited - Characters separate the figlds

" Fired width - Fields and records have a set length Flec. lenath: I Mo, of fields: I

< Back | Mest » | Carcel | Save | EIEalENDﬂl

8. When you finish the General tab, you are ready to move to the File Layout tab.
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» Completing the File Layout Tab when creating an import with field names

This tab allows you to define how you want the program to read the import file. The screen changes based on
your selection in the What is the format of this import frame on the General tab. This procedure explains the
delimited format option.

1. Select the File Layout tab.

Import - Constituent Address x|
File Edit “iew Favorites Tools Help

> Aesrme 2

1. General 2 File Layout |§: Fieldsl 4 Summaryl

Field Separators and Test Qualifiers -

' Comma Text qualifier:l Quotation vI I_

" Tab Flease indicate the text qualifiers. The infarmation found between two text qualifiers

" Semicolon will be imported az is. Any field separatars found between two text qualifiers will not
be treated as & field separator.

{ Space

& Ot I_ Thiz allovs vou to disgtinguish between a field separator character and a character
ther that iz part of the data to be imported.

Import Figld Mames

% Field names will be on the first line of the import

= Import file will not contain field names

" Field names will be in a separate file _I

< Back | Hest » | Cancel | Save | CreateNoﬂl

2. Complete the Field Separators and Text Qualifiers frame. Although the program defaults to the Comma
option, you can select to separate fields using a Tab, Semicolon, Space, or Other. The Other option allows
you to define the field separator, using a separator other than the ones listed. Complete the Text qualifier
field. This defines the beginning and end points of your field.

The text qualifier also allows the program to distinguish between actual punctuation in a string of text
and the field separator. For example, if you select the comma as your separator and then try to import the
following address — 100 Main Street, Apt. 23F — the program may think the comma indicates a new
field. By placing a text qualifier at the beginning and end of your field — “100 Main Street, Apt. 23F”" —
the program knows all text contained between the text qualifier is part of the same field.

3. Inthe Import Field Names frame, select Field names will be on the first line of the import file. This
option tells the program to save the first line of your import for field names.

4. When you finish the File Layout tab, you are ready to move to the Fields tab.
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» Completing the Fields tab when creating an import with field names

On this tab, you select the fields you want to include in the import file in the order you want them to appear
in the file. The header record you enter in your import file identifies the fields in The Raiser’s Edge.

1. Select the Fields tab. If on the General tab, you selected Include selected fields in the import file, the
Raiser’s Edge Field box appears with only the fields required for the import type you are creating. If on the
General tab, you selected Include all fields in the import file, skip to step 5.

Import - Constituent Address

File Edit “iew Favortes Tools

= NIESARE = RN ey

1 Generall 2: File Layout  3: Fields |ii: Summary
Select the fields you wish to include in the impart file.

Help
2 -

—dwailable Fields — Import Fields

Shows: | <2l fields> =l
+-dddress

Raiser's Edge Field
Address Import 1D (addrImpID)

Click here for detailed field infarmation.

dhFnd. | Geoio |

<- Remove

Update Fields |  Clear Fields |

< Back |

Caticel |

Save | CreateNoﬂl
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2. In the Available Fields frame, you must select the additional fields you want to include. Use the Show
field to filter the options appearing in the tree view.

Import - Constituent Address
File Edit “iew Favortes Tools Help

=R =T

1 Generall 2: File Layout  3: Fields |ii: Summary

Select the fields you wish to include in the impart file.

—dwailable Figlds—— ~ Import Fields

Show: |<-"-"-|| fields> j Raiser's Edge Field
<Conditionally reguired fields»
<Required fields:

Address

Address Import 1D (addrImpID)

Click here for detailed field infarmation.

& Find... | SElent -3 | <- Remove UpdateFieIdsl EIearFieIdsl

< Back | Hest » | Cancel | Save | CreateNoﬂl

For example, if you want to see only fields for an address import, select “Address”; If you want to see only
the required fields, you can select “Required fields” or “Conditionally required” fields. You can select “All
fields” to display every field category.

3. Inthe tree view on the left, click the plus sign next to the category heading to view all fields available for
that category.

4. Highlight the field you want to include in your import file, and click Select to move the field into the
Raiser’s Edge Field box. Repeat this step until you have all the import fields you want to include in your
import file in the Raiser’s Edge Field box.
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5.

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

Edge Field box on the right.

Import - Constituent Address
File Edit “iew Favortes Tools Help

=R =T

1 Generall 2: File Layout

4: Summary

Select the fields you wish to include in the impart file.

—dwailable Figlds—— ~ Import Fields
Shaow: |<,.'_-.,|| fields> j Raiser's Edge Field
+-address f = Import I0 (addrImpIC)
Address Lines (AddrLines)
CART (AddrCART)
ity (AddrCiky)

Canstituent ID {ConsID)
Constituent Import 1D (IrnportID)
Caonstituent SSM (SSMum)
Country (AddrCountry’)

County {AddrCounty)

Date From (AddryalidFran)

Date ko {addrvalidTo)

Click here for detailed field infarmation. TI i i _le

& Find... | SElent -3 | <-F|em0ve| UpdateFieIdsl EIearFieIdsl

< Back | Hest » | Cancel | Save | CreateNoﬂl

You can edit the field selections on this screen.
¢ To remove a field, highlight it and click Remove.
¢ To make sure the list of fields is up-to-date, click Update Fields.

¢ To remove all fields from the Raiser’s Edge Field box, click Clear Fields.

fields” or “Conditionally required” fields.

If you want to see the required fields, in the Show field in the Available Fields frame, select “Required
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7. If you need more information about fields available for this import type, click the Click here for detailed
field information link in the Available Fields frame. The import fields list for the selected import type

appears.
E? Help for The Raiser's Edge |_ (O] x|
z i |
Back Refresh Frint DOptions Glogsary Blackbaud on the *eb
Contents | Index | Search | Favoites | R R
_ Constituent Address Fields
@ Blackbaud Analytics The Constituent Address Impart is used to update or create
Q Addiess Correction Service: constituent addresses or to create an import file containing that
@ Dsshhnaid Basics information. Constituant addresses can also be created and updated
@ Working With Dashboard through a Constituent Import.
@ RE:NetSaolutions P
Raiser’s . Allowed
@ Intioduction to Membership ‘ Edge Field Import Name | Required ? Yalues Notes
0 Basic: Processes of Membe Text up o
@ Advanced Processes of Me .IB«rCnldI’DE.r'ESID AddrimpID Required o0 Ial'gg?;;le of
@ Using Customizations in Me P characters
0 Matchfinder Intraduction Tewt un to
0 Matching Gift Companies at 150 P
0 Matching Gift Companies at nddress characters; &l address
@ Oueve Intraduction Lines Addrlines /nis used |lines in one
@ Adrin to denote  [field.
@ Batch a CR-LF in
@ Export this field
@ Hail Text un to
@ Ouey CART AddrCART 10
@ Reports characters
; . . |C\ty’ [us, UK,| ] | |Te><t up to | _|;|
KN — J- T - | »

To close this screen and return to the Fields tab, click the “X” in the upper, right corner.
8. When you finish the Fields tab, you are ready to move to the Summary tab.

» Completing the Summary tab when creating an import with field names

The Summary tab allows you to review the import parameters and other information you selected for your
import. It also offers miscellaneous import options.

1. Select the Summary tab.

Import - Constituent Address
File Edit “iew Favortes Tools Help

=R IR e R

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

Import Dptions -

i (s Preview ¢ Print

Import Suramary Infarmation -

Type: Constituent Address
File Mame: Constituent_Address

Field names are on the first ling of the import file
Fields are zeparated by Comma
The text qualifier is a <Quotation

Theze fieldz will be created:
Address Import D [AddrimplD)
Address Lines [AddiLines)
City [AddrCity)
Country [AddrCountry]
State [AddrState]
ZIP [AddiZIF)

< Back dErt s Carcel Save Create Now
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2. Complete the Import Options frame.

Create control report - Mark this checkbox to generate a report listing the criteria fields and criteria
operators selected for the import. The report also shows the import name and the directory path where
you saved the import. Select Preview to view the report on your screen before printing or Print to print
the report.

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

4. When you complete the Summary tab, you are ready to run the import.

» Running an import with field names

1. After you complete the parameter tabs, defining your import file, click Create Now. A screen appears
tracking the process. The processing time varies, based on the size of your database and the number of
fields you included in your import file.

2. When the process is complete, the Import Complete! screen appears, displaying the number of records
processed and included in the import file and the number of exceptions.

Import - The Raizer's Edge for Windows |

Import Complete!

Records Processed: 1.034
Records Created: 1.034
E sceptions: ]

Tatal Time: 00 00:07
Records / sec: 14771

Note: If you did not mark the Create control report checkbox on the Summary tab, a Preview Report button
appears on the Import Complete! screen. Click this button if you want to view the control report.
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3. Click Close. If you marked the Create control report checkbox on the Summary tab, 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: 405
Records mported:
Records Upduted: 0
Records Created: 408
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 ¢: Constitnent_Addre ss
Function: Create import file
Dptions
1D Tsed: Inport I
Header 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
AddrhmpID Address Import ID
AddrLines Address Lines
AddrCity Ciy
Addr Country Couniry
AddrState State
AddrZIP ZIp

Exceptions

4. You can Print or Export this report. To close the report and return to the import parameter screen, click
the “X” in the upper, right corner.

5. Onthe import parameter screen, click Save to save the import parameter file. The Save Import As screen
appears.

Save Ilmport As E3 |

Mame: IEnnstituent Addrezs [mport

Dezcription: |Fan June 22 Cancel |

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

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

Click Save to return to the import parameter screen.

8. To exit the import parameter screen, from the menu bar, select File, Close. You return to the Import
screen.

Creating an Import with a Separate Header Record

This option includes record information from fields defined in a file other than the import file. The header and
import records are formatted using the field code names, separators, and text qualifiers explained in the previous
sections, but the header record and the import file are contained in separate files.
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» Completing the General tab when creating an import with a separate header record

Warning: Make sure every row in the last column of your import file is populated with data. The system then
knows when to move on to the next record. To do this, open your file in Excel and move one of the required
field columns to the last column in the file.

On this tab you identify what you want the program to do, the import file you want to create, how you want
records identified, and how your import file is formatted.

1. From the Import page, in the tree view on the left, select the type of import record you want to create.

@4 The Raiser’s Edge

File Edit “iew Go Favortes Tools Help

4 Back # Fnrward‘ Open in separate window

|Fq|1-' Home
i Administiation Mews | ey Open | X Delete...
System Statistic:
m ||| Marne Type Description Created Created
~-Action mport File Template 000 B
g!:::r‘g"fdd Appeal Action

Tl G Appeal Action Attribute
e A Appeal Action Notepat

Records
Appeal Action Solicit
Globally Delete ppaal Action snlior
Becords Constituent Action
Globally \wiite Off Constituent Action Attri
Pledges Constituent Action Mot
Convert Pledges Constituent Action Sali
To Resuring Evert dction
(it Evvert dction Attibute
Enél to General Ewent Action Natepad
] Evert dction Solicitor
Duplicate =
Constituents A:p:eal .
-Appeal
Ed:ﬁ:aituents -Appeal Attribute il—l —’I
Py in e j ™ Only show my imparts
Drop Lapsed
Members
Security Import makes it easy to move data from one program to another. Please see the Import

Guide for rmore information about Irport.

Queue
B
Moo Fediclae

‘Welcome to The Raiser's Edge 7 j
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2. On the action bar, click New Import. The Import screen appears, displaying the General tab.

Import - Gift x|
File Edit “iew Favorites Tools Help

> Aesrme 2

1. General |2: File La_l,loutl 3 Fieldsl 4 Surnmary

What do you want to do? -

port new records Optians
I~ Yalidate data anly

[ Create new table entries

" Create import file ™| [mport recards not faund & new recards

[T Automatically add instalments for new pledges

" Update exizting recards

What file do you wizsh to import? -

Import file: J

How do vou want the spstem to identify existing constituents?
* Use the Impart 1D
= Use the Constituent 1D
= Usze the Social Security Mumber

What iz the format of this import file? -

& Delimited - Characters separate the fields

" Fired width - Fields and records have a set length Flec lenoth: I Mao. of fighds: I

< Back | Hest » | Cancel | Save | Impu:-rtNu:-ﬂl

3. In the What do you want to do? frame, select Create import file.
Note: The Import new records and Update existing records options also offered in the What do you want to
do? frame are each covered in their own section in this chapter.

4. Complete the checkboxes and buttons enabled in the Options frame.
¢ Include - Click this button and select the records you want to include in your import file.
All records includes all records in your database.
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Selected records includes only records you saved in a query. If you choose this option, the Open Query
screen appears.

i, Open Query
Find: I Guernies j
Guery Descripkion @ Open |
f " . Cancel |
Gift: search for Supervisor Used by the Search 5., Gift Drvnarmi
Gifts Marked as Acknowledged All gifts given 1/1/200. .. Gift Static
Gifts Posted as Bakch 21 Gift Static
Gifts that need to be acknowledged Gift Dywnami @ =
Edit |
] Add New |
Options |
Ki 0 |
Find M
Find Glueries that meet these criteria: fih Eind Now
Cueny type: IGift v[ Created Ok | EI[ ml
Guery format: I vl Created by: I vI Breviaus Search |
Qusry name: I vl Q
Description: I vl
™ Show merged queriss anly ™ Eract match anly Expand Results |
|5 records found.

You can use the Open Query screen to search for an existing query or to create a new query. To search
for a query, you can enter the criteria you want to use to filter the results. For example, you can limit a
search to constituent queries, queries created by a specific person, or created on a specific date. To
open a record, select the record and click Open; to create query, click Add Now.

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

Records changed as of adds a date field. Enter the date and all records changed as of the date you
enter are included in the import file.

¢ 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.

If you select this option, when you create your import file, the program does not require the usual
required fields. For example, you can create an import file without a key indicator or import ID.
However, you cannot import this file back into your database.

Note: Rec length and No. fields are always disabled when you select the Create import file option. The
program automatically completes these fields based on the fields you select to import.

¢ Include all fields in the import file - This 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 in the fixed-width format. The Rec. length and No. of fields fields in the What is the format of
this import file? frame are disabled. The program automatically sets this information. Also, if you select
this option, the program deletes whatever you entered on the Fields tab, replacing your entries with all
fields.

5. Inthe What file do you wish to create? frame, enter the Import file name. This is the name of the file you
are creating.
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If you want to map to a specific directory and subdirectory in which you want the import file saved, click
the ellipsis. The Select Import File screen appears.

Select Import File 2 1<
Look in: Ia Import_Files j " |‘=_‘°F v
Constituent_é&ddress_pdate

Conztituent_Address Update.cav
Congtituent_Import.cay

My Documents
=

Fdy Computer

File name; j Open I
Catcel |
F

Locate the directories, enter a File name, and select a file type in the Files of type field. Click Open to
return to the Import screen.

6. Onthe Import screen, complete the What ID field do you want to use? frame. All the IDs must be unique.
You can select one of the following:

Files of type:

Note: Because the Import ID is a non-editable field, we recommend this option to be the most reliable for
identifying your existing records.

¢ Use the Import ID - The program defaults to this option. This is a program-generated number the
program assigns your records. If you select this option, the program uses the import ID to identify
existing records.

¢ Use the Constituent ID - If you select this option, the program uses the constituent ID number to
identify existing records. The program generates this number based on your selection in Business Rules
in Configuration.

¢ Use the Social Security Number - If you select this option, the program uses the constituent Social
Security Number to identify existing records. You enter this number on the constituent records.

Note: The Fixed Width option offered in the What is the format of this import file? frame is covered in
“Creating an Import Without Field Names - Fixed Width” on page 39.
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7. In the What is the format of this import file? frame, select Delimited - Characters separate the fields. If
you select this option, carriage returns and line feed breaks do not separate the fields in your import. 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”, etc.

Import - Gift
File Edit “iew Favortes Tools Help

=R IR e R

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

What do you want to do? -

" |mport new recaords Dptions
" Update existing records Lusledls... | Gl ozemids
&+ Create impart file % |nclude selected fields in the impart file

' Include all fields in the import file

What file do you wizh to create?-

Imnport file: |C: M2 S mport_FileshGift_lmport, et J

What ID Field do you want to use?
& Uze the Impoart 1D
€ Use the Constituent 1D
" Use the Social Security Mumber

‘What iz the format of this import file? -
{+ Delimited - Characters separate the figlds

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

< Back |

Carcel | Save | EIEalENDﬂl

8. When you finish the General tab, you are ready to move to the File Layout tab.
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» Completing the File Layout Tab when creating an import with a separate header record

This tab defines how you want the program to lay out the import file. The screen changes based on your
selections in the What is the format of this import file? frame on the General tab. This procedure explains
the delimited format option.

1. Select the File Layout tab.

Import - Gift x|
File Edit “iew Favorites Tools Help
W x Ak -

1. General § 3 Fieldsl 4 Summaryl

Field Separators and Test Qualifiers -

& Comma Text qualifier:l Quotation vI I_

" Tab Flease indicate the text qualifiers. The infarmation found between two text qualifiers

" Semicolon will be imported az is. Any field separatars found between two text qualifiers will not
be treated as & field separator.

{~ Space

& Ot I_ Thiz allovs vou to digtinguish between a field separator character and a character
ther that iz part of the data to be imported.

Import Figld Mames -
= Field names will be on the first line of the import
= Import file will not contain field names

" Figld names will be in a separate file |C:4MsWS3 M mport_Files'Gift _I

< Back | Hext » | Cancel | Save | CreateNoﬂl

2. Complete the Field Separators and Text Qualifiers frame. Although the program defaults to the Comma
option, you can select to separate fields using a Tab, Semicolon, Space, or Other. The Other option allows
you to define the field separator, using a separator other than the ones listed. Complete the Text qualifier
field. This defines the beginning and end points of your field.

The text qualifier also allows the program to distinguish between actual punctuation in a string of text
and the field separator. For example, if you select the comma as your separator and then try to import the
following address — 100 Main Street, Apt. 23F — the program may think the comma indicates a new
field. By placing a text qualifier at the beginning and end of your field — “100 Main Street, Apt. 23F”" —
the program knows all text contained between the text qualifier is part of the same field.

3. Inthe Import Field Names frame, select Field names are in a separate file. You must then enter the path
to and name of the header file or click the ellipsis to map to the file.

4. When you finish the File Layout tab, you are ready to move to the Fields tab.

Note: For more information about the Field names will be on the first line of the import file option, see
“Creating an Import With Field names” on page 50. For more information about the Field names are in a
separate file option, see “Creating an Import with a Separate Header Record” on page 62.
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» Completing the Fields tab when creating an import with a separate header record

On this tab, you map the fields in the import file to the appropriate location in The Raiser’s Edge. The header
record you enter in your import file identifies the fields in The Raiser’s Edge to which you want to import the
information.

1. Select the Fields tab. If on the General tab, you selected Include selected fields in the import file, the

Raiser’s Edge Field box appears with only the fields required for the import type you are creating. If on the
General tab, you selected Include all fields in the import file, skip to step 5.

Import - Gift

File Edit “iew Favortes Tools Help

=R =T e

1 Generall 2: File Layout

H 4: Summary
Select the fields you wish to include in the impart file.

—dwailable Figlds — Import Fields
Show: | <l fields> =] Raiser's Edge Field
+-ift Gift Import ID {GFImpID)
+nztallment 5cheduls Fund (FundID)
Date (GFDate)
Tvpe (GFType)
Arnounk (GFTAME)
Click here for detailed field information.
& Find... | SEleats | <- Remaove Update Fieldz | Clear Fields |

< Back | MHest » | Carcel |

Save | EIEalENDﬂl
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2. In the Available Fields frame, you must select the additional fields you want to include. Use the Show
field to filter the options appearing in the tree view.

Import - Gift
File Edit “iew Favortes Tools Help

=R =R P R

1 Generall 2: File Layout  3: Fields |ii: Summary

Select the fields you wish to include in the impart file.
—dwailable Figlds—— ~ Import Fields
Raiser's Edge Field
e e MR Gift Import 1D {GFImpID)
.| tConditionally required fields>
.| <Required fields> Fund {FundID)
Gift Date (GFDate)
i [nztalment Schedule Type (GFType)
Armount (GFTAmE)
Click here for detailed field infarmation.
& Find... | SE|Eat > | <- Remaove Update Fieldsl Clear Fields |
< Back | Hest » | Cancel | Save | Create Now |

For example, if you want to see only fields for a gift import, select “Gift”; If you want to see only the
required fields, you can select “Required fields” or “Conditionally required” fields. You can select “All
fields” to display every field category.

3. Inthe tree view on the left, click the plus sign next to the category heading to view all fields available for
that category.

4. Highlight the field you want to include in your import file, and click Select to move the field into the
Raiser’s Edge Field box. Repeat this step until you have all the import fields you want to include in your
import file in the Raiser’s Edge Field box.
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5.

If on the General tab, you selected Include all fields in the import file, all fields default into the Raiser’s
Edge Field box on the right.

Import - Gift
File Edit “iew Favortes Tools Help

|| x|z

?-

|& &=

1 Generall 2: File Layout  3: Fields |ii: Summary

Select the fields you wish to include in the impart file.

—dwailable Figlds—— ~ Import Fields

+-Gift Acknowledge (GFACk)

+-Inztaliment Schedule

Agency (GFAgency)
Arnounk (GFTAME)

Anonymaous (GFARoM)
Appeal (GFAppeal)

Click here for detailed field infarmation. TI i~ I ndtnmn

& Find... | GElEsh-> | <-F|em0ve|

Acknowledge Date (GFAckDate)

Amount Bills (GFAmEEls)
Arnounk Coins (GFAmECoins)

Raiser's Edge Field

authorization Code (GFRAUthCode)
Bank Impart I0 (BAIMpIDY
Benefit Motes {GFEentote)

.

Update Fields |  Clear Fields |

< Back | Hest » | Cancel |

Save

| CreateNoﬂl

You can edit the field selections on this screen.

To remove a field, highlight it and click Remove.

To make sure the list of fields is up-to-date, click Update Fields.

To remove all fields from the Raiser’s Edge Field box, click Clear Fields.

If you want to see the required fields, in the Show field in the Available Fields frame, select “Required

fields” or “Conditionally required” fields.
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7. If you need more information about fields available for this import type, click the Click here for detailed
field information link in the Available Fields frame. The import fields list for the selected import type

appears.
E? Help for The Raiser's Edge |_ (O] x|
= o |
Back Refresh Frint DOptions Glogsary Blackbaud on the *eb
Contents | Index | Sear A I 3 A A
Gift Fields
Appeal Imporl &
@ Bark/Financi The Gift Import is used to update or create gift records in The Raiser's Edge ort
Q Campaign |mg create an import file containing gift record information. Want to go to [nstallment
@ Constituent In Schedule Fields?
@ Event Imports Py
@ Fund Imports ‘ RB'S:;’ES'dEdgE Import Name ‘ Required ? J::Lnltlu:sd ‘ Mot
= ([ Gift Imports " ledoed
Gift Fields ﬁgtm""e ged,
Gift Attribt Acknowledge GFAck Acknowledged, Delfault |=
Gift Bene Do Mot Acknowh
Gift Notey Acknowledge
Gift Solici |acknowledoe Date [GFackDate [ [Date [
Inztalimer U definad
M atching ‘Agency ‘GFAgency ‘ taslire_ Shine Canada
Pledae P: -
Recuring ‘Amaunt ‘Gl—‘l’Amt Eggur:;eﬂ to Currency ‘
Soft Cred
Spiit Gift F |Amuunt BEills |GFAmtE\iIIs | |Currency |
Tribute & [#mount Caing [GFAMtCoins [ [currency [
irite-OfF
= res, No, True, E
; R W mnn,»lrl _|.I&nonym0us |GFAn0n | |Fa|se, \rl,‘ N, T, F |Defau|il;|
KN — 4 »

To close this screen and return to the Fields tab, click the “X” in the upper, right corner.
8. When you finish the Fields tab, you are ready to move to the Summary tab.

» Completing the Summary tab when creating an import with a separate header record

The Summary tab reviews the import parameters and other information you selected for your import. It also
offers miscellaneous import options.

1. Select the Summary tab.

Import - Gift
File Edit “iew Favortes Tools Help
B xSk -

1 Generall 2: File La_l,loutl 3 Fields

Import Dptions -

[+ Create contral report ¢ Preview  © Print

Import Summary Infarmation -

Type: Gift
File Mame: C:\Msi\MS mport_Files\Gift_mpoart

Field names are in file: C:\Msh S\ Import_Files\Gift
Fields are zeparated by Comma
The text qualifier is a <Quotation

Theze fieldz will be created:
Gift Irnport 10 [GFImpl D)
Fund [FundlD]
Date [GFDate)
Tupe [GFType]
Arnount [GFTAmt)

< Back Rt Carcel Save Create Now
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2. Complete the Import Options frame.

Create control report - Mark this checkbox to generate a report listing the criteria fields and criteria
operators selected for the import. The report also shows the import name and the directory path where
you saved the import. Select Preview to view the report on your screen before printing or Print to print
the report.

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

4. When you complete the Summary tab, you are ready to run the import.

» Running an import with a separate header record

1. After you complete the parameter tabs, defining your import file, click Create Now. A screen appears
tracking the process. The processing time varies, based on the size of your database and the number of
fields you included in your import file.

2. When the process is complete, the Import Complete! screen appears, displaying the number of records
processed and included in the import file and the number of exceptions.

Import - The Raizer's Edge for Windows |

Import Complete!

Records Processed: 1.034
Records Created: 1.034
E sceptions: ]

Tatal Time: 00 00:07
Records / sec: 14771

Note: If you did not mark the Create control report checkbox on the Summary tab, a Preview Report button
appears on the Import Complete! screen. Click this button if you want to view the control report.
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3. Click Close. If you marked the Create control report checkbox on the Summary tab, the Control Report

appears.

lE Mew Import Control/Summary Report

= N e | |:|M Towakd  100% Daf0

X [ 4 1of1

|_[5]x]

Prevvigw |

Results
Records Processed:
Records Iu ported:
Records Updated:
Records Created:
e eptions :
Dutput query of e c
Output query of Té o
Exc eption file:

Criteria
Type
File nam &
Fiumction:

Options
1D Used:
Heada
Format:

Fidd mapping
Faport fiel name

Import Control Report
Creating Irmport File - gifts

1034
o
0
1034
0
ords in parted:
ards update d:

Gift
005 B hmp ort_Files\3 ift_Import
Create import file

Import Il
Separate file

Delimited

Fields are separatedby comma
Text qualifier is quotation

Raiser's Edgefiell

GFImpIl
FundID
GFD ate
GFType
GFTAm
Excepiions

Retord No Fidd

Gift Import 1D
Fund

Date

Type

Amount

FiddVahie

Reason

4. You can Print or Export this report. To close the report and return to the import parameter screen, click

the “X” in the upper, right corner.

5. Onthe import parameter screen, click Save to save the import parameter file. The Save Import As screen

appears.

Save Ilmport As

Mame: |I3ift

Impart File

Dezcription: |Fan June 22

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

Cancel

]|
Save I
_Concel |

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

parameter file.

Click Save to return to the import parameter screen.

8. To exit the import parameter screen, from the menu bar, select File, Close. You return to the Import

screen.

Exporting an import file

From Import, you can export any saved import file to another application. For example, if your organization has
several branch offices or others with whom you want to share import parameter settings, you can export the
settings to a disk and send the disk to the other offices.
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» Exporting an import file

1. From the Import page, in the tree view on the left side of the screen, select the type of import record you
want to export. All import files saved for the selected import type appear in the grid on the right side of

your screen.

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

4 Back » Forward‘ Open in separate windaw

Hew e jOpen 3 Delete.

Administration

[_[=]x]

System Statistics

--Appeal Action Solicitor

Globally Delete
-~Constituent Action

Records

Globally Wiite Off
Pledges

-~Constituent Action Attri

+~Constituent Action Mot
Convert Fledges +~Constituent Action Soli
To Recuring
Gifts

-~Event Action

-~Event Action Attibute
--Event dction Notepad
-~Event Action Solicitr

Post to General
Ledger

Duplicate

Constituents +Appeal

-Appeal

Merge

<Al Tyoes>] =] Hame T
mport !
— = Action Solicitor Impart File Template
Globally Add
Records -Appeal Action =
--Appeal Action Attribute
Glohally Change:
Records --Appeal Action Notepar

Description Created Created

Superyis

~Appeal Attibute LI—I

Constituents =l ™ Orly show my imports

Drop Lapsed

Members

Security

Queue
-] =
. Nte Fediclee

‘Welcome to The Raiser's Edge 7

Guide for more information about Import

Irnport makes it easy to move data from one program to another. Please see the Import

2

2. Inthe grid, select the import parameter file you want to export and click Open. The import parameter

screen appears.

Import - Solicitor Import File Template
File Edit “iew Favorites Tools Help

“IRE IR RS

1. General |2: File La_l,loutl 3 Fieldsl 4 Summaryl

What do you want to do? -

Options

Include.. | All records

" Include selected fields in the impaort file

" lmport new records
" Update exizting recaords
{:. "%

& |nclude all fields in the import file

What file do you wish to create?

Import file: |C:%5 alicitar.imp

What ID Field do you want to use?
* Use the Impart 1D
= Use the Constituent 1D
= Usze the Social Security Number

What iz the format of this import file? -

& Delimited - Characters separate the fields

" Fired width - Fields and records have a set length Flec lenoth: I Mao. of fighds: I

< Back Hext » Cancel

Save | CreateNoﬂl
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3. From the menu bar, select File, Export.

Import - Solicitor Import File Template x|
File Edit “iew Favorites Tools Help
] Mew Chled ot | 2 -
LS e Fieldsl & Summaryl
& Save Ctrl+5 :
Save As Options

E-_!l Save and Mew  Clrli/ Include.. | All records

I 5ave and Cloze Chilel
" Include selected figlds in the impart file

& |nclude all fields in the import file

Froperties

D create?
Frint Setup... J
L l’lt to uge?

Send as Mai

Claze

—— e oo e umber

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

" Fired width - Fields and records have a set length Flec lenoth: I Mao. of fighds: I

< Back | Hest » | Cancel | Save | CreateNoﬂl

The Export screen appears.

Export E3 |
Format:
:
IEharacter-separated wvalues j
. Cancel |
Deztination:

4. In the Format field, select how you want the export file formatted. For more information on all of the
Format options, please see the Export chapter in the Query & Export Guide.

In the Destination field, select where you want the exported data sent.

Click OK. If you selected “Character-separated values” as your Format, the Character-Separated Values
screen appears.

Character-5eparated ¥alues E3

Separator: I

Drelimiter: " Cancel |

In the Separator field, enter the character you want to use to separate fields in your export.

8. In the Delimiter field, select the character you want to use to mark the beginning and end of an export
field.
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9. Click OK. The Number and Date Format Dialog screen appears.

Humber and Date Format Dialog E3

W Same number formats &z in repaort

W S ame date formats as in repork Cancel |

10. Mark how you want numbers and dates formatted.
11. Click OK. The Choose Export File screen appears.

Choose Export File HE

Save in: I@Winnt j ﬂl

] _igtrnp . dir [ drivers [ Inf
| CatRact [ Fants [0 Installer
1 Config [ farms [(AJava
|1 Caokies 3 FrontPageT emplir [ Media
1 Cryztal 3 Help (s
71 Cursars 3 Higtary 3 b zagent
< | i
File name: Save I

Save as hupe: IErystaIHepu:urt [%.rpt] j Cancel |

12. In the File name field, enter a name for this file.
13. In the Save as type field, select a format for this file.

14. Click Save. A processing screen displays until the export is complete.
15. To exit the Import parameter screen, from the menu bar, select File, Close.

Sending an Import File by Email

In Import, you can send via email any saved import parameter file. For example, if your organization uses
electronic mail, and you want to share import parameter settings with other users, you can email the users your
settings.
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» Sending an import file by email

1. From the Import page, in the tree view on the left side of the screen, select the type of import record you
want to send by email. All import files saved for the selected import type appear in the grid on the right
side of your screen.

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

4 Back » Forward‘ Open in separate windaw

Administration Mew | e Open | 3 Delete:

System Statistics

[<All [ yoes>] ||| Name Type
_

=-Action Solicitor Impart File Template
Globally Add

Records

Description Created Created

Superyis
--Appeal Action =
--fppeal Action Abtribute

Globally Che

choa,é'ls ange --Appeal Action Motepac

Globaly Delete --Appeal Action Solicitor

Records -Constituent Action

Globally Wite OFf -~Constituent Action Attri

Pledges ~-Constituent Action Mot

Convert Pladges --Constituent Action Soli

To Recuring -~Event Action

(i -~Event Action Attibute

r”;l to General +Event Action Motepad

R -~Event Action Solicitr

Duplicate E]

Constituents A=p':eal .
-Appeal

g;r’iﬁluenls =-Appeal Attibute LI—I LI
HA A =l ™ Orly show my imports

Drop Lapsed

Members

Security Impart makes it easy to move data from one program to another. Please see the Import

Guide for more information about Import

R
‘Welcome to The Raiser's Edge 7 %
2. Inthe grid, select the import file you want to email and click Open.

The import parameter screen appears.

Import - Solicitor Import File Template
File Edit “iew Favortes Tools Help

| x| 3 & #e?-

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

‘Wwhat do you want to do? -

" |mport new recaords Options

€ Update existing records 4|Include... sl oeEms

" Include selected fields in the import file

% |nclude all fields in the import file

What file do you wish to create?-

Import file: |C:%Solicitor.imp J

What ID Field do you want to use?
* Use the Impart 1D
" Use the Constituent 1D
= Use the Social Security Number

What ig the format of this import file? -

&+ Delimited - Characters separate the fields

" Fired width - Fields and records have a set length Flec lenoth: I Mao. of fighds: I

< Back Hext » Cancel Save | Create Now |
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3. From the menu bar, select File, Send as Mail.

7.
8.

Import - Solicitor Import File Template x|
File Edit “iew Favorites Tools Help
] Mew Chled ot | 2 -
LS e Fieldsl & Summaryl
& Save Ctrl+5 :
Save As Options

E-_!l Save and Mew  Clrli/ Include.. | All records

I 5ave and Cloze Chilel
" Include selected figlds in the impart file

& |nclude all fields in the import file

Properies

create?

D Frint Setup...
= Frint J

ht to uze?

Claze
—— e oo e umber

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

" Fired width - Fields and records have a set length Flec lenoth: I Mao. of fighds: I

< Back | Hest » | Cancel | Save | CreateNoﬂl

The Export screen appears.

Export

Cancel

]
E E:
—
IEharacter-separated wvalues j

Deztination:

In the Format field select how you want the email formatted. For more information on all of the Format
options, please see the Export Format section in the Export chapter in the Query & Export Guide.

In the Destination field, select the email application to which you want the import sent.

Click OK. If you selected “Character-separated values” as your Format, the Character-Separated Values
screen appears.

Character-5eparated ¥alues E3

Separator: I

Drelimiter: " Cancel |

In the Separator field, enter the character you want to use to separate fields in your export.

In the Delimiter field, select the character you want to use to mark the beginning and end of an export
field.
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9. Click OK. The Number and Date Format Dialog screen appears.

Humber and Date Format Dialog E3

W Same number formats &z in repaort

W S ame date formats as in repork Cancel |

10. Mark how you want numbers and dates formatted.
11. Click OK. The Send Mail screen appears.

Send Mail ]|

Send I Check Namesl Addrezs | Cancel |

To: IHDbert Bank,

Cc: IStan Hurnphiry: S ally Srmith

Subject: IImpu:urt Parameter File

Meszzage

Here iz the parameter file used for Mational Change of Address ;I
updates.

[

12. Enter to whom you want to send the import file and your message.
13. To confirm the email addresses, click Check Names; to access your address book, click Address.
Note: An error message appears if the program could not deliver the email.

14. To send the email, click Send. You return to the Import parameter screen.
15. To exit the Import parameter screen, select File, Close.

Troubleshooting

Warning: Always back up your database before beginning a new import or update process. The only way to
restore your database is from a backup.

This table lists issues that may occur during import along with possible solutions:

Problem Possible Solution
Exception: Import IDis |Import IDs are required whenever you update records
missing. or if you import new items that are linked to other

records. Check the Fields tab to identify which import
ID needs to be added to the import file.
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Problem

Possible Solution

Exception: Import ID is
missing. But you
included an import ID in
the import file.

Make certain you are using the correct import ID for
that field.

Exception: The <unique
ID> field is required to
update existing records.

Make sure the ID selected in the What ID field do you
want to use frame on the General tab is the same ID
used in the import file.

Exception: Field value
must be unique.

Mark Update existing records instead of Import new
records on the General tab.

Exception: Record
already exists.

If you are importing new records and the import file
contains information about a record that already
exists, an exception occurs. Either remove the
information from the import file or mark Update
existing records rather than Import new records on
the General tab.

Exception: Record does
not exist.

If you are updating records and the import file
contains information about a record that does not
already exist, an exception occurs. Either remove the
information from the import file or mark Import
records not found as new records on the General tab.

Exception: Invalid field
value: field is Read-Only.

Read-Only fields cannot be updated; therefore,
remove the field from the import file. You can remove
a Read-Only field on the Fields tab by selecting it and
clicking Remove. You do not have to remove the field
from the import file itself.

Exception: Record does
not exist.

Make sure you are using the correct import ID for that
record

Exception: Invalid code
table entry.

If the import file contains an item not found in the
field’s table and you did not to mark Create new table
entries on the General tab, an exception occurs. If you
are certain that you want to add a new entry, add the
table entry in Configuration and then try the import
again.

Error message: Bad file
name or number.

Check to see if import file is open in another
application. If so, close it and try to run the import
again.

Data appearsin the
wrong fields after
import.

Check extensions on the Fields tab.

Import is complete but
no records are added or
updated, and you
receive no exceptions.

Unmark Validate Process on the General tab.

Import is complete but
no records are updated,
and you receive no
exceptions.

Make sure the file listed in the Import file field on the
General tab is the updated file, not the export file.

You have multiple fields
inthe import file but you
want to update only one
field.

On the Fields tab, map only the field you want to
update. Only mapped fields are updated.




82 CHAPTER

Problem

Possible Solution

The import creates
duplicate records.

On the General tab, mark Use duplicate criteria for
new records. The import process checks for
duplicates. Make sure you have defined duplicate
criteria in Configuration. You can use the Duplicate
Constituents utility in Administration to identify any
duplicates you created while importing.

You do not see the
import type you need in
the tree view on the
Import Records page.

Make sure you have security rights for that record
type or component. The import types appearing on
the Import Records page are those for which you have
security rights to view, add, edit, or delete.

You do not know a
record’s import ID.

Right-click on the record and select Properties. A
window appears displaying the import ID and other
information about the record.

Date or currency
formatting in *.csv or
* txt files is lost after
editing.

Make changes to the import file in Excel and save in
* xIs file format. Then save the file again as *.csv or
*txt and import it back into The Financial Edge. This
preserves the data formatting.

You want to import a
field that has default
values.

If you select to use a default set, you do not have to
include fields with default values in the import file.
Import adds default values automatically to each
record in the import file. If you include a field in the
import file, but also select to use a default set that
includes a value for that field, the value in the import
file overrides the default set and is assigned to the
imported record. If the field in the import file is blank,
then the default set value is used.
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The Import Recurring Gifts plug-in imports data for new recurring gifts from a single file; you do not have to
create several different import files. This import creates a new recurring gift record and includes the associated
payment schedule.

When you create your import file, if a constituent or financial institution included in the file does not already exist
in The Raiser’s Edge database and the file contains sufficient data to create the new record, the plug-in creates
the constituent or financial institution record as well.

Also, the import file layout includes a field in which the donor’s country may be specified, allowing the plug-in to
process gifts from foreign countries. Any country-specific processing for a gift is based on the country specified in
this field, rather than on the country in which the nonprofit organization is located.

Because Import Recurring Gifts works with a single import file, the amount of detail you can import for each gift,
constituent, and financial institution is somewhat limited. You can import more detailed information using
Import, but several import files may be needed. Use Import Recurring Gifts to import only basic information for
new gifts, constituents, and financial institutions.

Requirements

¢ The import file must fit a specific layout designed for The Raiser’s Edge. For information about the file layout,
see “Recurring Gifts Import File Layout” on page 89.

Note: You can add new gifts to existing constituent records, and you can use existing banks for routing
payments, but you cannot update existing constituent and bank/financial institution records in Import
Recurring Gifts.

¢ Import Recurring Gifts imports only Individual constituents, not organizations.

¢ You cannot update existing records using Import Recurring Gifts. You can only add new constituent, gift, and
bank records.

¢ For constituent records, only the Preferred Address can be included in the import file.

¢ Import Recurring Gifts supports only the following payment schedule frequencies: Annually, Semi-Annually,
Quarterly, Bimonthly, and Monthly.

e When a new recurring gift import is processed, The Raiser’s Edge first checks for invalid data or data not
satisfying the format required for this import. It then performs a duplicate check to identify records already on
the Raiser’s Edge database. The duplicate search is based on the criteria selected on the Business Rules page in
Configuration. If a duplicate constituent is found where there is only a single matching record in the database,
a new recurring gift is created for the existing constituent. Any invalid data or duplicate constituents with
multiple matches in the database are treated as exceptions and are not imported.

¢ For any new gift records in the import file that do not have a duplicate constituent record already on the
database, the program creates a new constituent record as well as the new recurring gift record. If there is not
enough data to establish a new constituent record, an exception is generated.

* The Raiser’s Edge performs a duplicate search to identify financial institutions in the import file that do NOT
already exist in the Raiser’s Edge database. The criteria for duplicates is based on the Bank + Branch + Sort
Code (Transit/Routing Number, BSB Number, Bank Number, or Institution Number) for each institution. If any
financial institution in the import file does not have a matching record in The Raiser’s Edge, a new financial
institution record is created in Raiser’s Edge based on the data in the import file. If the financial institution
already exists, the program applies the gift against the existing institution, using the account number or credit
card number included in the import file.
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Importing Recurring Gifts

The Import Recurring Gifts plug-in makes it easy to import basic recurring gifts and payment schedules. You can
import any file satisfying the import file layout rules (see “Recurring Gifts Import File Layout” on page 89),
including files supplied by third-party fundraising organizations.

» Importing recurring gifts

1. Select Plug-Ins on the Raiser’s Edge bar. The Plug-Ins screen appears.

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

4 Back » Forward‘ Open in separate windaw

[ |

%
x
=
()
(f)

Database b Database Connection Yiewsr b Fund Graph
Connection b Sample Action Plugin b What is a Plug-In?
Yl b Post-Conversion Assistant » Read Only Database Assistance Query Taal

g‘a”"ﬂe Action b Irnport Recurring Gifts P User Margin Utility
lugin
Post-Conversion
Assistant

Import Recurring
Gifts

Fund Graph
Yihat is 2
Plug-In?

Read Only
Datahase
Aszistance Query
Tool

User Margin
Lltiliby

Import Recurring Gifts

ﬁ' Imports recurring gift information to The Raiser's Edge

‘Welcome to The Raiser's Edge 7 Y



86 CHAPTER

2. Click Import Recurring Gifts. The Import Recurring Gifts screen appears.

i Import Recurring Gifts |

What do vou want to do?

£ Yalidate recuring qift impoart file

What file do pyou want to import?

It file: I _I

Azzign thiz constituent code to new constituents

Constituent code: I j

D ate fram: I 1‘1“,]'

Azzign theze addrezzee’zalutations to new constituents

Frimany addrezsee: I j

Primary salutation: I j

Import options

[~ Cieate IEDnstituent VI query of records imported

[~ Create exception file of records not imported _I

[~ Create exception report 5 Previews € Fiint
[~ Create control report ) Preview €0 Bt

Ik M o | Cancel |

3. In the What do you want to do? frame, you can choose one of two options:

¢ Import recurring gifts is the default option. If selected, The Raiser’s Edge imports data from the
designated file when you click the Import Now button at the bottom of the screen.

¢ Validate recurring gift import file checks the designated file for any invalid data or formats.

4. Under What file do you want to import?, in the Import file field, you must enter the path and file name
of the import file to be processed. This field is required. You can enter the information directly or click the
ellipses to open the Import Recurring Gifts File screen.

Import Recurring Gifts File

Look in: Ia recurring_gifts j & rjc ,

Hiztary

File narme: Iimprecgift.csv j Open I
Files of type: Iﬁl.ll Files [%.7] j Cancel |
%

My Metwork P

[~ Open as read-only
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Browse to the import file, and click Open. You return to the Import Recurring Gifts screen. The import file
name appears in the Import file field.

Under Assign this constituent code to new constituents, select the Constituent code you want assigned
any new constituents included in the import file. This information is stored in the Constituent Codes grid
on the Bio 2 tab of the constituent record. Depending the data entry protocal you established in
Configuration, a constituent code may be required for new records. If it is a requied field and it is not
included in your import file, an exception occures and the information is not imported.

In the Date From field, you can enter a starting date for the constituent code. For example, if you select
“Member” as you Constituent Code, and you want to complete the Date From column in the Constituent
Code grid on the Bio 2 tab of the constituent record, enter the date information here. If you enter Date
From information, the Constituent Code field is required.

Under Assign this addressee and salutation to new constituents, select the Primary addressee you want
assigned any new constituent included in the import file. You can also select the Primay salutation for any
new constituent records. Depending the data entry protocal you established in Configuration, an
addressee/salutation may be required for new records. If it is a requied field and it is not included in your
import file, an exception occures and the information is not imported.

. The Import options frame includes a number of options you can choose to include in the importing
process. The Create <Constituent/Gift> query of records imported and Create exception file of records
not imported checkboxes do not activate if you select Validate recurring gift import file in the What do
you want to do? frame.

¢ Mark Create <Constituent/Gift> query of records imported, and you can specify the type of query you
want created when the import is processed. If the checkbox is checked, either a Constituent Query or a
Gift Query of the records successfully imported from the import file is generated. If the checkbox is not
marked, no query is created.

¢ Mark Create exception file of records not imported to generate an exception file when the import is
processed. This is a comma-delimited file, listing all records not successfully imported. If you mark this
checkbox, in the field you must enter a path and file name for the exception file. If the checkbox is not
marked, no exception file is created

¢ Mark Create exception report to create an exception report. You then must select a form: Preview, to
view the report on the screen before printing, or Print, to automatically print the exception report
when the import process is complete.
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¢ Mark Create control report to create a control report. You then must select a form: Preview, to view
the report on the screen before printing, or Print, to automatically print the report when the import
process is complete.
i Import Recurning Gifts
What do vou want to do?

f*  |mport recuring gifts

" Walidate recuring gift import file

What file do pyou want to import?

Irnpart file: |E:'xFiIes'xImpu:urt_FiIes'xreu:urring_gifts'ximpreu:gift.u:sv J

Azzign thiz constituent code to new constituents

Constituent code:; |Meml:uer ﬂ

Date from: |03/09/2004 &

Azzign theze addrezzee’zalutations to new constituents

Primary addressee; |Mrs and br Margaret & Adams MDD

-
-

Prirary zalutation: |Mr and brz Smith

Import options

[w Create | Constituent > | query of records imported

[+ Create exception file of records not imported | C:AFileshmport_Fileshrecurring_gift J

[w Create exception report @ Preview € Prink

[w LCreate control repu:urlﬁ (+ Preview 1 Print

Ik M o | Cancel |

9. Ifinthe What do you want to do? frame you selected Import recurring gifts, click Import Now to start
the importing process. The program checks for invalid data and duplicate records, and creates new
records where applicable.

Ifin the What do you want to do? frame you selected Validate recurring gift import file, click Validate
Now. The program validates the data in your import file.

10. If you mark Create <Constituent/Gift> query of records imported, in the Import options frame, the Save
Static Query screen appears.

Save Static Query

[luery name; |Hecurring Gifts B

Description: |Constituents imported or updated though

impart recurning aiftz on 08/05/2004 Cancel

Cluery format: Cluery Tupe: Congtituent

W Other users may execute this query Created Fram: Import recurring gifts

[v Other uzers may modify this queny
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Enter a Query name. This is a required field. The name is then included in the list of available queries on
the Query page. You can also enter a Description and allow other users to execute and/or modify the

query.

11. Click Save. The import or validation is processed. When the process is complete, a confirmation screen

appears.

i Import Recurring Gifts E3

Import Recurring Gifts Complete!

Giftz imported: 1
Total amount imported; $200.00
Exceptions: 1

Ereyiew Exceptiom Fepart

Note: The Preview Exception Report button is disabled if you marked Create exception report on the Import
Recurring Gifts screen. If you did not mark this checkbox, the button is activated, allowing you to view the
exception report for the import file.

Click Close. The control report preview and/or exception report preview displays or the applicable reports
are sent to the printer, depending on which checkboxes you marked on the Import Recurring Gifts screen.

12. From the report screen, you can print the report or click the “X” in the upper right corner to close the
report and return to the Plug-Ins screen.

Recurring Gifts Import File Layout

All import files for Recurring Gift imports must use the following layout.

Last Name

Surname for UK, AU, & NZ

First Name

Middle Name

Title 1

If the entry does not already exist, it is added
automatically as a new table entry

Suffix 1

If the entry does not already exist, it is added
automatically as a new table entry

Constituent ID

Must be unique; is not used in Duplicate Search
routine unless it is part of the defined duplicate
criteria

Country

Country-specific processing is based on this field’s
value
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Address Line 1

Is concatenated with other address lines

Address Line 2

Is concatenated with other address lines

Address Line 3

Is concatenated with other address lines

City Suburb for AU
County for UK / Suburb for NZ / Province for CA —
State Use 2-Character postal abbreviation for US and CA;
all others are table lookups
7i Postcode for UK & AU / Postal Code for CA / Post
P Code for NZ
Birth date

Phone Number

Phone Type

Phone Number 2

Phone Type 2

Phone Number3

Phone Type3

Tax Declaration Made

Date field - UK only

Tax Declaration Starts

Date field - UK only

Tax Declaration Ends

Date field - UK only

Tax Declaration
Indicator

UK only

Confirmation Sent

Date field - UK only

Confirmation

Date field - UK only

Returned

Pays Tax UK only
Tax Status UK only
Tax Declaration UK only

Constituent Attribute
Category

Constituent Attribute
Comment

Constituent Attribute
Date
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Constituent Attribute
Description

Constituent Attribute
Category 2

Constituent Attribute
Comment 2

Constituent Attribute
Date 2

Constituent Attribute
Description 2

Constituent Attribute
Category 3

Constituent Attribute
Comment 3

Constituent Attribute
Date 3

Constituent Attribute
Description 3

Sort Code for UK / Transit/Routing No. for US / BSB

Sort Code No. for AU / Institution No. for CA / Bank No. for NZ
When a bank is added, it will be marked as
Bank Name ‘primary’ if a primary bank for that constituent

does not already exist.

Branch Name

Address Line 1

Address Line 2

Address Line 3

City Suburb for AU
County for UK / Suburb for NZ / Province for CA —
State Use 2-Character postal abbreviation for US and CA.
All others are table lookups.
7IP Postcode for UK & AU / Postal Code for CA / Post

Code for NZ

Account Number

Account Name

Only used for UK and AU.

Direct debit reference
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Direct debit reference
date

Credit Card Type

If the entry does not already exist, it is added
automatically as a new table entry

Credit Card Number

Credit Card Expires On

Credit Card Name

Gift ID
Gift Amount
Gift Date
. If the Fund does not already exist, it is added
Gift Fund automatically as a new Fund
. . If the Campaign does not already exist, it is added
Gift Campaign automatically as a new Campaign
. If the Appeal does not already exist, it is added
Gift Appeal automatically as a new Appeal
Gift Package If the Package does not already exist, it is added

automatically as a new Package

Gift Letter Code

Gift Reference

Gift Frequency

Annually, Semi-Annually, Quarterly, Bimonthly,
Monthly are supported

Gift Schedule Start On

Date First Pay

Gift Schedule End On

If Recurring gift is not open-ended

DDI Source UK only
DDI Source Date UK only
Instruction Type to UK only
Send

Send Instruction UK only

Gift Attribute
Category

Gift Attribute
Comment

Gift Attribute Date
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Gift Attribute
Description

Gift Attribute
Category 2

Gift Attribute
Comment 2

Gift Attribute Date 2

Gift Attribute
Description 2

Gift Attribute
Category 3

Gift Attribute
Comment 3

Gift Attribute Date 3

Gift Attribute
Description 3

Standing Order
Indicator

“Yes” means Pay Method = Standing Order

Standing Order Sent
Indicator

“Yes” means Standing Order Sent

Standing Order Sent
On

Date field; UK and NZ only

Recurring Gifts Import File Layout Notes

All table entries are added on the fly if a match cannot be found. A match is made by checking the long
description and then the short description, if the table has a short description.

If Bank information is specified, then no credit card information is needed. The gift is created as a direct debit

payment type.

If no bank information is specified, then credit card information should be specified.
All gifts have the EFT checkbox checked.
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Import Layout Tables

Import tables provide you with the information necessary to import records with headers. All Available Fields in
The Raiser’s Edge are listed in this section, arranged based on import types. Next to these fields, the Import ID
you must provide with the header is listed. The tables also offer information on Allowed Values and Notes.

Remember, all Import IDs must be unique within their own type, and no CR-LFs are allowed inside import fields.
In memo and text fields, a CR-LF is represented by /n. Memo fields contain text with a maximum length of 64,000
characters; text fields may contain up to 255 characters.

For table lookup fields, punctuation is important but leading and trailing spaces are not (e.g., “Mr.” <> “Mr”, “
MR. “ = “MR.”). Please note that although capitalization does not matter when adding to code tables, the fields
are put into The Raiser’s Edge exactly as they appear in the first occurrence in the import file. The order of fields
within an import file does not matter. However, you may find it easier to manage your import file if related fields
are grouped together.

Multiples of the same record type must have a two digit extension at the end (e.g., 01, 02, 03, ... 99). There is an
option to add Table Lookup fields not currently in the table. However, some tables do not allow additions, such as
the Salutation table and Attribute table. The Notes column in the field list specifies if values can be added. Any
fields left blank are ignored. Any field set as “required” in Configuration must be present in the import file when
importing new records. Records that do not have a value for the required field generate an exception.

Some fields are used to link another constituent in your database with the current record. These link fields
contain the Import ID of the constituent record to which you are linking. For instance, if Joe Doe’s wife, Jane Doe,
is also a constituent in your database, put Jane Doe’s Import ID into the SPLink import field for Joe Doe’s record.
When linking to a campaign, fund, appeal, or event record, use the campaign, fund, appeal, or event ID, not the
import ID in the link field. Fill in link fields only if you are linking to another record.

Import Checklist

When importing constituent records, remember the following.

Warning: Confirm you have a good backup of your database before running any imports/updates.
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L if a constituent is flagged to normally give gifts anonymously, any gift being imported will NOT automatically
be flagged as anonymous unless specified in the import file.

(L maiden name, Known name, and Spouse name are automatically written to the list of aliases for the
constituent based on the setting in Business Rules.

Q Import automatically generates the Constituent ID based on the parameters specified in Business Rules.

L if the constituent has no address, the first address imported for that constituent is flagged as the Preferred
address. If the constituent has addresses but you are importing a new one flagged as the Preferred address,
the Preferred flag is removed from the previously existing address. If several addresses for the same
constituent are imported with the Preferred flag on, the last one in the import file is set to the Preferred
Address.

Qifa subsidiary of a parent corporation is being imported, the Number of subsidiaries field on the Bio 1 tab of
the parent corporation’s constituent record will not be automatically updated.

L if importing an address with a country that did not exist before, the formatting for that country defaults to the
country that is stamped in the database.

U if an attribute is marked in Configuration to allow only one per record, an exception is generated if more than
one attribute of that category is in the import file for a constituent, or if an attribute of that category already
exists on a constituent’s record.

U individuals and organizations can be imported in the constituent import file. Fields pertaining only to
individuals (Birth date, Birthplace) are ignored for organizations and vice versa.

U constituent information is updated through links. For instance, if you run a Constituent Import and include
name, maiden name, and title information for a relationship who is also a constituent, the new relationship
information overwrites the existing constituent information. However, when both parties in a relationship are
also constituents, you cannot update the biographical information (everything located in the Biographical
section of the Bio 1 tab of an individual constituent record), for one or both of those constituents using an
Individual Relationship Import. You must use a Constituent Import.

L When importing gift records, remember the following:

L When a pledge is imported into The Raiser’s Edge, if no installment information is entered, the program
creates one installment using “Single Payment” as the frequency, the system date as the starting date, one as
the number of payments, and the pledge amount as the installment amount. If partial installment schedule
information is entered, the record is not imported and an exception is generated stating “Insufficient
installment information”.

O Al matching gift pledges have one installment created by default.

U Thereis one import file type for importing/updating installments - Installments. You can choose to Import new
records or Update existing records using this import type. The total of all installments for a pledge must equal
the amount of the pledge. If not, the program generates an exception.

Q Imported installments must have “No” payments applied to the pledge, because importing the new
installments deletes all existing installments for the pledge.

Q Updating installments does not update any installment with a payment applied. However, any existing
installments with no payments applied are updated.

O all pledge payments imported should be linked to the pledge being paid not the installment being paid.
Installments are paid in chronological order.
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Action Imports

Using Import, you can import new actions into constituent or event records in The Raiser’s Edge, update existing
actions, or create an import file of action information.

The list below shows the available import types for importing actions. Each of these is a separate import type. The
tables below the list display the fields available for each import type.

e Appeal Action Fields

¢ Appeal Action Attribute Fields

¢ Appeal Action Notepad Fields

¢ Appeal Action Solicitor Fields

e Constituent Action

¢ Constituent Action Attribute (also available as part of a Constituent Action import)
¢ Constituent Action Notepad Fields

¢ Constituent Action Solicitor

e Event Action

¢ Event Action Attribute (also available as part of an Event Action import)
¢ Event Action Notepad Fields

¢ Event Action Solicitor

Appeal Action Fields

The Appeal Action Import is used to update or create action information on an appeal record or to create an
import file containing that information.

Raiser’s Edge Field (Import Name Required ? Allowed Values |Notes
Action Date ACDate Required to add Date
new and create
Action Import ID ACImplID Required to update | Text up to 20
existing action and |characters
create
Campaign ACCampaign Campaign ID or
Description of
existing Campaign
Category ACCat Phone Call, Defaults to Phone
Meeting, Mailing, |Call
Email, Task/Other
Completed ACCompleted Yes, No, True, Requires
False,Y,N, T, F completed on date
Completed Date ACCompletedDate Date Visible on record if
Completed = Yes,
True, Y, T
Email ACEmail Text up to 100
characters
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

End Time ACEndTime Time End time must be
later than start
time if start time is
entered

Appeal ID AppeallD * See note at end

of table
Fund ACFund FundID or
Description of
existing fund
Letter AClLetter User-defined code |New letter can be
table values added to table
during import if
checkbox is on

Location ACLocation User-defined code |New location can

table values be added to table
during import if
checkbox is on

Notes ACNotes Memo

Phone ACPhone Text up to 100

characters

Priority ACPriority Low, Normal, High |Default = Normal

Start Time ACStartTime Time Start time must be
earlier than end
time if end time is
entered

Status ACStatus User-defined code |New status can be

table values added to table
during import if
checkbox is on

Action Type ACType User-defined code |New type can be

table values

added to table
during import if
checkbox is on

*This field is required to add new actions. When updating an existing action, an exception is generated if the

appeal linked does not match the existing action’s appeal.

Appeal Action Attribute Fields

The Appeal Action Attribute Import is used to update or create action attribute information on an appeal record

or to create an import file containing that information.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Action Import ID

ACImplID

Required to add
new, update
existing, and create

Import ID of
existing Action

Link to Action




new

of attribute as set
in Configuration

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Attribute Import ID |ACAttrimpID Required to update | Text up to 20 Import ID of action
existing and create |characters attribute
Category ACAttrCat Required to add User-defined table
new and create values
Comments ACAttrCom Text up to 50
characters
Action Attribute ACAttrDate Date
Date
Description ACAttrDesc Required to add Depends on type

Appeal Action Notepad Fields

The Appeal Action Notepad Import is used to update or add notes to appeal action records or create an import

file containing appeal action note information.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

import file

Action Import ID AALink Required to add Import ID of Link to Action
new, update existing Action
existing, and create

Author AANoteAuth

Note Date AANoteDate Required to create
import file

Description AANoteDesc

Notepad Import ID |AANotelmplD Required to create
import file

Notes AANoteNotes

Title AANoteTitle

Note Type AANoteType Required to create

Appeal Action Solicitor Fields

The Appeal Action Solicitor Import is used to create solicitor action information on an appeal record or to create
an import file containing that information.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Action Import ID

ACImplID

Required to add
new and create

Import ID of
existing Action

Link to Action
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Solicitor Import ID  |ACSollmpID Required to add Import ID of This does not have
new and create Constituent who is |to be a solicitor
a solicitor already assigned to

the constituent,
but it must be an
existing solicitor in
the database. This
field can be
indexed to allow
importing of
multiple solicitors
assigned to this
action.

Constituent Action Fields

The Constituent Action Import is used to update or create action information on a constituent record or to create
an import file containing that information.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

False,Y,N, T, F

Action Date ACDate Required to import |Date
new
Action Import ID ACImpID Required to update | Text up to 20
existing action characters
Alert Title ACAlertTitle Text
Appeal ACAppeal Appeal ID or
Description of
existing Appeal
Campaign ACCampaign Campaign ID or
Description of
existing Campaign
Category ACCat Phone Call, Defaults to Phone
Meeting, Mailing, |Call if left blank
Email, Task/Other
Completed ACComplete Yes, No, True, Require

“Completed date”
if value = Yes, True,
Y, T

Completed Date

ACCompleteDate

Required when
adding new if
“Completed” = Yes,
True, Y, T

Date

Visible only on
action record if
“Completed” = Yes,
True, Y, T

Constituent ID ConsID * See note at end |Text up to 20
of table characters

Constituent Import |ImportID * See note at end |Text up to 20

ID of table characters
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Constituent SSN SSNum * See note at end |Text up to 20 Security settings
(US)/SIN (Can)/NIN of table characters determine ability
(UK)/ID2 (Aus, NZ) to import this

information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Contact ACContact Import ID of Only for
Relationship (for  |Organizations; Link
contact) to Contact

(Relationship must
be marked as

contact)
Delivery Method ACDeliveryMethod Text
Email ACEmail Text up to 100
characters
End Time ACEndTime Time End time must be
later than start
time if start time is
entered
Fund ACFund Fund ID or
Description of
existing fund
Issue AClssue Text
Letter ACletter User-defined code |New letter can be
table values added to table
during import if
checkbox is on
Location ACLlocation User-defined code |New location can
table values be added to table
during import if
checkbox is on
Message ID ACMessagelD
Notes ACNotes Memo
Phone ACPhone Text up to 100
characters
Priority ACPriority Low, Normal, High |Default = Normal
Proposal ProposallmpID ** See note at end |Import ID of Creates exception

of table

existing Proposal
for this constituent

if proposal does
not belong to same
constituent as
action

Recipient Nam

ACRecipient

Text
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Start Time

ACStartTime

Time

Start time must be
earlier than end
time if end time is
entered

Status

ACStatus

User-defined code
table values

New status can be
added to table
during import if
checkbox is on

Action Type

ACType

User-defined code
table values

New type can be
added to table
during import if
checkbox is on

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. If available, the field is required to add new
constituent notepads. The other two fields are ignored.

** This field is available only if you have Prospect Research Management.

Constituent Action Attribute Fields

The Constituent Action Attribute Import is used to update or create action attribute information on a constituent
record or to create an import file containing that information.

new

of attribute as set
in Configuration

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Action Import ID ACImplID * See note atend |Import ID of Link to Action;
of table existing Action Creates exception
if action does not
match action of
attribute being
updated
Attribute Import ID |ACAttrimpID Required to update | Text up to 20 Import ID of action
existing action characters attribute
attribute
Category ACAttrCat Required to add User-defined table
new values
Comments ACAttrCom Text up to 50
characters
Attribute Date ACAttrDate Date
Description ACAttrDesc Required to add Depends on type

*This field is available for constituent action attribute imports and event action attribute imports. If available, this

field is required to add new records.




Constituent Action Notepad Fields

The Constituent Action Notepad Import is used to update or add notes to constituent action records or create an

import file containing constituent action note information.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Action Import ID CALink Required to add Import ID of Link to Action
new, update existing Action
existing, and create

Author CANoteAuth

Constituent Action |CANoteDate Required to create

Notepad Date import file

Description CANoteDesc

Notepad Import ID |CANotelmpID Required to create
import file

Notes CANoteNotes

Title CANoteTitle

Constituent Action |CANoteType Required to create

Notepad Type import file

Constituent Action Solicitor Fields

The Constituent Action Solicitor Import is used to update or create solicitor action information on a constituent

record or to create an import file containing that information.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Solicitor Import ID

ACSollmpID

Required

Import ID of
Constituent who is
a solicitor

This does not have
to be a solicitor
already assigned to
the constituent,
but it must be an
existing solicitor in
the database. This
field can be
indexed to allow
importing of
multiple solicitors
assigned to this
action.

Action Import ID

ACImplID

Required

Import ID of
existing Action

Link to Action

Note: This import type can be used to import solicitors for an action. Solicitors already on the action record

remain and cannot be changed or deleted through Import.
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Event Action Fields

The Event Action Import is used to update or create action information on an event record or to create an import

file containing that information.

Raiser’s Edge Field |Import Name Required ? Allowed Values |Notes
Action Date ACDate Required to add Date
new
Action Import ID ACImplID Required to update | Text up to 20
existing action characters
Campaign ACCampaign Campaign ID or
Description of
existing Campaign
Category ACCat Phone Call, Defaults to Phone
Meeting, Mailing, |Call
Email, Task/Other
Completed ACComplete Yes, No, True, Requires
False,Y,N, T, F completed on date
Completed Date ACCompleteDate Date Visible on record if

Completed = Yes,

True, Y, T
Email ACEmail Text up to 100
characters
End Time ACEndTime Time End time must be
later than start
time if start time is
entered
Event ID EventID * See note at end
of table
Fund ACFund FundID or
Description of
existing fund
Letter AClLetter User-defined code |New letter can be
table values added to table
during import if
checkbox is on
Location ACLocation User-defined code |New location can
table values be added to table
during import if
checkbox is on
Notes ACNotes Memo
Phone ACPhone Text up to 100
characters
Priority ACPriority Low, Normal, High |Default = Normal
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Start Time

ACStartTime

Time

Start time must be
earlier than end
time if end time is
entered

Status

ACStatus

User-defined code
table values

New status can be
added to table
during import if
checkbox is on

Action Type

ACType

User-defined code
table values

New type can be
added to table
during import if
checkbox is on

*This field is required to add new actions. When updating an existing action, an exception is generated if the

event linked does not match the existing action’s event.

Event Action AttributeFields

The Event Action Attribute Import is used to update or create action attribute information on an event record or
to create an import file containing that information.

new

of attribute as set
in Configuration

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Action Import ID ACImplID Required Import ID of Link to Action
existing Action
Attribute Import ID |ACAttrimpID Required to update | Text up to 20 Import ID of action
existing action characters attribute
attribute
Category ACAttrCat Required to add User-defined table
new values
Comments ACAttrCom Text up to 50
characters
Attribute Date ACAttrDate Date
Description ACAttrDesc Required to add Depends on type

Event Action Notepad Fields

The Event Action Notepad Import is used to update or add notes in event action records or create an import file

containing event action note information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Action Import ID EALink Required to add Import ID of Link to Action
new, update existing Action
existing, and create
Author EANoteAuth
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Note Date EANoteDate Required to create
import file
Description EANoteDesc
Notepad Import ID |EANotelmplD Required to create
import file
Notes EANoteNotes
Title EANoteTitle
Note Type EANoteType Required to create
import file

Event Action Solicitor Fields

The Event Action Solicitor Import is used to update or create solicitor action information on an event record or to

create an import file containing that information.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Action Import ID ACImplID Yes Import ID of Link to Action
existing Action

Solicitor Import ID  |ACSollmpID Yes Import ID of This does not have
Constituent who is |to be a solicitor
a solicitor already assigned to

the constituent,
but it must be an
existing solicitor in
the database. This
field can be
indexed to allow
importing of
multiple solicitors
assigned to this
action.

Appeal Imports

Using Import, you can import new appeals into The Raiser’s Edge, update existing appeal records, or create an
import file of appeal information.

The list below shows the available import types for importing appeals and packages. Each of these is a separate
import type. The tables below the list show the fields that display for each import type.

Note: The appeal import type does not import appeals to the Appeals tab in a constituent record. If you want the
appeal information imported to the Appeals tab of a constituent record, you must run a constituent import.

e Appeal

¢ Appeal Attribute (also available as part of an Appeal import)
¢ Appeal Benefit

¢ Appeal Campaign
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Appeal Expense

Appeal Fund

Appeal Package

Package Benefit

Appeal Fields

The Appeal Import is used to update or create appeal records in The Raiser’s Edge or to create an import file

containing appeal information.

Package Attribute (also available as part of a Package import)

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

greater than start
date if start date is
present

Appeal ID AppeallD Required to add Unique name up to |If the ID already
new and update |20 characters exists, this updates
existing that Appeal

Appeal Notes APNotes Text Memo field

Benefit Notes APBenNotes Text Memo field

Category APCat User-defined table |New category can

values be added to table
during import if
checkbox is on

Default Campaign APDefCamp Campaign ID ID of an existing

Campaign

Default Fund APDefFund Fund ID ID of an existing

Fund
Default Gift Amount |APGiftAmt Currency up to
$1,000,000,000.00

Description APDesc Required to add Unique text up to
new 100 characters

End Date APEndDate Date must be

False, Y,N, T, F

Include Benefit APIncludeNotes Yes, No, True, Default = No
Notes on Receipt False,Y,N, T, F
Is inactive APInactive Yes, No, True, Default = No
False, Y,N, T, F
Limit Campaigns APLimitCamp Yes, No, True, Limit gift entry to
False, Y,N, T, F associated
campaigns only;
Default = No
Limit Funds APLimitFund Yes, No, True, Limit gift entry to

associated funds
only; Default = No
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Number Solicited

APNumSolicited

Numeric up to
1,000,000,000
(>=0)

Default=0

Overall Goal APGoal Currency up to
$1,000,000,000.00
Start Date APStartDate Date must be

before end date if
end date is present

Appeal Attribute Fields

The Appeal Attribute Import is used to update or create appeal attribute information on an appeal record or to

create an import file containing that information.

new

of attribute as set
in Configuration

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Appeal Import ID AppeallD * See note at end |ID of existing Link to an Appeal;
of table Appeal Creates exception
if appeal does not
match appeal of
attribute being
updated
Attribute Import ID |APAttrimpID Required to update | Text up to 20 Import ID of
existing characters attribute
Category APAttrCat Required to add User-defined table
new values
Comments APAttrCom Text up to 50
characters
Gift Date APAttrDate Date
Description APAttrDesc Required to add Depends on type

*This field is available for appeal attribute imports. If available, this field is required to add new and update

existing records.




Appeal Benefit Fields

The Appeal Benefit Import is used to update or create appeal benefit information on an appeal record or to

create an import file containing that information.

$1,000,000,000.00

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Appeal ID AppeallD Required to add ID of existing Link to an Appeal;
new Appeal Creates exception
if appeal does not
match appeal of
benefit being
updated
Benefit APBenBen Required to add User-defined table |New benefit can be
new benefit values added to table
during import if
checkbox is on
Benefit Import ID APBenlmplD Required to update |Import ID of
existing benefit existing Appeal
Benefit
Comments APBenCom Text up to 255
characters
Count APBenCount Numeric up to 999 |Default =0
(>=0)
Sent APBenSent Date
Total Benefit Value |APBenTotVal Currency up to

Unit Cost

APBenUnitCost

Currency up to
$1,000,000,000.00

Defaults to SO

Appeal Campaign Fields

The Appeal Campaign Import is used to create campaign information on an appeal record or to create an import

file containing that information.

campaign that is to
be associated with
the Appeal

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Appeal AppeallD Required ID of existing Link to Appeal
Appeal
Campaign APCamplID Required ID of existing

Note: This import type can only be used to import existing campaigns newly associated with an appeal.

Campaigns already associated with this appeal remain and cannot be changed or deleted through Import.
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Appeal Expense Fields

The Appeal Expense Import is used to update or create appeal expense information on an appeal record or to

create an import file containing that information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Gift Amount APExpAmt Required to add Currency up to
new $1,000,000,000.00
Appeal AppeallD Required to add ID of existing Link to an Appeal;
new Appeal Creates exception
if appeal does not
match appeal of
expense being
updated
Budgeted APExpBud Currency up to
$1,000,000,000.00
Comments APExpCom Text up to 30
characters
Gift Date APExpDate Date
Expense APEXpExp Required to add User-defined table |New expense can
new values be added to table
during import if
checkbox is on
Expense Import ID  |APExpImplID Required to update
existing
Package ID PackagelD ID of existing Link to package;
package Must be existing
package for this
appeal.

Appeal Fund Fields

The Appeal Fund Import is used to create fund information on an appeal record or to create an import file

containing that information.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Appeal

AppeallD

Required

ID of existing
Appeal

Link to Appeal

Fund ID

APFundID

Required

ID of existing fund
that is to be
associated with the
Appeal

Note: This import type is used to import existing funds newly associated with an appeal. Funds already associated

with this appeal remain and cannot be changed or deleted through Import.
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Appeal Package Fields

The Appeal Package Import is used to update or create appeal package information on an appeal record or to

create an import file containing that information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Appeal AppeallD Required to add ID of existing Link to an Appeal;
new Appeal Creates exception
if appeal does not
match appeal of
package being
updated
Benefit Notes PKBenNotes memo
Category PKCat User-defined table |New category can
values be added during
import if checkbox
ison
Default Gift Amount |PKGiftAmt Currency up to Default=0
$1,000,000,000.00
Description PKDesc Required to add Text up to 100
new characters
End Date PKEndDate Date
Include Benefit PKIncludeNotes Yes, No, True, Default = No
Notes on Receipt False,Y,N, T, F
Is Inactive PKlInactive Yes, No, True, Default = No
False, Y,N, T, F
Notes PKNotes Currency
Number Solicited PKNumSolicited Numeric up to Default =0
1,000,000,000
Overall Goal PKGoal
Package ID PackagelD Required to add Text up to 20
new characters
Start Date PKStartDate Date

Package Attribute Fields

The Package Attribute Import is used to update or create package attribute information on an appeal record or to

create an import file containing that information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Appeal ID AppeallD * See note at end |ID of existing Link to an Appeal;
of table Appeal Creates exception

if appeal does not
match appeal of
package attribute
being updated
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Attribute Import ID |PKAttrimpID Required to update | Text up to 20 Import ID of
existing attribute |characters attribute
Category PKAttrCat Required to add User-defined table
new values
Comments PKAttrCom Text up to 50
characters
Gift Date PKAttrDate Date
Description PKAttrDesc Required to add Depends on type
new of attribute as set
in Configuration
Package ID PackagelD * See note atend |ID of existing Link to a Package;
of table Package Must be existing
package for this
appeal

*This field is available only for package attribute imports. If available, this field is required to add new records.

Package Benefit Fields

The Package Benefit Import is used to update or create package benefit information on an appeal record or to

create an import file containing that information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Appeal ID AppeallD Required to add Import ID of Link to an Appeal;
new and update |existing Appeal Creates exception
existing if appeal does not
match appeal of
package benefit
being updated
Benefit PKBenBen Required to add User-defined table |New benefit can be
new benefit values added to table
during import if
checkbox is on
Benefit Import ID PKBenImplID Required to update |Import ID of
existing benefit existing Package
Benefit
Comments PKBenCom Text up to 255
characters
Count PKBenCount Numeric up to 999 |Defaultsto 0
Package ID PackagelD Required to add Import ID of Link to a Package;
new existing Package  |Must be existing
package for this
appeal
Sent PKBenSent Date
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes

Total Benefit Value |PKBenTotVal Currency Although this field
does calculate
when unit cost and
count data are
entered in The
Raiser’s Edge, it is
NOT calculated
when imported.

Unit Cost PKBenUnitCost Currency up to Defaults to SO
$1,000,000,000.00

Bank/Financial Institution Imports

Using Import, you can import new bank information into The Raiser’s Edge, update existing bank information, or
create an import file of bank information.

The table below shows the available import types for importing banks/financial institutions. Each of these is a
separate import type. The tables below the list show the fields that display for each import type.

¢ Bank Phone Numbers
e Bank/Financial Information

Bank/Financial Institution Phone Fields

The Bank/Financial Institution Phone Import is used to update or create bank telephone information on a
configuration level or to create an import file containing that information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Bank Import ID BAImpID Required to add Text up to 20 Link to
new characters Bank/Financial

Institution; Creates
exception if bank
does not match
bank of phone
being updated

Phone Import ID BAPhonelmpID Required to update | Text up to 20

existing characters

Phone Number BAPhoneNum Required to add Text up to 100
new characters

Phone Type BAPhoneType Required to add User-defined table |New Type can be
new values added to table

during import if
checkbox is on
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Bank/Financial Institution Fields

The Bank/Financial Institution Import is used to update or create bank information on a configuration level or to

create an import file containing that information.

values

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Abbreviation BAAbbr Aus only
Account Name BAAcctName Text up to 50 This field imports
characters only if Sponsoring
Bank option is On
Account Number BAAcctNum Text Max length = 16;
This field imports
only if Sponsoring
Bank option is On;
Security settings
determine ability
to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Address Lines BAAddrlines Text up to 150
characters
Bank Import ID BAImpID Required to update | Text up to 20 Bank/Financial
existing characters institution import
ID
Bank Name BAFinInstit Required to add Text up to 100 Combination of
new characters Bank/Financial
Institution name
and
Branch/Agency
name must be
unique
Bank Number BANumber NZ only
Branch BABranch Text up to 100 Combination of
characters Bank name and
Branch/Agency
name must be
unique
City BACity Text up to 50
characters
Country BACountry User-defined table |New Country can

be added to table
during import if
checkbox is on
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
County BACounty For all users except
US and NZ
Destination BADestID Canada only
Immediate Origin - |BAOther Required if Up to 10 digits —
Other Immediate Origin |alpha characters
Type is set to are invalid
“Other”
Immediate Origin BAOrigType “Transit/Routing  |US only; Defaults
Type no.” and “Other” |to “Transit/Routing
no.”; If Immediate
Origin Type =
Transit/Routing
No., “Other” field
will be ignored; if
Origin Type =
Other, “Transit
/Routing no” field
will be ignored.
Notes BANotes Text up to 1000
characters
NZ City BANZCity User-defined table |New city can be
values added to table
during import if
checkbox is on.
NZ Suburb BASuburb User-defined table |New suburb can be
values added to table
during import if
checkbox is on.
Region BARegion User-defined table |New Region can be
values added to table
during import if
checkbox is on
Sponsoring Bank BASponBank Yes, No, True, Default = No
False,Y,N, T, F
State/Province (for |BAState User-defined table
Canada) values
Transit/Routing BATransRoutNum Up to 8 digits Formatted with

Number (US)/BSB
Number (Aus)/Sort
Code (UK)/Bank
Number (NZ)/
Institution Number
(Can).

(US)/ BASortCode
(UK)/BAlnstID
(Can)/BABSBNum
(Aus).

—alpha characters
are invalid; no
formatting
(M)

leading zeros if < 8
digits are entered
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes

User Number BAUserNum Text Max length = 24;

This field imports
only if Sponsoring
Bank option is On

ZIP (US); Post code |BAZip
(NZ); Postcode (UK,
Aus); Postal Code
(Can)

Campaign Imports

Using Import, you can import new campaigns into The Raiser’s Edge, update existing campaign records, or create
an import file of campaign information.

The list below shows the available import types for importing campaigns. Each of these is a separate import type.
The tables below the list show the fields that display for each import type.

e Campaign
e Campaign Appeal
e Campaign Attribute (also available as part of a Campaign import)

¢ Campaign Fund

Campaign Fields

The Campaign Import is used to update or create campaign records in The Raiser’s Edge or to create an import
file containing campaign information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Campaign ID CamplD Required to add Unique name up to
new 20 characters
Category CampCat User-defined table |New category can
values be added to table

during import if
checkbox is on

Default Appeal CampDefAppeal Appeal ID ID of an existing
Appeal
Default Fund CampDefFund Fund ID ID of an existing
Fund
Description CampDesc Required to add Unique text up to
new 100 characters
End Date CampEndDate Date must be

greater than start
date if start date is
present

Is Inactive Camplnactive Yes, No, True,
False,Y,N, T, F




Raiser’s Edge Field Import Name Required ? Allowed Values Notes

Limit Appeals CamplLimitAppeal Yes, No, True,
False,Y,N, T, F

Limit Funds CamplLimitFund Yes, No, True,
False,Y,N, T, F

Notes CampNotes Memo

Overall Goal CampGoal Currency up to
$1,000,000,000.00

Start Date CampStartDate Date; must be
before end date if
end date is present

Campaign Appeal Fields

The Campaign Appeal Import is used to create appeals in campaign records in The Raiser’s Edge or to create an

import file containing campaign appeal information.

new

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Appeal ID CampAppeallD Required to add ID of existing
new Appeal thatisto be
associated with the
Campaign
Campaign ID CamplD Required to add

Note: This import type is used to import existing appeals newly associated with a campaign. Appeals already

associated with this campaign remain and cannot be changed or deleted through Import.

Campaign Attribute Fields

The Campaign Attribute Import is used to update and create attributes in campaign records in The Raiser’s Edge

or to create an import file containing campaign attribute information.

characters

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Attribute Import ID |CampAttrimplD Required to update | Text up to 20 Import ID of
existing characters attribute
Campaign ID CamplID * See note at end |ID of existing Link to a
of table Campaign Campaign; Creates
exception if
campaign does not
match campaign of
attribute being
updated
Category CampAttrCat Required to add User-defined table
new values
Comments CampAttrCom Text up to 50
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Gift Date CampAttrDate Date
Description CampAttrDesc Required to add Depends on type
new of attribute as set
in Configuration

*This field is available for campaign attribute imports. If available, this field is required to add new records

Campaign Fund Fields

The Campaign Fund Import is used to create funds in campaign records in The Raiser’s Edge or to create an
import file containing campaign fund information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Fund ID CampFundID Required to add ID of existing
new Appeal thatisto be
associated with the
Campaign
Campaign ID CamplD Required to add
new

Note: This import type is used to import existing appeals newly associated with a campaign. Appeals already
associated with this campaign remain and cannot be changed or deleted through Import.

Constituent Imports

Using Import, you can import a new constituent into The Raiser’s Edge, update an existing constituent, or create
an import file with the constituent information.

The list below shows the available import types for importing constituents. Each of these is a separate import
type. The tables below the list show the fields that display for each import type.

e Additional Addressee/Salutation

e Constituent

e Constituent Address

¢ Constituent Address Attribute (also available as part of a constituent address import)
¢ Constituent Alias

¢ Constituent Appeal

e Constituent Attribute

¢ Constituent Bank

¢ Constituent Code

e Constituent Credit Card

¢ Constituent Notepad

¢ Constituent Phone

¢ Constituent Solicitor

¢ Education Attribute (also available as part of an Education/School Relationship Import)
¢ Education Major
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Education Minor

Education/School

Individual Relationship

Individual Relationship Address Attribute (not available as part of a constituent import)
Individual Relationship Attribute (also available as part of an Individual Relationship Import)
Individual Relationship Phone

Organization Relationship

Organization Relationship Address Attribute (not available as part of a constituent import)
Organization Relationship Attribute (also available as part of an Organization Relationship Import)
Organization Relationship Phone

Proposal

Proposal Attribute (also available as part of a Proposal Import)

Proposal Notepad

Proposal Solicitor

Prospect Financial Information

Prospect Other Gift

Prospect Philanthropic Interest

Prospect Rating

Prospect Will Not Give To

Solicit Code

Solicitor Goal

Spouse

Spouse Business

Spouse Education/School

Spouse Phone

Tribute

Volunteer

Volunteer Assignment Interest

Volunteer Availability

Volunteer Award

Volunteer Checklist

Volunteer Courses/Training

Volunteer Job Assignment

Volunteer Medical Information

Volunteer Skills/Experience

Volunteer Special Need

Volunteer Time Sheet

Volunteer Type

Note: Proposal and prospect import types are available with Prospect Research Management only.
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Additional Addressee/Salutation Fields

The Additional Addressee/Salutation Import is used to update or create additional addressees/salutations for

constituents or to create an import file of additional addresses/salutations for constituents. Additional
constituent addresses/salutations can also be created and updated using a Constituent Import.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

n ID Number

Addressee/Salutatio

AddSallD

Yes

n Import ID

Addressee/Salutatio

AddSallmpID

Yes

Required if you are
creating an import
file and intend to
update the
information and
import it back into
The Raiser’s Edge

n Text

Addressee/Salutatio

AddSalText

Yes, conditionally

Required if adding
editable
addressee/salutati
on

Constituent Import
ID

ImportID

Yes, conditionally;
*see note at end of
table

Required if the
addressee/salutati
on being
imported/updated
is for a constituent,
and you are
identifying the
constituent by the
Constituent Import
ID

Constituent ID

ConsID

Yes, conditionally;
*see note at end of
table

Required if the
addressee/salutati
on being
imported/updated
is for a constituent,
and you are
identifying the
constituent by the
Constituent Import
ID
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Constituent SSN

SSNum

Yes, conditionally;
*see note at end of
table

Required if the
addressee/salutati
on being
imported/updated
is for a constituent,
and you are
identifying the
constituent by the
Constituent SSN;
Security settings
determine ability
to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.

Editable

AddSalEditable

Yes, Required if
adding an editable
addressee/salutati
on

Required if adding
an editable
addressee/salutati
on.

Individual
Relationship Import
ID

AddSallRImpID

Yes, conditionally;
*see note at end of
table

Required if the
addressee/salutati
on being
imported/updated
is for an individual
relationship who is
a constituent

Type

AddSalType

Yes

Required if you
create an import
file and then
append new
addressee/salutati
ons to the file

*These fields are available for only additional addressee/salutation imports. If available, one of the three

constituent identifier fields (ConsID, ImportID, and SSNum ), or the Individual relationship import ID are required

to add new, depending on whether or not the add/sal is for a constituent or a relationship who is not a

constituent. If the add/sal is for a relationship who is not a constituent, the individual relationship import ID is
required. The three constituent identifier fields are ignored. It must contain the import ID of an existing individual
relationship. If the add/sal is for a constituent, the Relationship import ID field is ignored and one of the three
constituent identifier fields is required, depending on the option selected on Tab 1 to identify existing

constituents.
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Constituent Fields

The Constituent Import is used to create new constituents, update existing constituents, or create an import file
of constituent information. Several sets of information associated with constituents can also be created or

updated through a Constituent Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Birth Date Bday Date
Birthplace Bplace Text up to 50
characters
Confirmation ConfirmationRet Date UK only; imported
Returned for individuals
Confirmation Sent  |ConfirmationSent Date UK only; imported

for individuals

Constituent ID

ConsID

* See note at end
of table

Text up to 20
characters

Deceased

Deceased

Yes, No, True,
False,Y,N, T, F

Default = No;
Only imported for
Individuals;
Deceased date is
available if this is
Yes

Deceased Date

DecDate

Date

Only imported for
Individuals;
Deceased date is
available if this is
Yes

Declaration Ends

DeclarationEndDat
e

UK only; If the
Declaration End
date is populated,
but the Declaration
Start date is not,
the gift is an
exception

Declaration Made

DeclarationMade

Date

UK only

Declaration Indicator

DeclarationIndicat
or

UK only

Declaration Start

DeclarationStartDa
te

Required if there is
a Declaration Ends
date in entered.

UK only; If the
Declaration End
date is populated
and if it falls on or
before the
Declaration Start
date, the giftis an
exception
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Ethnicity Ethnicity User-defined code |New Ethnicities
table values can be added to
table during
import if checkbox
ison;
Only imported for
Individuals
First Name FirstName
Fiscal Year Starts FiscalYrSt MM/DD Only imported for
Organizations; Not
available if
Organization
Matches Gifts = No
Gender Gender Male, Female, Default =
Unknown Unknown;
Only imported for
Individuals
Gives Anonymous GivesAnon Yes, No, True, Default = No
False, Y,N, T, F
Has No Valid NoValidAddr Yes, No, True, Default = No
Addresses False,Y,N, T, F
Import ID ImportID * See note atend |Text upto 20
of table characters
Income Income User-defined code |New Income can
table values be added to table
during import if
checkbox is on
Industry Industry User-defined code |New Industries can
table values be added to table
during import if
checkbox is on;
Only imported for
Organizations
Is Honor/Memorial |IsHonMem Yes, No, True, Default = No
False, Y,N, T, F
Is Inactive Islnactive Yes, No, True, Default = No
False, Y,N, T, F
Is Solicitor IsSolicitor Yes, No, True, Default = No
False,Y,N, T, F
Key Indicator KeyInd Required to add 1,0 Organization fields

new

are not imported
with Individuals;
Individual fields
are not imported
with Organizations
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Last Name LastName Required to add Text up to 50 Only imported for
new individual characters Individuals.
Maiden Name MaidName Text up to 50 Only imported for
characters Individuals
Marital Status MrtlStat User-defined code |New Marital Status
table values can be added to
table during
import if checkbox
ison;
Only imported for
Individuals
Match Notes MtcNotes Text Memo field;
Only available if
Org matches gifts =
Yes
Matching Gift Factor |MtcFactor Numeric Formatted with 2
decimal places;
Only available if
Org matches gifts =
Yes
Max Match Annual |MaxMtcAnn Currency Only available if
Org matches gifts =
Yes
Max Match Per Gift |MaxMtcPer Currency Only available if
Org matches gifts =
Yes
Max Match Total MaxMtcTot Currency Only available if
Org matches gifts =
Yes
Middle Name MidName Text up to 50 Only imported for
characters Individuals
Min. Match Annual |MinMtcAnn Currency Only available if
Org matches gifts =
Yes
Min. Match Per Gift |MinMtcPer Currency Only available if
Org matches gifts =
Yes
Min. Match Total MinMtcTot Currency Only available if
Org matches gifts =
Yes
Nickname NickName Text up to 50 Only imported for
characters Individuals
Number of NumEmp Numeric up to
Employees 99,999
Number of NumSubsid Numeric up to
Subsidiaries 9,999
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Organization OrgMatch Yes, No, True, Default = No
Matches Gifts False,Y,N, T, F
Organization Name [OrgName Required to add Text up to 60 Only imported for

new organization |characters Organizations
Parent Corporation |ParentCorpLink Import ID of Link to an
Link existing Organization;

Organization

Creates exception

if link is to
Individual
Parent Corporation |ParentCorpName Text up to 60 If linked with
Name characters Parent corp link
field, any value in
this field
overwrites the
name of the parent
corporation that is
linked
Pays Tax PaysTax Yes, No, and UK only; Imported
Unknown. for individuals;
default = no.
Primary Addressee |PrimAddEdit Required, Yes, No, True, Required if adding
Editable conditionally False,Y,N, T, F an editable
addressee for the
constituent
Primary Addressee |PrimAddID Required, Numeric — ID Required to add a
ID Number conditionally number of Add/Sal |new Primary
formula as set up |Addressee for the
in configuration. constituent
Primary Addressee |PrimAddText Required, Text up to 255 Required if adding
Text conditionally characters an editable
addressee for the
constituent
(PrimAddEdit=Yes)
Primary Salutation |PrimSalEdit Required, Yes, No, True, Required if adding

Editable

conditionally

False, Y,N, T, F

an editable
salutation for the
constituent
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Primary Salutation |PrimSallD Required, Numeric —ID Required to add a
ID Number conditionally number of Add/Sal |new Primary

*NOTE — even if formula as set up |Salutation for the
adding an editable |in configuration constituent
add/sal (text) this
field must contain
a valid Add/Sal ID
number; any ID
number will do as
long as it’s a valid
one from
configuration
Primary Salutation |PrimSalText Required, Text up to 255 Required if adding

Text

conditionally

characters

an editable
salutation for the
constituent
(PrimSalEdit=Yes)

Prospect
Classification

ProspectClass

User-defined code
table values

New Classifications
can be added to
table during
import if checkbox
ison

Prospect Status ProspectStat User-defined code |New Prospect
table values Status can be
added to table
during import if
checkbox is on;
Receipt Type RcptType One receipt per Default = One
gift, Consolidated |receipt per gift
receipts
Religion Religion User-defined code |New Religions can
table values be added to table
during import if
checkbox is on
Requests No Email |NoEmail
Solicitor is Inactive  |Sollnactive Yes, No, True, Default = No

False, Y,N, T, F
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

SSN (US)/SIN
(Can)/NIN (UK)/ID2
(Aus, NZ)

SSNum

* See note at end
of table

Numericupto 9
digits

Must be unique;
Only imported for
Individuals;

If 9 digits, it is
auto-formatted as
HitH-HH-HHHH,;
Security settings
determine ability
to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.

Suffix 1

Suffl

User-defined code
table values

New Suffixes can
be added to table
during import if
checkbox is on;
Only imported for
Individuals

Suffix 2

Suff2

User-defined code
table values

New Suffixes can
be added to table
during import if
checkbox is on;
Only imported for
Individuals

Target

Trgt

User-defined code
table values

New Target can be
added to table
during import if
checkbox is on

Tax Declaration
Comments

TaxNotes

Text

UK only; Imports
for individuals

Title 1

Titll

User-defined code
table values

New Titles can be
added to table
during import if
checkbox is on;
Only imported for
Individuals;

Title 2

Titl2

User-defined code
table values

New Titles can be
added to table
during import if
checkbox is on;
Only imported for
Individuals;

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?
frame on the General Tab to identify existing constituents. The other two fields are ignored.
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Exception: If importing relationships as part of a constituent import, this field is required in the import file

whether the constituent is being added or updated.

Constituent Address Fields

The Constituent Address Import is used to update or create constituent addresses or to create an import file
containing that information.Constituent addresses can also be created and updated through a Constituent

Import.
Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Address Import ID  |AddrimpID Required Text up to 20 Import ID of
characters address
Address Lines AddrLines Text up to 150 All address lines in
characters; one field.
/nis used to
denote a CR-LF in
this field
CART AddrCART Text up to 10
characters
City (US, UK, AddrCity Text up to 50
Can)/Suburb (Aus) characters
Constituent ID ConsID * See note at end
of table
Constituent Import |ImportID * See note at end
ID of table
Constituent SSN SSNum * See note at end Security settings
(US)/SIN (Can)/NIN of table determine ability
(UK)/1D2 (Aus, NZ) to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Country AddrCountry User-defined table |New Country can
values be added to
Configurationtable
during import if
checkbox is on
County AddrCounty User-defined table |New Counties can
values be added to table
during import if
checkbox is on
Date From AddrValidFrom Date
Date To AddrValidTo Date
DPC AddrDPC Numeric — 2 digits |US only
DPS REGAddrDPS Alpha-numeric - 2

characters.
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Information source

AddrInfoSrc

User-defined table
values

New Address Info
Sources can be
added to table
during import if
checkbox is on

LOT

AddrLOT

Textupto 5

characters with 1%
character=AorD
and last 4
characters numeric

NZ City

AddrNZCity

User-defined table
values

New city
information can be
added to table
during import if
checkbox is on

NZ Suburb

AddrNZSuburb

User-defined table
values

New suburb
information can be
added to table
during import if
check box is on

Preferred Address

PrefAddr

Yes, No, True,
False,Y,N, T, F

If no preferred
address exists for a
constituent, this
field defaults to
Yes, otherwise
default = No;
NOTE: If the
constituent has
another address
marked as
preferred, the
existing preferred
address is
unmarked as
preferred, and the
newly imported
address marked as
the new preferred
address

Region

AddrRegion

User-defined table
values

New Regions can
be added to table
during import if
checkbox is on

Seasonal Address

AddrSeasonal

Required,
conditionally

Yes, No, True,
False, Y,N, T, F

Required to be
set=Yes if adding a
new seasonal
address
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Seasonal From

AddrSeasFrom

Required,
conditionally

Month/Day

Required if adding
a hew seasonal
address

Seasonal To

AddrSeasTo

Required,
conditionally

Month/Day

Required if adding
a hew seasonal
address

Send Mail

AddrSendMail

Yes, No, True,
False,Y,N, T, F

Default = Yes

State/Province (for
Canada)

AddrState

User-defined table
values

New States can be
added to table
during import if
checkbox is on; *
See note at end of
table

Address Type

AddrType

Because the
default is set to
“Home” in Import,
data for this field is
not required in the
Import file.

User-defined table
values

New Address Types
can be added to
table during
import if checkbox
is on; In the
absence of Address
Type information
in the Import file,
the Import process
defaults the
Address Type to
"Home" (Indicator
= "Alternate").

ZIP (US); Post code
(NZ); Postcode (UK,
Aus); Postal Code
(Can)

AddrzIP

Text up to 12
characters

Formats nine-digit
zip codes to zip +4
if no hyphen is
present in the
import file;

* See note at end
of table

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. The other two fields are ignored.

Constituent Address Attribute Fields

The Constituent Address Attribute Import is used to update or create constituent address attributes or to create
an import file containing that information. Constituent address attributes can also be created and updated

through a Constituent Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Address Import ID  |CADAttrAddrimplD |Required Text
Attribute Import ID |CADAttrimpID Required Text
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Category CADAttrCat Required User-defined table
values
Comments CADAttrCom Text
Gift Date CADAttrDate Date
Description CADAttrDesc Required Text

Constituent Alias Fields

The Constituent Alias Import is used to create aliases for constituents or to create an import file of constituent
aliases. Constituent aliases can also be created through a Constituent Import. Aliases can be added through
Import; they cannot be updated.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Alias Name AliasName Required Text up to 60
characters
Alias Type AliasType User-defined table |New Alias Types
values can be added to

table during
import if checkbox
ison

Constituent ID ConsID * See note at end

of table

Constituent Import |ImportiD * See note at end

ID of table

Constituent SSN SSNum * See note at end Security settings

(US)/SIN (Can)/NIN of table determine ability

(UK)/ID2 (Aus, NZ) to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?
frame on the General Tab to identify existing constituents. The other two fields are ignored.

Constituent Appeal Fields

The Constituent Appeal Import is used to update or create appeal information on a constituent record or to
create an import file containing that information. Constituent appeal information can also be created and
updated through a Constituent Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes

Appeal ID CAPAppeallD Required to add ID of existing Link to existing
new Appeal Appeal
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Appeal Import ID CAPImpID Required to update | Text up to 20 Import ID of
existing characters constituent appeal
Comments CAPComment Text up to 50
characters
Constituent ID ConsID * See note at end
of table
Constituent Import |ImportID * See note at end
ID of table
Constituent SSN SSNum * See note at end Security settings
(US)/SIN (Can)/NIN of table determine ability
(UK)/1D2 (Aus, NZ) to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Appeal Date CAPDate Date Default = system
date
Marketing Segment |CAPSegment Numeric up to 50 |Used with
characters Blackbaud Direct
Marketing
Marketing Source CAPSourceCode Numeric up to 50 |Used with
Code characters Blackbaud Direct
Marketing
Mailing ID CAPMailingID Numericup to 50 Used with
characters Blackbaud Direct
Marketing
Package ID CAPPackagelD Import ID of a Package must exist
Package that as part of the
belongs to this specified Appeal
Appeal
Response CAPResponse User-defined table |New Appeal

values

Response can be
added to table
during import if
checkbox is on

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. The other two fields are ignored.




Constituent Attribute Fields

The Constituent Attribute Import is used to update or create constituent attributes on a constituent record or
create an import file containing that information. Constituent attributes can also be created and updated for

Constituent records through a Constituent Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Attribute Import ID |CAttrimpID Required to update | Text up to 20 Import ID of
existing attribute |characters constituent
attribute
Category CAttrCat Required to add User-defined table
new values
Comments CAttrCom Text up to 50
characters
Constituent ID ConsID * See note at end
of table
Constituent Import |ImportiD * See note at end
ID of table
Constituent SSN SSNum * See note at end Security settings
(US)/SIN (Can)/NIN of table determine ability
(UK)/ID2 (Aus, NZ) to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Date CAttrDate Date
Description CAttrDesc Required to add Depends on type
new of attribute as set
in Configuration

*If available, one of them is required, depending on the option selected in the What ID field do you want to use?
frame on the General Tab to identify existing constituents. The other two fields are ignored.

Constituent Bank Fields

The Constituent Bank Import is used to update or create bank relationships for constituents or to create an
import file containing that information. Bank relationships for constituents can also be created and updated
through a Constituent Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Account is Inactive |FIRAcctlnactive Yes, No, True, Default = No
False,Y,N, T, F
Account Notes FIRAcctNotes Text Memo field

Account Number FIRAcctNum Text up to 20

characters




136 CHAPTER

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Account Type

FIRAcctType

Checking, Savings,
Other

Default = Checking

Address Lines

FIRAddrLines

Bank Import ID BAImpID Required to add Import ID of Link to existing
new existing Financial |Financial
Institution Institution
Bank Name FIRFinInstit Required to add Test up to 100 Combination of
new characters Bank/Financial
Institution name
and
Branch/Agency
name must be
unque.
Bank Relationship FIRRellmplD Required to update | Text up to 20 Import ID of
Import ID existing characters Financial
Institution
Relationship
Branch FIRBranch Text up to 100 Combination of
characters Bank name and
Branch/Agency
name must be
unique
City FIRCity
Constituent ID ConsID * See note at end
of table
Constituent Import |ImportID * See note at end
ID of table
Constituent SSN SSNum * See note at end
(US)/SIN (Can)/NIN of table
(UK)/ID2 (Aus, NZ)
Country FIRCountry
County FIRCounty
Holder FIRHolder UK only
NZ City FIRNZCity
NZ Suburb FIRSuburb
Primary Bank FIRPrimBank Yes, No, True, Default = No;
Information False,Y,N, T, F If Yes, creates
exception if other
financial institution
relationship has
Primary bank info
set to Yes
State/Province (for |FIRState

Canada)

State Number

FIRStateNum




Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Transit/Routing FIRTransRoutNu Up to 8 digits Formatted with
Number (US)/BSB  |m (US)/ —alpha characters |leading zeros if <8
Number (Aus)/Sort |FIRSortCode are invalid; no digits are entered
Code (UK)/Bank (UK)/FIRInstID(Ca formatting
Number (NZ)/ n)/FIRBSBNum(A (L)

Institution Number |us)/FIRNum(NZz).
(Can).
ZIP FIRZip

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?
frame on the General Tab to identify existing constituents. The other two fields are ignored.

Constituent Code Fields

The Constituent Code Import is used to update or create constituent codes for a constituent or to create an
import file containing that information. Constituent codes can also be created and updated for constituents

through a Constituent Import.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Constituency

ConsCode

Required to add
new

User-defined table
values

New Constituent
Codes can be
added to table
during import if
checkbox is on

Constituent Code
Import ID

ConsCodelmpID

Required to update
existing

Text up to 20
characters

Import ID of
constituent code

ID

Constituent ID ConsID * See note at end
of table
Constituent Import |ImportiD * See note at end

of table
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Constituent SSN
(US)/SIN (Can)/NIN
(UK)/ID2 (Aus, NZ)

SSNum

* See note at end
of table

Security settings
determine ability
to import this

information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
ConsCodeDateFro Date Date from must be
m on or before Date
to

Date From

Date to must be on
or after Date from

Date To ConsCodeDateTo Date

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?
frame on the General Tab to identify existing constituents. The other two fields are ignored.

Constituent Credit Card Fields

The Constituent Credit Card Import is used to update or create credit card information on a constituent record or
to create an import file containing that information. Constituent credit card information can also be created and
updated through a Constituent Import.

Warning: If you attempt to import unencrypted credit card information from a plain text file, for security
reasons, The Raiser’s Edge stores your imported credit card information in the Blackbaud Payment Service. We
strongly recommend you encrypt credit card information in compliance with the Payment Card Industry Data
Security Standard (PCI DSS). The retention of credit card information in an unencrypted file leaves you
vulnerable to malicious users.

*If available, one of them is required, depending on the option selected in the What ID field do you want to use?
frame on the General Tab to identify existing constituents. The other two fields are ignored.

Constituent Notepad Fields

The Constituent Notepad Import is used to update or create constituent notepads or to create an import file
containing that information. Constituent notepad information can also be created and updated through a
Constituent Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Author NoteAuth Text up to 50
characters
Constituent ID ConsID * See note at end
of table
Constituent Import |ImportID * See note at end
ID of table
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new

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Constituent SSN SSNum * See note at end Security settings
(US)/SIN (Can)/NIN of table determine ability
(UK)/ID2 (Aus, NZ) to import this

information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Notepad Date NoteDate Required to add Date
new
Description NoteDesc Text up to 255
characters
Notepad Import ID |NotelmplID Required to update | Text up to 20 Import ID of
existing characters notepad
Notes NoteNotes Text Memo field
Title NoteTitle Text up to 50
characters
Notepad Type NoteType Required to add User-defined table |New Notepad

values

Types can be
added to table
during import if
checkbox is on

*If available, one of them is required, depending on the option selected in the What ID field do you want to use?
frame on the General Tab to identify existing constituents. If available, the field is required to add new
constituent notepads. The other two fields are ignored.

Constituent Phone Fields

The Constituent Phone Import is used to update or create constituent phone information or to create an import

file containing that information. Constituent phone information can also be created and updated through a

Constituent Import.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Address Import ID

PhoneAddrimpID

Required to add
new and update

Import ID of
existing Address

Link to Address;
Creates exception
if address does not
match address of

phone being
updated
Phone Import ID PhonelmplD Required to update |Text up to 20
existing characters
Phone Number PhoneNum Text up to 100 No formatting
characters performed during

import
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Phone Type

PhoneType

Required to add
new

User-defined table
values

New Phone Types
can be added to
table during
import if checkbox
ison

Constituent Solicitor Fields

The Constituent Solicitor Import is used to update or create solicitor information on a constituent record or to
create an import file of constituent solicitors. Constituent solicitor information can also be created and updated

through a Constituent Import.

Import ID

existing

characters

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Gift Amount ASRAmMt Currency
Campaign ASRCamplD ID of existing
Campaign
Constituent ID ConsID * See note at end
of table
Constituent Import |ImportiD * See note at end
ID of table
Constituent SSN SSNum * See note at end Security settings
(US)/SIN (Can)/NIN of table determine ability
(UK)/ID2 (Aus, NZ) to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Date From ASRDateFrom Date Date from must be
on or before Date
to
Date To ASRDateTo Date Date to must be on
or after Date from
Fund ASRFundID ID of existing Fund
Notes ASRNotes Text Memo field
Solicitor Link ASRLink Required to update |Import ID of Link to existing
existing and add existing Constituent; Must
new Constituent be a solicitor
Solicitor Relationship |ASRImpID Required to update | Text up to 20 Import ID of

assigned solicitor
relationship
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Solicitor Type

ASRType

User-defined table
values

New Solicitor Type
can be added to
table during
import if checkbox
ison

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. If available, the field is required to add new

constituent notepads. The other two fields are ignored.

Education Attribute Fields

The Education Attribute Import is used to update or create attributes on educational/school records or to create
an import file containing that information. Education attributes on constituent and individual relationship records
can also be created and updated through a Constituent Import or an Education/School Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Attribute Import ID |ESRAttrimpID Required to update | Text up to 20 Import ID of
existing characters education/school
relationship
attribute
Category ESRAttrCat Required to add User-defined table
new values
Comments ESRAttrCom Text up to 50
characters
Gift Date ESRAttrDate Date
Description ESRAttrDesc Required to add Depends on type
new of attribute as set
in Configuration
Education ESRAttrESRImpID |Required to add Import ID of Link to existing
Relationship Import new and update education/school |education/school
ID existing relationship relationship

Education Major Fields

The Education Major Import is used to update or create majors for education/school records or to create an

import file containing that information. Majors for education/school records can also be created and updated
through a Constituent Import or an Education/School Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Comments ESRMajCom Text up to 255
characters
Education ESRMajESRImpID |Required to add Import ID of Link to existing
Relationship Import new and update education/school |education/school
ID existing relationship relationship
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existing

characters

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Major ESRMajMajor Required to add User-defined table |New Major/Minor
new and update |values can be added to
existing table during
import if checkbox
ison
Major Import ID ESRMajlmplID Required to update | Text up to 20 Import ID of

education/school
relationship major

Education Minor Fields

The Education Minor Import is used to update or create minors for education/school records or to create an
import file containing that information. Minors for education/school records can also be created and updated

through a Constituent Import or an Education/School Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Comments ESRMinCom Text up to 255
characters
Education ESRMInESRImpID |Required to add Import ID of Link to existing
Relationship Import new and update education/school |education/school
ID existing relationship relationship

existing

characters

Minor ESRMinMinor Required to add User-defined table |New Major/Minor
new and update |values can be added to
existing table during

import if checkbox
ison

Minor Import ID ESRMinImplID Required to update | Text up to 20 Import ID of

education/school
relationship minor

Education/School Fields

The Education/School Import is used to update or create educational information for constituents and individuals
or to create an import file containing that information. Educational information for constituents and individuals

can also be created and updated through a Constituent Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes

Campus ESRCampus Text up to 50

characters
Class of ESRClassOf Numeric up to 4

digits
Class of Degree ESRClassOfDegree UK only
Constituent ID ConsID * See note at end

of table

Constituent Import |ImportiD * See note at end
ID of table
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Constituent SSN SSNum * See note at end Security settings
(US)/SIN (Can)/NIN of table determine ability
(UK)/ID2 (Aus, NZ) to import this

information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Date Entered ESRDateEnt Date Date entered must
be on or before
Date graduated
and date left; Fuzzy
date allowed
Date Graduated ESRDateGrad Date Date graduated
must be on or after
Date entered;
Fuzzy date allowed
Date Left ESRDateleft Date Date left must be
on or after Date
entered; Fuzzy
date allowed
Degree ESRDegree User-defined table |New Degrees can
values be added to table
during import if
checkbox is on
Education ESRImpID Required to update | Text up to 20 Import ID of
Relationship Import existing characters Education/School
ID Relationship
Faculty ESRFaculty UK only
Fraternity/Sorority |ESRFrat Text up to 50
characters
GPA ESRGPA Numeric up to 4 Decimal numbers

digits

allowed
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Individual ESRIRImpID Required, Import ID of ** See note at end
Relationship Import conditionally. existing Individual |of table. This field
ID relationship is used only if the

education record
being imported is
for an individual
relationship
(rather than an
individual
constituent); Link
to an existing

individual
relationship.
Known Name ESRKnownName Text up to 50
characters
Notes ESRNotes Text Memo field
Primary Alumni ESRPrimAlum Yes, No, True, Default = No
False,Y,N, T, F
School Name ESRSchoolName  |Required to add User-defined table |New Schools can
new values be added to table
during import if
checkbox is on
Status ESRStatus User-defined table |New Education
values Status can be
added to table
during import if
checkbox is on
Subject of Study ESRSubject UK only
School Type ESRType User-defined table |New School Types
values can be added to
table during
import if checkbox
ison

*If available, one of them is required, depending on the option selected in the What ID field do you want to use?
frame on the General Tab to identify existing constituents. If available, the field is required to add new
constituent notepads. The other two fields are ignored.

** This field should contain a relationship import ID only if this education relationship is for an individual
relationship (constituent or not) — not if the education relationship is for a constituent. This will be the import ID
of the individual relationship.
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Individual Relationship Fields

The Individual Relationship Import is used to update or create individual relationship information for constituents
or to create an import file containing that information. Individual relationship information can also be created
and updated through a Constituent Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Acknowledge IRAck Yes, No, True, Default = No
False, Y,N, T, F
Automatically Soft  |IRAutoSoftCredit Yes, No, True, Default = No
Credit Gifts False, Y,N, T, F
Birth Date IRBDay Date Fuzzy date allowed
Constituent ID ConsID * See note at end **Will not update
of table if relationship is an
existing
constituent
Constituent Import |ImportID * See note at end
ID of table
Constituent SSN SSNum * See note at end Security settings
(US)/SIN (Can)/NIN of table determine ability
(UK)/ID2 (Aus, NZ) to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Contact Type IRContactType User-defined table |New Contact Types
values can be added to
table during
import if checkbox
is on; Not available
unless Is Contact =
Yes
Date From IRFromDate Date Date from must be
on or before Date
to; Fuzzy date
allowed
Date To IRToDate Date Date to must be on
or after Date from;
Fuzzy date allowed
Deceased IRDeceased Yes, No, True, Default = No
False,Y,N, T, F
Deceased Date IRDecDate Date Fuzzy date
allowed; Not
available unless
Deceased = Yes
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Do Not Mail to IRNoMail Yes, No, True, Default = No; Not
Contact False,Y,N, T, F available unless Is
contact = Yes
First Name IRFirstName Text up to 50 **Will not update
characters if relationship is an
existing
constituent
Gender IRGender Male, Female, Default = Unknown
Unknown
Is Contact IRIsContact Yes, No, True, Default = No
False,Y,N, T, F
Is Employee IRISEmp Yes, No, True, Default = No
False,Y,N, T, F
Is Head of IRIsHH Yes, No, True, Default = No
Household False,Y,N, T, F
Is Primary IRIsPrimary Yes, No, True, Default = No
False, Y,N, T, F
Is Spouse IRIsSpouse Yes, No, True, Default = No
False, Y,N, T, F
Last Name IRLastName Required, Text up to 50 Required if the
conditionally characters import file
contains new,
non-constituent
individual
relationships when
you import the file
back into The
Raiser’s Edge;
**will not update if
relationship is an
existing
constituent
Maiden Name IRMaidName Text up to 50 **Will not update
characters if relationship is an
existing
constituent
Middle Name IRMidName Text up to 50 **Will not update
characters if relationship is an
existing
constituent
Nickname IRNickName Text up to 50 **Will not update
characters if relationship is an
existing
constituent
Notes IRNotes Text Memo field
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Position IRPos Text up to 50
characters
Primary Addressee |IRPrimAddEdit Yes, No, True, Default = No

Editable

False,Y,N, T, F

Primary Addressee
ID Number

IRPrimAddID

Numeric— 1D
number of Add/Sal
formula as set up
in configuration

If Primary add
editable = Yes this
field must contain
any valid add/sal ID
number; If Primary
add editable = No
this field must
contain the ID
number of the
add/sal being
imported

Primary Addressee
Text

IRPrimAddText

Text up to 255
characters

If Primary add
editable = Yes this
field accepts any
text up to 255
characters in
length; If Primary
add editable = No
this field is ignored

Primary Salutation |IRPrimSalEdit Yes, No, True, Default = No
Editable False, Y,N, T, F
Primary Salutation |IRPrimSallD Numeric — ID If Primary sal

ID Number

number of Add/Sal
formula as set up
in configuration

editable = Yes this
field must contain
any valid add/sal ID
number; If Primary
sal editable = No
this field must
contain the ID
number of the
add/sal being
imported

Primary Salutation
Text

IRPrimSalText

Text up to 255
characters

If Primary sal
editable = Yes this
field accepts any
text up to 255
characters in
length; If Primary
sal editable = No
this field is ignored

Print Organization

IRPrintOrg

Yes, No, True,
False,Y,N, T, F

Default = No




148 CHAPTER

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Print Position IRPrintPos Yes, No, True, Default = No
False, Y, N, T, F
Profession IRProf User-defined table |New Professions
values can be added to
table during
import if checkbox
ison
Reciprocal IRRecip User-defined table |New Relationships
values can be added to
table during
import if checkbox
ison
Relationship IRRelat User-defined table |New Relationship
values can be added to
table during
import if checkbox
ison
Relationship Import |IRImpID Required to update | Text up to 20 Import ID of
ID existing characters individual
relationship
Relationship Link IRLink Required if the Import ID of Link to existing
import file will constituent constituent
contain new
individual
relationships for
existing
constituents when
imported back into
The Raiser’s Edge.
SSN (US)/SIN IRSSNum Same as for Security settings
(Can)/NIN (UK)/ID2 constituent SSN determine ability
(Aus, NZ) to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Suffix 1 IRSuffl User-defined table |New Suffixes can

values

be added to table
during import if
checkbox is on;
**will not update if
relationship is an
existing
constituent
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Suffix 2

IRSuff2

User-defined table
values

New Suffixes can
be added to table
during import if
checkbox is on;
**will not update if
relationship is an
existing
constituent

Title 1

IRTitl1

User-defined table
values

New Titles can be
added to table
during import if
checkbox is on;
**will not update if
relationship is an
existing
constituent

Title 2

IRTitl2

User-defined table
values

New Titles can be
added to table
during import if
checkbox is on;
**will not update if
relationship is an
existing
constituent

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. If available, the field is required to add new

constituent notepads. The other two fields are ignored.

**You can update this information using a Constituent Import, rather than a Relationship Import.

Note: If you are adding new seasonal address information, you must include the Seasonal Address

(IRAddrSeasonal), Seasonal From (IRAddrSeaFrom), and Seasonal To (IRAddrSeaTo) fields from the Address

category list.

Individual Relationship Address Fields

The following table lists all Individual Relationship Address Fields available for individual relationship imports (a
branch of the field list).

characters

Raiser’s Edge Field Import Name Required ? Allowed Values Notes

Address Lines IRAddrLines Text up to 150 All address lines in
characters; one field; * See
/nis used to note at end of
denote a CR-LF in |table
this field

CART IRADdrCART Text up to 10
characters

City IRAddrCity Text up to 50 * See note at end

of table
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Country IRAddrCountry User-defined table |New Country can
values be added to
Configurationtable
during import if
checkbox is on
County IRAddrCounty User-defined table |New Counties can
values be added to table
during import if
checkbox is on
Date From IRAddrValidFrom Date
Date To IRAddrValidTo Date
DPC IRAddrDPC Numeric — 2 digits |US only
Information Source |IRAddrInfoSrc User-defined table |New Address Info
values Sources can be
added to table
during import if
checkbox is on
LOT IRADdrLOT Textupto 5
characters with 1st
character=AorD
and last 4
characters numeric
NZ City IRAddrNZCity User-defined table |New city
values information can be
added to tables
during import if
checkbox is on
NZ Suburb IRAddrNZSuburb User-defined table |New suburb
values information can be
added to tables
during import if
checkbox is on
Region IRAddrRegion User-defined table |New Regions can
values be added to table
during import if
checkbox is on
Seasonal Address IRAddrSeasonal Required, Yes, No, True, Required to be
conditionally False, Y,N, T, F set=Yes if adding
new seasonal
address;
Default=No
Seasonal From IRAddrSeaFrom Required, Month/Day Required if adding

conditionally

new seasonal
address
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Seasonal To IRAddrSeaTo Required, Month/Day Required if adding
conditionally new seasonal
address
Send Mail IRSendMail Yes, No, True, Default = Yes
False,Y,N, T, F
State/Province (for |IRAddrState User-defined table |New States can be
Canada) values added to table
during import if
checkbox is on; *
See note at end of
table
Address Type IRAddrType User-defined table |New Address Types
values can be added to
table during
import if checkbox
ison
ZIP (US); Post code  |IRAddrZIP Text up to 12 Us only;
(NZ); Postcode (UK, characters Formats nine-digit
Aus); Postal Code zip codes to zip +4
(Can) if no hyphen is
present in the
import file; * See
note at end of
table
Relationship Import |IRAddrIRImpID Required to add ID of existing Link to individual
ID new and update |Individual relationship;
existing Relationship Creates exception

if relationship does
not match
relationship of
address being
updated

*Individual relationship addresses are imported according to the rules stated below. These rules apply when

importing new and updating existing records. In some cases, links that currently exist between addresses in the

database may be broken through import.

¢ The following is true for address information imported for an Individual Relationship (Constituent), including
spouse, to an Individual:

If the relationship is new (imported as new), the relationship’s address information is automatically linked to

the constituent’s preferred address record. The import does not change this link. Any address information
included in the relationship import file overwrites the relationship’s constituent preferred address. If no
address information is included in the relationship import file, neither the relationship’s address nor the
constituent’s preferred address change since they are linked.

If a relationship exists (imported as an update), relationship’s address retains whatever links exist. Any address

information included in the relationship import file updates the relationship’s address along with all linked

addresses. If no address information is included in the relationship import file, the relationship’s address and all
linked addresses are unchanged.
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¢ The following is true for address information imported for a Spouse Relationship (non-constituent) to an
Individual:

If the relationship is new (imported as new), the relationship’s address is not linked to any other address. Any
address information included in the relationship import file is imported as the relationship’s address only. If no
address info is included in the relationship import file, the relationship’s address defaults from its parent’s
preferred address, but they are not linked.

If the relationship exists (imported as an update), the relationship’s address does NOT retain any links
previously created. Any address information included in the relationship import file is imported as the
relationship’s address only. If no address information is included in the relationship import file, the
relationship’s address is unchanged, as are all other addresses previously linked. Any existing links to this
address are broken.The following is true for address information imported for an Individual Relationship
(non-constituent), other than the spouse, to an Individual:

If the relationship is new (imported as new), the relationship’s address is not linked to any other address. Any
address information included in the relationship import file is imported as the relationship’s address only. If no
address information is included in the relationship import file, the relationship’s address is blank.

If the relationship exists (imported as an update), the relationship’s address does NOT retain any links
previously created. Any address information included in the relationship import file is imported as the
relationship’s address only. If no address information is included in the relationship import file, the
relationship’s address is unchanged, as are all other addresses previously linked. Any existing links to this
address are broken.

¢ The following is true for address information imported for an Individual Relationship (constituent or not) to an
Organization:

If the relationship is new (imported as new), the relationship’s address is not linked to any other address. Any
address information included in the relationship import file is imported as the relationship’s address only. If no
address info is included in the relationship import file, the relationship’s address defaults from its parent’s
preferred address, but they are not linked.

If the relationship exists (imported as an update), the relationship’s address does NOT retain any links
previously created. Any address information included in the relationship import file is imported as the
relationship’s address only. If no address information is included in the relationship import file, the
relationship’s address is unchanged, as are all other addresses previously linked. Any existing links to this
address are broken.

Individual Relationship Address Attribute Fields

The Individual Relationship Address Attribute Import is used to update or create new attributes on individual
relationship addresses or to create an import file containing that information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Attribute import ID |IRAddrAttrimpID |Required to update |Text up to 20 Import ID of
existing characters individual
relationship
attribute
Category IRAddrAttrCat Required to add User-defined table
new values
Comments IRAddrAttrCom Text up to 50
characters
Gift Date IRAddrAttrDate Date
Description IRAddrAttrDesc Required to add Depends on type
new of attribute as set
in Configuration
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Relationship Import
ID

IRAddrAttrIRImpID

Required to add
new

Import ID of
individual
relationship

Link to existing
individual
relationship

Individual Relationship Attribute Fields

The Individual Relationship Attribute Import is used to update or create new attributes on individual relationship

records or to create an import file containing that information. Individual relationship attributes can also be

created and updated through a Constituent Import or an Individual Relationship Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Attribute import ID  |IRAttrimpID Required to update | Text up to 20 Import ID of
existing characters individual
relationship
attribute
Category IRAttrCat Required to add User-defined table
new values
Comments IRAttrCom Text up to 50
characters
Attribute Date IRAttrDate Date
Description IRAttrDesc Required to add Depends on type
new of attribute as set
in Configuration
Relationship Import |IRAttrIRImpID Required to add Import ID of Link to existing
ID new individual individual
relationship relationship

Individual Relationship Phone Fields

The Individual Relationship Phone Import is used to update or create new phone information for individual

relationships or to create an import file containing that information. Individual relationship phone information
can also be created and updated through a Constituent Import or an Individual Relationship Import.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

new

values

Phone Import ID IRPhonelmplD Required to update | Text up to 20
existing characters
Phone Number IRPhoneNum Text up to 100 No formatting
characters performed during
import
Phone Type IRPhoneType Required to add User-defined table |New Phone Types

can be added to
table during
import if checkbox
ison
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Relationship Import
ID

IRPhonelRImpID

Required to add
new and update
existing

ID of existing
Individual
Relationship

Link to individual
relationship;
Creates exception
if relationship does
not match
relationship of
phone being
updated

Organization Relationship Fields

The Organization Relationship Import is used to update or create organization relationship information for
constituents or to create an import file containing that information. Organization relationship information can

also be created and updated through a Constituent Import.

Credit Gifts

False,Y,N, T, F

Raiser’s Edge Field Import Name Required ? Allowed Values Notes

Acknowledge ORHMACck Yes, No, True, Default = No
False,Y,N, T, F

Automatically Soft |ORAutoSoftCredit Yes, No, True, Default = No

Constituent ID

ConsID

* See note at end
of table

**Will not update
if relationship is an
existing
constituent

Constituent Import
ID

ImportID

* See note at end
of table

Constituent SSN
(US)/SIN (Can)/NIN
(UK)/ID2 (Aus, NZ)

SSNum

* See note at end
of table

Security settings
determine ability
to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.

Contact Type

ORContactType

User-defined table
values

New Contact Types
can be added to
table during
import if checkbox
is on; Not available
unless Is Contact =
Yes

Date From

ORFromDate

Date

Date from must be
on or before Date
to; Fuzzy date
allowed
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Date To ORToDate Date Date to must be on
or after Date from;
Fuzzy date allowed
Do Mot Mail to ORNoMail Yes, No, True, Default = No; Not
Contact False,Y,N, T, F available unless Is
contact = Yes
Fiscal Year Starts ORFiscalYear MM/DD Not available if Org
(US)/Financial Year matches gifts = No
Starts (UK)
Income ORIncome User-defined table |New Incomes can
values be added to table
during import if
checkbox is on
Individual ORIRImMpID Required, Import ID of Required if the
Relationship Import conditionally existing Individual |organization
ID relationship relationship record
being
imported/updated
is for an individual
relationship of the
constituent and
not the constituent
itself; Link to an
existing Individual
Relationship;
The individual is
always marked as
an employee of the
Organization
Industry ORIndustry User-defined table |New industries can
values be added to table
during import if
checkbox is on
Is Contact ORIsContact Yes, No, True, Default = No
False, Y,N, T, F
Is Employee ORISEmp Yes, No, True, Default = No
False, Y,N, T, F
Is Primary ORIsPrimary Yes, No, True, Default = No
False,Y,N, T, F
Match Notes ORMtcNotes Text Memo field

Matching Gift Factor |ORMtcFactor Numeric up to
9,999,999,999

Max Match Annual |ORMaxMtcAnn Currency

Max Match Per Gift |ORMaxMtcGift Currency

Max Match Total ORMaxMtcTotal Currency

Min. Match Annual

ORMinMtcAnn

Currency
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Min. Match Per Gift |ORMinMtcGift Currency
Min. Match Total ORMinMtcTot Currency
Name ORFullName Required, Text up to 255 Required if the
conditionally characters import file
contains new,
non-constituent
organizational
relationships when
imported back into
The Raiser’s Edge;
**will not update if
relationship is an
existing
constituent
Notes ORNotes Text Memo field
Organization OROrgMatchesGift Yes, No, True, Default = No
Matches Gifts False,Y,N, T, F
Position ORPos Text up to 50
characters
Print Organization ORPrintOrg Yes, No, True, Default = No
False, Y, N, T, F
Print Position ORPrintPos Yes, No, True, Default = No
False,Y,N, T, F
Profession ORProf User-defined table |New Professions
values can be added to
table during
import if checkbox
ison
Reciprocal ORRecip User-defined table |New Relationships
values can be added to
table during
import if checkbox
ison
Relationship ORRelat User-defined table |New Relationships
values can be added to
table during
import if checkbox
ison
Relationship Import |ORImpID Required to update | Text up to 20 Import ID of

ID

existing

characters

organization
relationship
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Relationship Link ORLink Required, Import ID of Required if the
conditionally constituent import file

contains new
organizational
relationships for
existing
constituents when
imported back into

The Raiser’s Edge

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. If available, the field is required to add new

constituent notepads. The other two fields are ignored.

**You can update this information using a Constituent Import, rather than a Relationship Import.

Note: Name information imported for an organization relationship who is also a constituent overwrites the

constituent’s name.

Note: If you are adding new seasonal address information, you must include the Seasonal Address
(ORAddrSeasonal), Seasonal From (ORAddrSeaFrom), and Seasonal To (ORAddrSeaTo) fields from the Address

category list.

Organization Relationship Address Fields

The following table list all Organization Releatinship Address fields available for organization relationship imports
(a branch of the Organization Relationship field list).

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Address Lines ORAddrLines Text up to 150 All address lines in
characters; one field; * See
/nis used to note at end of
denote a CR-LF in |table
this field
CART ORAddrCART Text up to 10
characters
City ORAddrCity Text up to 50 * See note at end
characters of table
Country ORAddrCountry User-defined table |New Country can
values be added to table
during import if
checkbox is on
County ORAddrCounty User-defined table |New Counties can
values be added to table
during import if
checkbox is on
Date From ORAddrValidFrom Date Date from must be
on or before date
to
Date To ORAddrValidTo Date Date to must be on

or after date from
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
DPC ORAddrDPC Numeric — 2 digits
DPS REGAddrDPS Alpha-numeric-2 [UK only
characters.
Information Source |ORAddrInfoSrc User-defined table |New Address Info
values Sources can be
added to table
during import if
checkbox is on
LOT ORAddrLot Textupto5
characters with 1%
character=AorD
and last 4
characters numeric
NZ City ORAddrNZCity User-defined table |New city
values information can be
added to tables
during import if
checkbox is on
NZ Suburb ORAddrNZSuburb User-defined talbe |New suburb
values information can be
added to tables
during import if
checkbox is on
Organization ORAddrORImpID
relationship address
Region ORAddrRegion User-defined table |New Regions can
values be added to table
during import if
checkbox is on
Seasonal Address ORAddrSeasonal |Required, Yes, No, True, Required to be
conditionally False,Y,N, T, F set=Yes if adding a
new seasonal
address;
Default=No
Seasonal From ORAddrSeaFrom |Required, Month/Day Required if adding
conditionally a new seasonal
address
Seasonal To ORAddrSeaTo Required, Month/Day Required if adding
conditionally a new seasonal
address
Send Mail ORSendMail Yes, No, True, Default = Yes

False,Y,N, T, F
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
State/Province (for |ORAddrState User-defined table |New States can be
Canada) values added to table
during import if
checkbox is on; *
See note at end of
table

Address Type ORAddrType User-defined table |New Address Types

values can be added to

table during
import if checkbox
ison

ZIP (US); Post code |ORAddrZIP Text up to 12 Formats nine-digit

(NZ); Postcode (UK, characters zip codes to zip +4

Aus); Postal Code if no hyphen is

(Can) present in the
import file; * See
note at end of
table

*QOrganization relationship addresses are imported according to the rules stated below. These rules apply when
importing new and updating existing records. In some cases, links between addresses in the database may be
broken through the import.

¢ The following rules apply for address information imported for an Organization Relationship (Constituent) to an
Individual or an Organization:

If the relationship is new (imported as new), the relationship’s address information is automatically linked to
the constituent’s preferred address record. The import does not change the link. Any address information
included in the relationship import file overwrites the relationship’s constituent preferred address. If no
address information is included in the relationship import file, neither the relationship’s address nor its
constituent’s preferred address change, since they are linked.

If the relationship exists (imported as an update), the relationship’s address retains whatever links exist. Any
address information included in the relationship import file updates the relationship’s address along with all
linked addresses. If no address information is included in the relationship import file, the relationship’s address
and all linked addresses are unchanged.

¢ The following rules apply for address information imported for an Organization Relationship (non-constituent)
to an Individual or an Organization:

If the relationship is new (imported as new), the relationship’s address is not linked to any other address. Any
address information included in the relationship import file is imported as the relationship’s address only. If no
address information is included in the relationship import file, the relationship’s address is blank.

If the relationship exists (imported as an update), the relationship’s address does NOT retain any links
previously created. Any address information included in the relationship import file is imported as the
relationship’s address only. If no address information is included in the relationship import file, the
relationship’s address is unchanged, as are all other addresses previously linked. Any existing links to this
address are broken.
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Organization Relationship Address Attribute Fields

The Organization Relationship Import is used to update or create organization relationship information for
constituents or to create an import file containing that information. Organization relationship information can

also be created and updated through a Constituent Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Attribute Import ID |ORAddrAttrimplD Required to update |Text up to 20 Import ID of
existing characters relationship

address attribute

Category ORAddrAttrCat Required to add User-defined table |Must be existing
new values Address Attribute
Category
Comments ORAddrAttrCom Text up to 50
characters
Gift Date ORAddrAttrDate Date
Description ORAddrAttrDesc Required to add Depends on type
new of attribute as set
in Configuration
Relationship Import |ORAddrAttrORImpID |Required to add ID of existing Link to
ID new and update |organization relationship;
existing relationship Creates exception

if relationship does
not match
relationship of
attribute being
updated

Organization Relationship Attribute Fields

The Organization Relationship Attribute Import is used to update or create new attributes on organization

relationship records or to create an import file containing that information. Organization relationship attributes

can also be created and updated through a Constituent Import or an Organization Relationship Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Attribute Import ID |ORAttrimplID Required to update | Text up to 20 Import ID of
existing characters organization
relationship
attribute
Category ORAttrCat Required to add User-defined table
new values
Comments ORAttrCom Text up to 50
characters
Gift Date ORAttrDate Date
Description ORAttrDesc Required to add Depends on type

new

of attribute as set
in Configuration
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Relationship Import
ID

ORAttrORImpID

Required to add
new and update
existing

Import ID of
organization
relationship

Link to existing
organization
relationship

Organization Relationship Phone Fields

The Organization Relationship Phone Import is used to update or create new phone information for organization
relationships or to create an import file containing that information. Organization relationship phone information
can also be created and updated through a Constituent Import or an Organization Relationship Import.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Phone Import ID

ORPhonelmpID

Required to update

Text up to 20

new

values

existing characters
Phone Number ORPhoneNum Text up to 100 No formatting
characters performed during
import
Phone Type ORPhoneType Required to add User-defined table |New Phone Types

can be added to
table during
import if checkbox
ison

Relationship Import
ID

ORPhoneORImpID

Required to add
new

ID of existing
Organization
Relationship

Link to
organization
relationship;
Creates exception
if relationship does
not match
relationship of
phone being
updated

Proposal Fields

The Proposal Import is used to update or create new proposals for constituent prospects or to create an import
file of proposals. Proposals can also be created and updated through a Constituent Import.

ID

of table

Raiser’s Edge Field Import Name Required ? Allowed Values Notes

Amount Asked PRAmMtAsk Currency

Amount Expected PRAmMtExp Currency

Amount Funded PRAmMtFund Currency

Campaign PRCamplID ID of existing Link to existing

Campaign Campaign
Constituent ID ConsID * See note at end
of table
Constituent Import |ImportID * See note at end
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Constituent SSN SSNum * See note at end Security settings
(US)/SIN (Can)/NIN of table determine ability
(UK)/ID2 (Aus, NZ) to import this

information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Contact PRContact
Date Asked PRDateAsk Date
Date Expected PRDateExp Date
Date Funded PRDateFund Date
Date Rated PRDateRate Date
Deadline PRDeadline Date
Fund PRFundID ID of existing Fund |Link to existing
Fund
Instrument PRInstr User-defined table |New Instruments
values can be added to
table during
import if checkbox
ison
Is Inactive PRIsInactive Yes, No, True, Default = No
False,Y,N, T, F
Name PRName Required to add Text up to 255
new characters
Notes PRNotes Text Memo field
Proposal Import ID  |PRImpID Required to update | Text up to 20 Proposal Import ID
existing characters
Purpose PRPurpose User-defined table |New Purposes can
values be added to table
during import if
checkbox is on
Rating PRRating User-defined table |New Ratings can
values be added to table
during import if
checkbox is on
Reason PRReason User-defined table [New Proposal

values

Reasons can be
added to table
during import if
checkbox is on
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Status PRStatus User-defined table |New Proposal
values Status can be
added to table
during import if
checkbox is on
Type of Gift PRTypeGift User-defined table |New Type of Gift
values can be added to
table during
import if checkbox
ison

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?
frame on the General Tab to identify existing constituents. If available, the field is required to add new
constituent notepads. The other two fields are ignored.

Proposal Attribute Fields

The Proposal Attribute Import is used to update or create new attributes on proposal records or to create an
import file containing that information. Proposal attributes can also be created and updated through a
Constituent Import or a Proposal Import.

new

of attribute as set
in Configuration

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Attribute Import ID |PRAttrimplD Required to update | Text up to 20 Import ID of
existing characters proposal attribute
Category PRAttrCat Required to add User-defined table
new values
Comments PRAttrCom Text up to 50
characters
Gift Date PRAttrDate Date
Description PRAttrDesc Required to add Depends on type

Proposal Import ID

PRAttrPRImpID

Required to add
new

Import ID of
proposal

Link to an existing
proposal on the
constituent’s
record

Proposal Notepad

The Proposal Notepad Import is used to update or add notes to a proposal record or to create an import file

containing proposal note information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Author PRNoteAuth
Gift Date PRNoteDate Required to create
import file
Description PRNoteDesc
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Notepad Import ID |PRNotelmplD Required to create
import file
Notes PRNoteNotes
Proposal Import ID  |PRLink
Title PRNoteTitle
Gift Type PRNoteType Required to create
import file

Proposal Solicitor Fields

The Proposal Solicitor Import is used to add solicitors to constituent proposals or to create an import file of
proposal solicitors. Solicitors for constituent proposals can also be added through a Constituent Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Proposal Import ID  |PRSolPRImpID Required to add Text up to 20
new characters
Solicitor Import ID  |PRSollmpID Required to add Import ID of Link to a
new existing solicitor  |constituent who is
a solicitor

Note: This import type is only available to add new solicitors to a proposal record, not to update existing.

Prospect Financial Information Fields

The Prospect Financial Information Import is used to update or create new financial information for constituent
prospects or to create an import file containing that information. Prospect financial information can also be
created and updated through a Constituent Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Gift Amount PFIAMt Currency
Bank Import ID PFlimpID Required to update | Text up to 20 Import ID of
existing characters Financial
Information
Constituent ID ConsID * See note at end
of table
Constituent Import |ImportiD * See note at end
ID of table
Constituent SSN SSNum * See note at end Security settings
(US)/SIN (Can)/NIN of table determine ability
(UK)/1D2 (Aus, NZ) to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.




16

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Date Acquired PFIDateAcq Date Fuzzy date allowed
Date Assessed PFIDateAss Date Fuzzy date allowed
Information Source |PFISource User-defined table |New Information
values Sources can be
added to table
during import if
checkbox is on
Information Type PFIType Required to add User-defined table |New Financial Data
new values Types can be
added to table
during import if
checkbox is on
Notes PFINotes Text Memo field

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. If available, the field is required to add new

constituent notepads. The other two fields are ignored.

Prospect Other Gift Fields

The Prospect Other Gift Import is used to update or create new “gifts to other organizations” for constituent
prospects or to create an import file of prospects’ gifts to other organizations. Prospects’ gifts to other

organizations can also be created and updated through a Constituent Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes

Gift Amount POGAmMt Currency

Comments POGCom Text Memo field

Constituent ID ConsID * See note at end

of table

Constituent Import |ImportiD * See note at end

ID of table

Constituent SSN SSNum * See note at end Security settings

(US)/SIN (Can)/NIN of table determine ability

(UK)/ID2 (Aus, NZ) to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.

Date Given POGDateGiven Date Fuzzy date allowed
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Organization Import [POGOrglmpID Required, Import ID of Required if the
ID conditionally existing Org other gift record in
the import file
needs to be linked
to a constituent
organization
(update and new)
Organization Name |POGOrgName Text up to 255 Name of org if not
characters linking to existing
Organization Type POGOrgType User-defined table |New Organization
values Type can be added
to table during
import if checkbox
ison
Other Gift Import ID [POGImpID Required to update | Text up to 20 Import ID of
existing characters Prospect other gift
Reason POGReason Text up to 50
characters

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. The other two fields are ignored.

Prospect Philanthropic Interests Fields

The Prospect Philanthropic Interests Import is used to create new philanthropic interests for constituent
prospects, or to create an import file containing that information. Prospect philanthropic interests can also be

created through a Constituent Import.

new

values

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Comments PPICom Text Memo field
Constituent ID ConsID * See note at end

of table
Constituent Import |ImportID * See note at end
ID of table
Constituent SSN SSNum * See note at end
(US)/SIN (Can)/NIN of table
(UK)/ID2 (Aus, NZ)
Interest Code PPICode Required to add User-defined table |New Prospect

Interests can be
added to table
during import if
checkbox is on

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. The other two fields are ignored.

Note: This import type is available only to add additional philanthropic interests to a constituent record, not to

update existing.
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Prospect Rating Fields

The Prospect Rating Import is used to update or create new prospect ratings for constituent prospects or to
create an import file of prospect ratings. Prospect ratings can also be created and updated through a Constituent

Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Category PRateCat Required to add User-defined table |New Ratings can
new values be added to table
during import if
checkbox is on
Constituent ID ConsID * See note at end
of table
Constituent Import |ImportiD * See note at end
ID of table
Constituent SSN SSNum * See note at end Security settings
(US)/SIN (Can)/NIN of table determine ability
(UK)/ID2 (Aus, NZ) to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Gift Date PRateDate Date
Description PRateDesc Text up to 50
characters
Notes PRateNotes Text up to 255
characters
Rating Import ID PRatelmpID Required to update | Text up to 20 Import ID of
existing characters existing
Constituent Rating
Source PRateSource User-defined table |New Sources can
values be added to table
during import if
checkbox is on

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. If available, the field is required to add new
constituent notepads. The other two fields are ignored.

Prospect Will Not Give To Fields

The Prospect Will Not Give To Import is used to create interests that a constituent prospect will not give to or to
create an import file containing that information. Interests that prospects will not give to can also be created

through a Constituent Import.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Comments

PWNGCom

Text

Memo field
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Constituent ID ConsID * See note at end
of table

Constituent Import |ImportiD * See note at end

ID of table

Constituent SSN SSNum * See note at end Security settings

(US)/SIN (Can)/NIN of table determine ability

(UK)/ID2 (Aus, NZ) to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.

Interest Code PWNGCode Required to add User-defined table |New Prospect

new

values

Interests can be
added to table
during import if
checkbox is on

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents.. The other two fields are ignored.

Note: This import type is available only to add additional “will not give” codes to a constituent record, not to

update existing entries.

Solicit Code Fields

The Solicit Code Import is used to create solicit codes for constituents or to create an import file of constituents’

solicit codes. Solicit codes for constituents can also be created through a Constituent Import.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

new

values

Constituent ID ConsID * See note at end
of table
Constituent Import |ImportID * See note at end
ID of table
Constituent SSN SSNum * See note at end
(US)/SIN (Can)/NIN of table
(UK)/ID2 (Aus, NZ)
Solicit Code SolCode Required to add User-defined table |New Solicit Codes

can be added to
table during
import if checkbox
ison

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. The other two fields are ignored.

Note: This import type is only available to add additional solicit codes to a constituent record, not to update

existing.




Solicitor Goal Fields

The Solicitor Goal Import is used to create new solicitor goals for a constituent that is a solicitor or to create an

import file of solicitor goals. Solicitor goals can also be created through a Constituent Import.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Gift Amount

CSGAmt

Currency

Campaign

CSGCamplD

Required,
conditionally

ID of existing
Campaign

Required if
importing solicitor
goals where Type =
Campaign

Category

CSGCat

User-defined table
values

Only imported if
Type =
Unspecified;

New Solicitor Goal
Categories can be
added to table
during import if
checkbox is on

Constituent Import
ID

ImportID

* See note at end
of table

Constituent ID

ConsID

* See note at end
of table

Constituent SSN
(US)/SIN (Can)/NIN
(UK)/1D2 (Aus, NZ)

SSNum

* See note at end
of table

Security settings
determine ability
to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.

Fund

CSGFundID

Required,
conditionally

ID of existing Fund

Required if
importing solicitor
goals where Type =
Fund

Notes

CSGNotes

Text

Memo field

Reports to Individual

CSGReportsTolndiv

Import ID of
Solicitor

Link to an existing
solicitor; Only
imported if Type =
Campaign or Fund;
Creates exception
if Solicitor named
here is not an
existing Solicitor
for the specified
Campaign or Fund
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Reports to Team CSGReportsToTea
m
Gift Type CSGType Required to add Campaign, Fund, |Default =
new Unspecified Campaign

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. If available, the field is required to add new
constituent notepads. The other two fields are ignored.

Spouse Fields

The Spouse Import is used to create new spouse records, update existing spouse records, or create an import file

of spouse information. Spouses can also be created or updated through a Constituent Import.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Acknowledge

SRAck

Automatically Soft

SRAutoSoftCredit

Credit Gifts

Birth Date SRBday Date

Constituent ID ConsID * See note atend |Text upto 20

of table characters
Import ID ImportID * See note atend |Text up to 20
of table characters

Constituent SSN SSNum * See note atend |Numericupto9 Security settings

(US)/SIN (Can)/NIN of table digits determine ability

(UK)/1D2 (Aus, NZ) to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.

Contact Type SRContactType Text

Date From SRFromDate Date

Date To SRToDate Date

Deceased SRDeceased Yes, No, True, Default = No; Only

False, Y,N, T, F imported for

Individuals;
Deceased date
available only if
this is Yes

Deceased Date SRDecDate Date Only imported for
Individuals;

Available only if
Deceased = Yes
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Do Not Mail to SRNoMail Yes, No, True, Default=No; Not
Contact False,Y,N, T, F available unless Is
contact = Yes
First Name SRFirstName
Gender SRGender Male, Female, Default =
Unknown Unknown; Only
imported for
Individuals
Is Contact SRIsContact Yes, No, True, Default = No
False,Y,N, T, F
Is Employee SRISEmp Yes, No, True, Default = No
False,Y,N, T, F
Is Head of SRIsHH Yes, No, True, Default = No
Household False,Y,N, T, F
Is Primary SRIsPRimary Yes, No, True, Default = No
False,Y,N, T, F
Last Name SRLastName Required to add Text up to 50 Only imported for
new individual characters Individuals
Maiden Name SRMaidName Text up to 50 Only imported for
characters Individuals
Middle Name SRMidName Text up to 50 Only imported for
characters Individuals;
Nickname SRNickName Text up to 50 Only imported for
characters Individuals
Notes SRNotes Text Memo field
Position SRPos

Primary Addressee
Editable

SRPrimAddEdit

Required,
conditionally

Yes, No, True,
False,Y,N, T, F

Required if adding
an editable
addressee for the
constituent

Primary Addressee
ID Number

SRPrimAddID

Required,
conditionally

Numeric — 1D
number of Add/Sal
formula as set up
in configuration.

Required to add a
new Primary
Addressee for the
constituent

Primary Addressee
Text

SRPrimAddText

Required,
conditionally

Text up to 255
characters

Required if adding
an editable
addressee for the
constituent
(PrimAddEdit=Yes)

Primary Salutation
Editable

SRPrimSalEdit

Required,
conditionally

Yes, No, True,
False,Y,N, T, F

Required if adding
an editable
salutation for the
constituent
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Primary Salutation |SRPrimSallD Required, Numeric —ID Required to add a
ID Number conditionally number of Add/Sal |new Primary

NOTE — even if formula as set up |Salutation for the

adding an editable
add/sal (text) this
field must contain
a valid Add/Sal ID
number; any ID
number will do as
long as it’s a valid
one from
configuration

in configuration

constituent

Primary Salutation
Text

SRPrimSalText

Required,
conditionally

Text up to 255
characters

Required if adding
an editable
salutation for the
constituent
(PrimSalEdit=Yes)

Print Organization SRPrintOrg
Print Position SRPrintPos
Profession SRProf
Reciprocal SRRecip
Relationship SRRelat
Relationship Import |SRImpID Required to update Import ID of the
ID spouse
Relationship Link SRLink Required when
importing new
spouses to an
existing
constituent
SSN SRSSNum Numeric up to 9 Must be unique;

digits

Only imported for
Individuals; If 9
digits, is
auto-formatted as
HitH-HH-HHHH,;
Security settings
determine ability
to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Suffix 1

SRSuffl

User-defined code
table values

New Suffixes can
be added to table
during import if
checkbox is on;
Only imported for
Individuals

Suffix 2

SRSuff2

User-defined code
table values

New Suffixes can
be added to table
during import if
checkbox is on;
Only imported for
Individuals

Title 1

SRTitl1

User-defined code
table values

New Titles can be
added to table
during import if
checkbox is on;
Only imported for
Individuals

Title 2

SRTitl2

User-defined code
table values

New Titles can be
added to table
during import if
checkbox is on;
Only imported for
Individuals

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. If available, the field is required to add new

constituent notepads. The other two fields are ignored.

Spouse Address Fields

The following tab lists all Spouse Address Fields available for individual spouse imports (a branch of the Spouse

field list).
Raiser’s Edge Field Import Name Required ? Allowed Values Notes

Address Lines SAAddrLines Text up to 150 All address lines in
characters; one field; * See
/nis used to note at end of
denote a CR-LF in |table
this field

CART SAAddrCART Text up to 10
characters

City SAAddrCity Text up to 50 * See note at end

characters

of table
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Country SAAddrCountry User-defined table |New Country can
values be added to
Configurationtable
during import if
checkbox is on
County SAAddrCounty User-defined table |New Counties can
values be added to table
during import if
checkbox is on
Date From SAAddrDateFrom Date
Date To SAAddrDateTo Date
DPC SAAddrDPC Numeric — 2 digits |US only
Information Source [SAAddrinfoSrc User-defined table |New Address Info
values Sources can be
added to table
during import if
checkbox is on
LOT SAAddrLOT Textupto 5
characters with 1st
character=AorD
and last 4
characters numeric
NZ City SAAddrNZCity User-defined table |New city
values information can be
added to tables
during import if
checkbox is on
NZ Suburb SAAddrNZSuburb User-defined talbe |New suburb
values information can be
added to tables
during import if
checkbox is on
Region SAAddrRegion User-defined table |New Regions can
values be added to table
during import if
checkbox is on
Seasonal Address SAAddrSeasonal Required, Yes, No, True, Required to be
conditionally False, Y,N, T, F set=Yes if adding
new seasonal
address.
Default=No
Seasonal From SAAddrSeaFrom Required, Month/Day Required if adding

conditionally

new seasonal
address
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Seasonal To

SAAddrSeaTo

Required,
conditionally

Month/Day

Required if adding
new seasonal
address

Send Mail

SAAddrSendMail

Yes, No, True,
False,Y,N, T, F

Default = Yes

State/Province (for
Canada)

SAAddrState

User-defined table
values

New States can be
added to table
during import if
checkbox is on; *
See note at end of
table

Address Type

SAAddrType

User-defined table
values

New Address Types
can be added to
table during
import if checkbox
ison

ZIP (US); Post code
(NZ); Postcode (UK,
Aus); Postal Code
(Can)

SAAddrzIP

Text up to 12
characters

US only; Formats
nine-digit zip codes
to zip +4 if no
hyphen is present
inthe import file; *
See note at end of
table

*Spouse addresses are imported according to the rules stated below. These rules apply when importing new and

updating existing records. In some cases, links that currently exist between addresses in the database may be

broken through import.

¢ The following is true for address information imported for a spouse:

If the relationship is new (imported as new), the relationship’s address information is automatically linked to

the constituent’s preferred address record. The import does not change this link. Any address information
included in the relationship import file overwrites the relationship’s constituent preferred address. If no
address information is included in the relationship import file, neither the relationship’s address nor the
constituent’s preferred address change since they are linked.

If a relationship exists (imported as an update), relationship’s address retains whatever links exist. Any address
information included in the relationship import file updates the relationship’s address along with all linked
addresses. If no address information is included in the relationship import file, the relationship’s address and all
linked addresses are unchanged.

¢ The following is true for address information imported for a Spouse Relationship (non-constituent) to an
Individual:

If the relationship exists (imported as an update), the relationship’s address does NOT retain any links
previously created. Any address information included in the relationship import file is imported as the
relationship’s address only. If no address information is included in the relationship import file, the
relationship’s address is unchanged, as are all other addresses previously linked. Any existing links to this
address are broken.
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Spouse Business Fields

The Spouse Business Import is used to create new spouse business relationships, update existing spouse business
relationships, or create an import file of spouse business relationship information. Spouse business relationships
can also be created or updated through a Constituent Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Acknowledge SBAck Yes, No, True, Default = No
False,Y,N, T, F

Automatically Soft |SBAutoSoftCredit Yes, No, True, Default = No

Credit Gifts False, Y,N, T, F

Contact Type SBContactType User-defined table |New Contact Types

values can be added to

table during
import if checkbox
is on; Not available
unless Is Contact =
Yes

Date From SBDateFrom Date Date from must be
on or before Date
to; Fuzzy date
allowed

Date To SBDateTo Date Date to must be on
or after Date from;
Fuzzy date allowed

Do Mot Mail to SBNoMail Yes, No, True, Default = No; Not

Contact False, Y,N, T, F available unless Is

contact = Yes

Fiscal Year Starts
(US)/Financial Year
Starts (UK)

SBFiscalYear

MM/DD

Not available if Org
matches gifts = No

Income SBIncome User-defined table |New Incomes can
values be added to table
during import if
checkbox is on
Industry SBIndustry User-defined table |New Industries can
values be added to table
during import if
checkbox is on
Is Contact SBlsContact Yes, No, True, Default = No
False, Y,N, T, F
Is Primary SBIsPrimary Yes, No, True, Default = No
False,Y,N, T, F
Match Notes SBMtcNotes Text Memo field

Matching Gift Factor

SBMtcFactor

Numeric up to
9,999,999,999

Max Match Annual

SBMaxMtcAnn

Currency
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Max Match Per Gift |SBMaxMtcGift Currency
Max Match Total SBMaxMtcTot Currency
Min Match Annual [SBMinMtcAnn Currency
Min Match Per Gift |SBMinMtcGift Currency
Min Match Total SBMinMtcTot Currency
Notes SBNotes Text Memo field
Organization SBOrgMatchesGifts Yes, No, True, Default = No
Matches Gifts False,Y,N, T, F
Organization Name |SBOrgName Required, Required if
conditionally business being
added is not an
existing
constituent
organization
Position SBPos Text up to 50
characters
Print Organization SBPrintOrg Yes, No, True, Default = No
False,Y,N, T, F
Print Position SBPrintPos Yes, No, True, Default = No
False, Y, N, T, F
Profession SBProf User-defined table |New Professions
values can be added to
table during
import if checkbox
ison
Reciprocal SBRecip User-defined table |New Relationships
values can be added to
table during
import if checkbox
ison
Relationship SBRelat User-defined table |New Relationships
values can be added to
table during
import if checkbox
ison
Relationship Import |SBImpID Required to update | Text up to 20 Import ID of
ID existing characters spouse

organization
relationship
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes

SBLink

Required if the
import file
contains new
organizational
relationships for
existing
organizations
when imported
back into The
Raiser’s Edge
Import ID of the
spouse

Required,
conditionally

Import ID of
constituent

Relationship Link

Spouse Relationship Required

Import ID

SBSRImpID

Note: Name information imported for an organization relationship who is also a constituent overwrites the
constituent’s name.

Spouse Education/School Fields

The Spouse Education/School Import is used to update or create educational information for spouses or to create
an import file containing that information. Spouse educational information for constituents and individuals can
also be created and updated through a Constituent Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Campus SECampus Text up to 50
characters
Class of SEClassOf Numeric up to 4
digits
Date Entered SEDateEnt Date Date entered must
be on or before
Date graduated
and date left; Fuzzy
date allowed
Date Graduated SEDateGrad Date Date graduated
must be on or after
Date entered,;
Fuzzy date allowed
Date Left SEDateleft Date Date left must be
on or after Date
entered; Fuzzy
date allowed
Degree SEDegree User-defined table |New Degrees can
values be added to table
during import if
checkbox is on
Faculty SEFaculty UK only
Fraternity/Sorority |SEFrat Text up to 50
characters
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes

GPA SEGPA Numeric up to 4 Decimal numbers
digits allowed

Known Name SEKnownName Text up to 50
characters

Notes SENotes Text Memo field

Primary Alumni SEPrimAlum Yes, No, True, Default = No;
False,Y,N, T, F

School Name

SESchoolName

Required to add
new

User-defined table
values

New Schools can
be added to table
during import if
checkbox is on

Spouse Education
Import ID

SEImpID

Required to update
existing

Text up to 20
characters

Import ID of
Education/School
Relationship

Spouse Relationship
Import ID

SESRImpID

Required

Import ID of
existing Individual
relationship

Relationship
Import ID of
Spouse records for
which the
education/school
information is
being
added/updated

Status

SEStatus

User-defined table
values

New Education
Status can be
added to table
during import if
checkbox is on

Subject of Study

SESubject

UK only

School Type

SEType

User-defined table
values

New School Types
can be added to
table during
import if checkbox
ison
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Spouse Phone Fields

The Spouse Phone Import is used to update or create spouse phone information or to create an import file
containing that information. Spouse phone information can also be created and updated through a Constituent

Import.
Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Relationship Import |SPPhonelRImpID Required *Relationship

ID

Import ID of the
Spouse whose
phone number is
being
updated/added

Phone Import ID

SPPhonelmplD

Required to update
existing

Text up to 20
characters

Import ID of the
Spouse whose
phone number is
being updated
This field can be
blank for new
phone numbers;
must be populated
for updating
existing phone

new

values

numbers
Phone Number SPPhoneNum Text up to 100 No formatting
characters performed during
import
Phone Type SPPhoneType Required to add User-defined table |New Phone Types

can be added to
table during
import if checkbox
ison

Tribute Fields

The Tribute Import is used to update or create new tributes for constituents that are honor/memorials or to
create an import file containing that information. Tributes can also be created and updated through a Constituent

Import.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

ID

Constituent ID ConsID * See note at end
of table
Constituent Import |ImportID * See note at end

of table
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Constituent SSN
(US)/SIN (Can)/NIN
(UK)/ID2 (Aus, NZ)

SSNum

* See note at end
of table

Security settings
determine ability
to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.

Date From

TRDateFrom

Date

Fuzzy date
allowed; Date from
must be on or
before date to

Date To

TRDateTo

Date

Fuzzy date
allowed; Date to
must be on or after

date from

Default Fund TRDefaultFund
Description TRDesc Text up to 50

characters
Gifts May be Given |TRGiftGiven Yes, No, True, Default = No

False,Y,N, T, F
Notes TRNotes Text Memo field
Tribute Import ID TRImpID Required to update | Text up to 20 Import ID of a

existing characters Constituent Tribute

Tribute Type TRType Required to add User-defined table |New Tribute Types

new

values

can be added to
table during
import if checkbox
ison

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. If available, the field is required to add new

constituent notepads. The other two fields are ignored.

Volunteer Fields

The Volunteer Import is used to create new volunteer information for constituents or to create an import file of
volunteer information. Volunteer information can also be created through a Constituent Import.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

ID

Constituent ID ConsID * See note at end
of table
Constituent Import |ImportID * See note at end

of table
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Constituent SSN SSNum * See note at end Security settings
(US)/SIN (Can)/NIN of table determine ability
(UK)/ID2 (Aus, NZ) to import this

information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Emergency Name VEmerName Text up to 50
characters
Emergency Phone VEmerPhone Text up to 50
characters
Emergency Relation |VEmerRel User-defined table |New Relationships
values can be added to
table during
import if checkbox
ison
Future Award VFutureAward User-defined table |New Award can be
values added to table
during import if
checkbox is on
Future Award VFutureAwardCom Text up to 50
Comments characters
Mandate Address VMandateAddr Text up to 150
characters
Mandate Agency VMandateName Text up to 50
characters
Mandate Comments |VMandateCom Text up to 255
characters
Mandate Complete |VMandateCmplDat|Required to link to |Date Fuzzy date allowed

Date

e

existing Org

Mandate Contact VMandateContact Text up to 20
characters
Mandate Hours VMandateHours Numeric up to
99,999
Mandate Phone VMandatePhone Text up to 50
characters
Mandate Start Date |VMandateStart Date Fuzzy date allowed
Vehicle Available VVehicleAvail Yes, No, True, Default = No
False, Y,N, T, F
Vehicle Comments |VVehicleCom Text up to 50 Available only if
characters Vehicle Available =

Yes
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Vehicle Type

VVehicleType

User-defined table
values

New Volunteer
Vehicle Type can
be added to table
during import if
checkbox is on;
Available only if
Vehicle Available =
Yes

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?
frame on the General Tab to identify existing constituents. The other two fields are ignored.

Volunteer Assignment Interest Fields

The Volunteer Assignment Interest Import is used to update or create new assignment interests for constituents
that are volunteers or to create an import file containing that information. Assignment interests for volunteers
can also be created and updated through a Constituent Import.

(US)/SIN (Can)/NIN
(UK)/ID2 (Aus, NZ)

of table

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Assignment Interest |VAllnterest Required to add User-defined table |New Assignments
new values can be added to
table during
import if checkbox
ison
Assignment Interest |VAIImpID Required to update | Text up to 20 Import ID of
import ID existing characters Assignment
Interest
Constituent ID ConsID * See note at end
of table
Constituent Import |ImportiD * See note at end
ID of table
Constituent SSN SSNum * See note at end Security settings

determine ability
to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?
frame on the General Tab to identify existing constituents. The other two fields are ignored.
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Volunteer Availability Fields

The Volunteer Availability Import is used to update or create new availability information for constituents that

are volunteers or to create an import file containing that information.

conditionally

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Availability Import ID|VAvaillmpID Required to update | Text up to 20 Import ID of
existing characters Availability
Constituent ID ConsID * See note at end
of table
Constituent Import |ImportiD * See note at end
ID of table
Constituent SSN SSNum * See note at end Security settings
(US)/SIN (Can)/NIN of table determine ability
(UK)/ID2 (Aus, NZ) to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Date From VAvailFromDate Required to add MM/DD
new
Date To VAvailToDate Required to add MM/DD
new
Day VAvailDay Sunday, Monday,
Tuesday,
Wednesday,
Thursday, Friday,
Saturday, All Week,
Weekdays,
Weekends
End Time VAvailEndTime Required, Time Required if you
conditionally enter an End Time
Start Time VAvailStartTime Required, Time Required if you

enter a Start Time

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. The other two fields are ignored.




18

Volunteer Award Fields

The Volunteer Awards Import is used to update or create new awards for constituents that are volunteers or to
create an import file of volunteer awards. Awards for volunteers can also be created and updated through a

Constituent Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Award VAward User-defined table |New Awards can
values be added to table
during import if
checkbox is on
Award Import ID VAwardIimpID Required to update | Text up to 20 Import ID of Award
existing characters
Comments VAwardCom Text up to 50
characters
Constituent ID ConsID * See note at end
of table
Constituent Import |ImportiD * See note at end
ID of table
SSN (US)/SIN SSNum * See note at end Security settings
(Can)/NIN (UK)/ID2 of table determine ability
(Aus, NZ) to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Gift Date VAwardDate Date
Presented By VAwardPresentBy Text up to 50
characters
Presented With VAwardPresentWit Text up to 50
h characters

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. The other two fields are ignored.

Volunteer Checklist Fields

The Volunteer Checklist Import is used to update or create new checklist items for constituents that are

volunteers or to create an import file of volunteer checklist items. Checklist items for volunteers can also be

created and updated through a Constituent Import.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Checklist Import ID

VCLImpID

Required to update
existing

Text up to 20
characters

Import ID of
checklist item
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Checklist Item VCLItem User-defined table |New Checklist
values Items can be
added to table
during import if
checkbox is on
Comments VCLCom Text up to 50
characters
Constituent ID ConsID * See note at end
of table
Constituent Import |ImportiD * See note at end
ID of table
Constituent SSN SSNum * See note at end Security settings
(US)/SIN (Can)/NIN of table determine ability
(UK)/ID2 (Aus, NZ) to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Date Completed VCLDateCompl Date Fuzzy date allowed
Date Requested VCLDateReq Date Fuzzy date allowed
Letter VClLetter User-defined table |New Volunteer
values Checklist Letters
can be added to
table during
import if checkbox
ison

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?
frame on the General Tab to identify existing constituents. The other two fields are ignored.

Volunteer Courses/Training Fields

The Volunteer Courses/Training Import is used to update or create new courses and training information for
constituents that are volunteers or to create an import file containing that information. Courses and Training
information for volunteers can also be created and updated through a Constituent Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Certification VCTCert User-defined table |New Certifications
values can be added to

table during
import if checkbox
ison

Comments VCTCom Text up to 50

Constituent ID ConsID * See note at end

of table
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Constituent Import |ImportID * See note at end
ID of table
Constituent SSN SSNum * See note at end Security settings
(US)/SIN (Can)/NIN of table determine ability
(UK)/1D2 (Aus, NZ) to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Course VCTCourse Required User-defined table |New Volunteer
values Courses can be
added to table
during import if
checkbox is on
Course Import ID VCTImplID Required to update | Text up to 20 Import ID of
existing characters course/training
End Date VCTEndDate Date
Expires VCTExpires Date
Instructor VCTlInstr Text up to 50
characters
Start Date VCTStartDate Date

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?
frame on the General Tab to identify existing constituents. The other two fields are ignored.

Volunteer Job Assignment Fields

The Volunteer Job Assignment Import is used to update or create new job assignments for constituents that are

volunteers or to create an import file of job assignments. Job assighnments can also be created and updated

through a Constituent Import.

ID

of table

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Category VJACat User-defined table |New Job Category
values can be added to

table during
import if checkbox
ison

Constituent ID ConsID * See note at end

of table
Constituent Import |ImportID * See note at end
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Constituent SSN SSNum * See note at end Security settings
(US)/SIN (Can)/NIN of table determine ability
(UK)/ID2 (Aus, NZ) to import this

information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Day VIJADay Sunday, Monday,
Tuesday,
Wednesday,
Thursday, Friday,
Saturday, All Week,
Weekdays,
Weekends
Department VJADept User-defined table |New Departments
values can be added to
table during
import if checkbox
ison
End Date VJAEndDate Date End date must be
on or after start
date
End Time VJAEndTime Time
Job Assignment VJAImpID Required to update | Text up to 20 Import ID of job
Import ID existing characters assignment
Job Import ID VJAJoblmpID Required to add Import ID of Job Link to existing Job
new
Letter Sent VJALtrSent
Letter Sent On VJALtrSentOn
Location VJALocation User-defined table |New Locations can
values be added to table
during import if
checkbox is on
Notes VJANotes
Position VJAPosition Text up to 50
characters
Requested On VJAReqOn
Start Date VJAStartDate Date Start date must be
on or before end
date
Start Time VJAStartTime Time

Status

VJAStatus
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values

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Supervisor VJASuper Text up to 50
characters
Task VJATask User-defined table |New Job Task can
values be added to table
during import if
checkbox is on
Volunteer Type VIAType User-defined table |New Volunteer

Types can be
added to table
during import if
checkbox is on

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. If available, the field is required to add new

constituent notepads. The other two fields are ignored.

Volunteer Medical Information Fields

The Volunteer Medical Information Import is used to update or create new medical information for constituents
that are volunteers or to create an import file containing that information. Volunteer medical information can
also be created and updated through a Constituent Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Comments VMICom Text up to 50
characters
Constituent ID ConsID * See note at end
of table
Constituent Import |ImportiD * See note at end
ID of table
SSN (US)/SIN SSNum * See note at end Security settings
(Can)/NIN (UK)/ID2 of table determine ability
(Aus, NZ) to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Gift Date VMIDate Date Fuzzy date allowed
Description VMIDesc User-defined table |New Volunteer
values Medical Info can
be added to table
during import if
checkbox is on
Medical Information |VMIImpID Required to update | Text up to 20 Import ID of
Import ID existing characters Medical

Information
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*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?
frame on the General Tab to identify existing constituents. If available, the field is required to add new
constituent notepads. The other two fields are ignored.

Volunteer Skills and Experience Fields

The Volunteer Skills and Experience Import is used to update or create skills and experience information for
constituents that are volunteers or to create an import file containing that information. Skills and experience

information for volunteers can also be created and updated through a Constituent Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Comments VSECom Text up to 50
characters
Constituent ID ConsID * See note at end
of table
Constituent Import |ImportiD * See note at end
ID of table
SSN (US)/SIN SSNum * See note at end Security settings
(Can)/NIN (UK)/ID2 of table determine ability
(Aus, NZ) to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Description VSEDesc User-defined table |New Volunteer
values Skills can be added
to table during
import if checkbox
ison
Expires VSEExpires Date Fuzzy date allowed
License Number VSELicenseNum Text up to 50
characters
License Type VSELicenseType User-defined table |New Volunteer
values License Types can
be added to table
during import if
checkbox is on
Skill Import ID VSEImpID Required to update | Text up to 20 Import ID of
existing characters Skill/Experience
Skill Level VSESkillLevel User-defined table |New Volunteer
values Skill Levels can be
added to table
during import if
checkbox is on

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. The other two fields are ignored.
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Volunteer Special Need Fields

The Volunteer Special Need Import is used to update or create special needs for constituents that are volunteers
or to create an import file of volunteers’ special needs. Special needs for volunteers can also be created and

updated through a Constituent Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Comments VSNCom Text up to 50
characters
Constituent ID ConsID * See note at end
of table
Constituent Import |ImportID * See note at end
ID of table
Constituent SSN SSNum * See note at end Security settings
(US)/SIN (Can)/NIN of table determine ability
(UK)/1D2 (Aus, NZ) to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Description VSNDesc User-defined table |New Volunteer
values Special Needs can
be added to table
during import if
checkbox is on
Special Needs VSNImpID Required to update | Text up to 20 Import ID of
Import ID existing characters Special Needs

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. The other two fields are ignored.

Volunteer Time Sheet Fields

The Volunteer Time Sheet Import is used to update or create new time sheets for constituents that are

volunteers or to create an import file of time sheets. Time sheets can also be created and updated through a

Constituent Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Apply to Mandate  |VTSApplyMandate Yes, No, True, Default = No
False,Y,N, T, F
Category VTSCat User-defined table |New Job Category
values can be added to
table during
import if checkbox
ison
Constituent ID ConsID * See note at end
of table
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Constituent Import |ImportID * See note at end
ID of table
Constituent SSN SSNum * See note at end Security settings
(US)/SIN (Can)/NIN of table determine ability
(UK)/1D2 (Aus, NZ) to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Gift Date VTSDate Required to add Date
new
Department VTSDept User-defined table |New Departments
values can be added to
table during
import if checkbox
ison
Hourly Wage VTSHrlyWage Currency
Hours VTSHours Numeric up to
9,999,999,9999
Job Import ID VTSJoblmpID Import ID of Link to Job
existing Job
Location VTSLocation User-defined table |New Locations can
values be added to table
during import if
checkbox is on
Notes VTSNotes Text up to 255
characters
Position VTSPosition Text up to 50
characters
Task VTSTask User-defined table |New Job Task can
values be added to table
during import if
checkbox is on
Time Sheet Import  |VTSImpID Required to update | Text up to 20 Import ID of Time
ID existing characters Sheet
Volunteer Type VTSVolType User-defined table |New Volunteer
values Types can be
added to table
during import if
checkbox is on

*f available, one of them is required, depending on the option selected in the What ID field do you want to use?
frame on the General Tab to identify existing constituents. If available, the field is required to add new
constituent notepads. The other two fields are ignored.
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Volunteer Type Fields

The Volunteer Type Import is used to create volunteer type information for constituents that are volunteers or to
create an import containing that information. Volunteer type information can also be created through a

Constituent Import.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Constituent ID ConsID * See note at end
of table
Constituent Import |ImportiD * See note at end
ID of table
Constituent SSN SSNum * See note at end Security settings
(US)/SIN (Can)/NIN of table determine ability
(UK)/ID2 (Aus, NZ) to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
End Date VTEndDate Date Fuzzy date allowed
Reason Finished VTReasonFin Text up to 50
characters
Start Date VTStartDate Date Fuzzy date allowed
Status VTStatus User-defined table |New Volunteer
values Status can be
added to table
during import if
checkbox is on
Volunteer Type VTType User-defined table |New Volunteer
values Types can be
added to table
during import if
checkbox is on

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. If available, the field is required to add new
constituent notepads. The other two fields are ignored.

Event Imports

Using Import, you can import new events into The Raiser’s Edge, update existing event records, or create an

import file of event records.

The list below shows the available import types for importing events. Each of these is a separate import type. The

tables below the list show the fields that display for each import type.

¢ Dinner Preference
e Event
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¢ Event Attribute (also available as part of an Event import)

e Event Award

e Event Expense

e Event Menu Items
¢ Event Notepad

e Event Price

e Guest

¢ Guest Alias

e Other Donation

e Participant

¢ Participant Address Attribute (also available as part of a Participant Address import)

¢ Participant Alias

¢ Participant Attribute (also available as part of a Participant import)

¢ Participant Benefit
¢ Participant Job

¢ Participant Phone
e Registration Fee

¢ Sponsoring Pledge

Dinner Preference Fields

The Dinner Preference Import is used to update or create dinner preference information in event records or to

create an import file containing dinner preference information.

9999 (must be > 0)

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Comments REGDPCom Text Memo field
Dinner Preference  |EVMenultem Required Text
Dinner Preference  |REGDPImpID Required to update | Text up to 20
Import ID existing characters
Participant Import ID |[REGImpID Required to add Import ID of Link to Participant;

new and update existing Participant |Creates exception
existing if participant does
not match
participant of
dinner preference
being updated
Quantity REGDPQuantity Numeric up to Default=0
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Event Fields

The Event Import is used to update or create event records or to create an import file containing event record

information.
Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Campaign CamplD
Capacity EVCapacity Numeric up to
999,999
Category EVCat Sporting event,
Dinner, Class, or
Other
Description EVDesc Text up to 255
characters
Display On Calendar |EVDispOnCal Yes, No, True,
False,Y,N, T, F
End Date EVEndDate Date Not imported if
Category = Class
End Time EVEndTime Time Not imported if
Category = Class
Event ID EventID Required to add Text up to 50 Must be unique
new (unless characters
Business Rule to
auto-generate
Event ID is turned
on) and to update
existing
Goal EVGoal Currency
Group EVGroup User-defined table |New Special Event
values Groups can be
added to table
during import if
checkbox is on
Is Inactive EVInactive Yes, No, True, Defaults to False
False,Y,N, T, F
Itinerary Description [EVItinDesc Text up to 255
characters
Location Address EVLocAddr Text up to 150
Lines characters
Location City EVLocCity Text up to 50
characters
Location Contact EVLocContact Text up to 50

characters
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values

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Location Country EVLocCountry User-defined table |New Country can
values be added to
Configurationtable
during import if
checkbox is on
Location Name EVLoc Required to add Text up to 50
new characters
Location Notes EVLocNotes Text up to 255
characters
Location Phone EVLocPhone Text up to 50
characters
Location State EVLocState User-defined table |New States can be
values added to table
during import if
checkbox is on
Location ZIP EVLocZIP Text ZIP (US) / Post
Code (UK, Aus,
Can, N2)
Name EVName Required to add Text up to 50
new characters
Number Invited EVNuminvit Numeric up to
999,999
Start Date EVStartDate Day Not imported if
Category = Class
Start Time EVStartTime Time Not imported if
Category = Class
Gift Type EVType User-defined table |New Special Event

Types can be
added to table
during import if
checkbox is on

Event Attribute Fields

The Event Attribute Import is used to update or create attributes on event records or to create an import file
containing event attribute information.

characters

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Attribute Import ID |EVAttrimpID Required to update | Text up to 20 Import ID of event
existing characters attribute
Category EvAttrCat Required to add User-defined table |Must be existing
new values Event Attribute
Category
Comments EVAttrCom Text up to 50
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of table

event

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Gift Date EVAttrDate Date
Description EVAttrDesc Required to add Depends on type
new of attribute as set
in Configuration
Event Import ID EventID * See note atend |Event ID of existing |Link to Event;

Creates exception
if event does not
match event of
attribute being
updated

*This field is available only for event attribute imports. If available, this field is required to add new records.

Event Award Fields

The Event Award Import is used to update or create awards on event records or to create an import file

containing event award information.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Award

EVAward

Required

User-defined table
values

New Event Awards
can be added to
table during
import if checkbox
ison

Award Import ID

EVAwardImpID

Required to update

Text up to 20

receiving award

existing characters
Comments EVAwardCom Text up to 50
characters
Event ID EventID Required to add Event ID of existing |Link to Event;
new and update |event Creates exception
existing if event does not
match event of
award being
updated
Presented By EVAwardPresenter Text up to 50
characters
Recipient Import ID |EVAwardRecipient |Required to add Import ID of Link to existing
new participant Participant; must

be registered for
this event
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Event Expense Fields

The Event Expense Import is used to update or create expenses on event records or to create an import file

containing event expense information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Gift Amount EVExpAmt Currency
Amount Paid EVExpPaidAmt Currency
Budgeted Amount |EVExpBudAmt Currency
Comments EVExpCom Text up to 255
characters
Gift Date EVExpDate Date
Event ID EventID Required to add Event ID of existing |Link to Event;
new and update event Creates exception
existing if event does not
match event of
expense being
updated
Expense Import ID  |EVExpImpID Required to update | Text up to 20
existing characters
Gift Type EVExpType Required User-defined table |New Special Event
values Expenses can be
added to table
during import if
checkbox is on
Vendor EVExpVendor Import ID of Link to Registrant;
existing Registrant |Must be a vendor
who is a Vendor for the event

Event Menu Item Fields

The Event Menu Item Import is used to update or create menu items on event records or to create an import file
containing event menu item information.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Event ID

EventID

Required to add
new

Event ID of existing
event

Link to Event;
Creates exception
if event does not
match event of
attribute being

updated
Menu Item EvMenultem Required to add User-defined table |New Event Menu
new values Items can be

added to table
during import if
checkbox is on




Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Menu Item Import ID

EVMenultemImplD

Required to update
existing

Text up to 20
characters

Import ID of event
attribute

Event Notepad Fields

The Event Notepad Import is used to update or create notes on event records or to create an import file

containing event note information.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Author EVNoteAuthor Text up to 50
characters
Gift Date EVNoteDate Required to add Date
new
Description EVNoteDesc Text up to 255
characters
Event ID EventID Required to add Event ID of existing |Link to Event;
new and update |event Creates exception
existing if event does not
match event of
notepad being
updated
Notepad Import ID |EVNotelmplD Required to update | Text up to 20 Event notepad
existing characters import ID
Notepad EVNoteNotes Required Memo field
Title EVNoteTitle Text up to 50
characters
Gift Type EVNoteType Required to add User-defined table |New Event
new values Notepad Types can

be added to table
during import if
checkbox is on

Event Price Fields

The Event Price Import is used to update or create price information on event records or to create an import file

containing event price information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Comments EVPriceCom Text up to 255
characters
Event ID EventID Required to add Event ID of existing |Link to Event;

new and update
existing

event

Creates exception
if event does not
match event of
price being
updated
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values

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Gift Amount EVPriceGiftAmt Currency
Price Import ID EVPricelmplD Required to update | Text up to 20
existing characters
Receipt Amount EVPriceRcptAmt Currency
Unit EVPriceUnit Required User-defined table |New Special Event

Units can be added
to table during
import if checkbox
ison

Guest Fields

The Guest Import is used to update or create guest information on event records or to create an import file

containing event guest information.

existing registrant

existing Registrant

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Attended GuestAttended Yes, No, True, Default = No
False,Y,N, T, F
Constituent Import |ImportiD Required, Import ID of Required if you
ID conditionally existing importa guest who
constituent is also an existing
constituent.
Do Not Seat GuestDoNotSeat
First Name GuestFirstName Text up to 50
characters
Guest Import ID GuestimplD Required to update | Text up to 20
existing characters
Guest Of REGImpID Required to link to |Import ID of Link to Registrant

Is Participant

GuestlsPart

Required,
conditionally

Yes, No, True,
False,Y,N, T, F

Required if you
import a guest who
is not a constituent
and you want to
add this quest
without making
them a participant.
Default = Yes;
Required to be set
to No if you do not
want to make the
guest a participant.
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Key Indicator

GuestKeyInd

Required,
conditionally

1,0

Required if you
importa guest who
is not an existing
constituent; If
guest is linked to a
constituent, and
value in this field
does not match
constituent record,
record will create
an exception.

Last Name GuestLastName Required, Text up to 50 Required if you
conditionally characters import a guest wo
is an individual and
not an existing
constituent
Middle Name GuestMidName Text up to 50
characters
Number of Guests |GuestNum Numeric up to Must be one (1) if
9999 Participant = Yes
Organization Name |GuestOrgName Required, Text up to 50 Required if you
conditionally characters import a
participant who is
an organization
and not an existing
constituent
Registration GuestReg Registered, Not Default = Not
Registered, Do Not |Registered
Register
Registration Date GuestRegDate Date Imported only if
Registration =
Registered
Suffix 1 GuestSuffl User-defined table |New Suffixes can
values be added to table
during import if
checkbox is on
Suffix 2 GuestSuff2 User-defined table |New Suffixes can
values be added to table
during import if
checkbox is on
Title 1 GuestTitll User-defined table |New Titles can be

values

added to table
during import if
checkbox is on
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Allowed Values Notes

User-defined table
values

Raiser’s Edge Field
Title 2

Import Name
GuestTitl2

Required ?

New Titles can be
added to table
during import if
checkbox is on

Note: Name information imported for a participant who is a constituent overwrites the constituent’s name if data
is imported in these fields.

Guest Alias Fields

The Guest Alias Import is used to create guest alias information on event records or to create an import file
containing event guest alias information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Alias Name GuestAliasName  |Required
Alias Type GuestAliasType User-defined table |New Alias Types
values can be added to
table during
import if checkbox
ison

Guest Import ID GuestimplD Required to add

new

Import ID of
existing Guest

Note: You can import aliases; they cannot be updated. If aliases are added for a guest who is a constituent, the
aliases are also added to the constituent’s record.

Other Donation Fields

The Other Donation Import is used to create other donation information on event records or to create an import
file containing event other donation information. An other donation is a gift, other than a registration fee, given
to an event.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Gift Import ID GFImpID Required Text up to 20 Import ID of gift to
characters be linked to this
participant record
Participant Import ID |[REGImpID Required Import ID of
existing Participant

Note: This import type is available only to add new donations to a participant’s record, not to update existing

Participant Fields

The Participant Import is used to update or create participant records or to create an import file containing
participant record information.

Raiser’s Edge Field Import Name Allowed Values Notes

REGAmtPaid

Required ?

Amount Paid

Currency
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Attended REGAttended Yes, No, True, Default = No
False,Y,N, T, F
Benefit Notes REGBenNotes Text Memo field
Constituent Import |ImportID Required, Import ID of Required if you
ID conditionally existing import a
constituent participant who is
also an existing
constituent
Contact REGContact Text up to 50
characters
Coordinator REGCoord Yes, No, True, Default = No
False,Y,N, T, F
Date Paid REGDatePaid Date
Do Not Seat REGDoNotSeat Yes, No, True, Default = No
False, Y,N, T, F
Event ID EventID Required to add Event ID of existing |Link to Event;
new event Create exception if
event does not
match event of
participant being
updated
First Name REGFirstName Text up to 50 Value entered here
characters may change
constituent name
if “Constituent
import ID” field
has existing
constituent ID
Grade REGGrade Text up to 50 Only imported if
characters Event Category =
Class
Group Notes REGroupNotes Test Memo Field
Guest Of REGGuestOf Import ID of Only valid for
existing Registrant |Guest; must be an
for this event — existing registrant
Note: thisis a of this event
Registrant Import
ID, not a
Constituent Import
ID
Instructor REGInstructor Yes, No, True, Default =- No
False,Y,N, T, F
Invitation REGInvite Do not invite, Not |Default = Not
invited, Invited invited

Invitation Date

REGInviteDate

Date
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Key Indicator

REGKeyInd

Required

I, 0

Ignored if
Constituent Import
ID field has existing
constituent ID, but
the Key Indicator
field must be
present in the
import file

Last Name

REGLastName

Required,
conditionally

Text up to 50
characters

Required if you
import a
participant who is
an individual and
not an existing
constituent. Value
entered here may
change constituent
name if
“Constituent
import ID” field
has existing
constituent ID; *
See note at end of
table

Middle Name

REGMidName

Text up to 50
characters

Value entered here
may change
constituent name
if “Constituent
import ID” field
has existing
constituent ID.

Notes

REGNotes

Text

Memo field

Organization Name

REGOrgName

Required,
conditionally

Text up to 50
characters

Required if you
import a particpant
who is an
organization and
not an existing
constituent. Value
entered here may
change constituent
name if
“Constituent
import ID” field
has existing
constituent ID.

Participant Import ID

REGImpID

Required to update
existing

Text up to 20
characters
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Participation

REGParticipation

User-defined table
values

New Participant
Types can be
added to table
during import if
checkbox is on

Registration

REGRegistration

Registered, Not
Registered, Do Not
Register

Default = Not
Registered

Registration Date REGRegDate Date
Response REGResponse User-defined table |New Registration
values Response can be
added to table
during import if
checkbox is on
Response Date REGRespDate Date
Solicitor REGSolicitor Import ID of Must be existing
existing Solicitor  |solicitor
Speaker REGSpeaker Yes, No, True, Default = No
False,Y,N, T, F
Speaker Comments |REGSpeakCom Text up to 255
characters
Speaker Time REGSpeakTime Text up to 50
characters
Speaker Topic REGSpeakTopic Text up to 50
characters
Sponsored By REGSponsor Import ID of Only valid for
existing sponsor  |Registrant; Must
for this event — be an existing
Note: this is a sponsor of this
Sponsor Import ID, |event
not a Constituent
Import ID
Sport Ability REGADility Text up to 50 Only imported if
characters Event category =
Sporting event
Sport Age REGAge Numeric up to 999 |Only imported if
Event category =
Sporting event
Sport Assigned REGAssignedNum Text up to 10 Only imported if
Number characters Event category =

Sporting event
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Sport Division REGDivision User-defined table |New Divisions can
values be added to table

during import if
checkbox is on;
Only imported if
Event category =
Sporting event

Sport Gender REGGender Text

Sport Height REGHeight Numeric up to 10 |Only imported if

digits

Event category =
Sporting event

Sport Location

REGLocation

User-defined table
values

New Sporting
Event Location can
be added to table
during import if
checkbox is on;
Only imported if
Event category =
Sporting event

Sport Place

REGPlace

Text up to 50
characters

Only imported if
Event category =
Sporting event

Sport Position

REGPosition

User-defined table
values

New Sporting
Event Position can
be added to table
during import if
checkbox is on;
Only imported if
Event category =
Sporting event

Sport Team

REGTeam

User-defined table
values

New Teams can be
added to table
during import if
checkbox is on;
Only imported if
Event category =
Sporting event

Sport Time

REGTime

Time

Only imported if
Event category =
Sporting event

Sport Weight

REGWeight

Numericup to 3
digits

Only imported if
Event category =
Sporting event
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Status REGStatus User-defined table |New Participant
values Status can be
added to table
during import if
checkbox is on
Suffix 1 REGSuffl User-defined table |Value entered here
values may change
constituent name
if “Constituent
import ID” field
has existing
constituent ID
Suffix 2 REGSuff2 User-defined table |Value entered here
values may change
constituent name
if “Constituent
import ID” field
has existing
constituent ID
Title 1 REGTitl1 User-defined table |Value entered here
values may change
constituent name
if “Constituent
import ID” field
has existing
constituent ID
Title 2 REGTitl2 User-defined table |Value entered here
values may change
constituent name
if “Constituent
import ID” field
has existing
constituent ID
Registration Type REGType Registrant, Guest,
Sponsor
Vendor REGVendor Yes, No, True, Default = No
False,Y,N, T, F
Vendor Booth REGVendorBooth Textup to 7
characters
Vendor Comments |REGVendorCom Text up to 255
characters
Vendor Purpose REGVendorPurpos User-defined table |New Vendor

e

values

Purpose can be
added to table
during import if
checkbox is on
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Vendor Rating

REGVendorRating

User-defined table
values

New Vendor Rating
can be added to
table during
import if checkbox
ison

Vendor Space REGVendorSpace Textupto 7
characters

Volunteer REGVol Yes, No, True, Default = No
False,Y,N, T, F

Waive Benefits REGWaiveBen Yes, No, True, Default = No
False, Y,N, T, F

Participant Address Fields

The following table lists all Participant Address Fields available for participant imports (a branch of the participant

import field list).

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Address Lines

REGAddrLines

Text up to 150
characters;

/nis used to
denote a CR-LF in
this field

All address lines in
one field

characters.

CART REGAddrCART Text up to 10
characters
City (US, UK, REGAddrCity Text up to 50 * See note at end
Can)/Suburb (Aus) characters of table
Country REGAddrCountry User-defined table |New Country can
values be added to
Configurationtable
during import if
checkbox is on
County REGAddrCounty User-defined table |New Counties can
values be added to table
during import if
checkbox is on
Date From REGAddrValidFrom Date
Date To REGAddrValidTo Date
DPC REGAddrDPC Numeric — 2 digits |US only
DPS REGAddrDPS Alpha-numeric -2 |UK only

Information Source

REGAddrInfoSrc

User-defined table
values

New Address Info
Sources can be
added to table
during import if
checkbox is on
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
LOT REGAddrLOT Textupto 5
characters with 15t
character=AorD
and last 4
characters numeric
NZ City REGAddrNZCity User-defined table |New city can be
values added to tables
during import if
checkbox is on
NZ Suburb REGAddrNZSuburb User-defined table |New suburb can be
values added to tables
during import if
checkbox is on
Region REGAddrRegion User-defined table |New Regions can
values be added to table
during import if
checkbox is on
Seasonal Address REGAddrSeasonal Yes, No, True, Default = No
False, Y,N, T, F
Seasonal From REGAddrSeasFrom |Required, Month/Day Required if you
conditionally import a seasonal
address
Seasonal To REGAddrSeasTo Required, Month/Day Required if you
conditionally import a seasonal
address
Send Mail REGSendMail Yes, No, True,
False,Y,N, T, F
State/Province REGAddrState User-defined table |New States can be
values added to table
during import if
checkbox is on
Address Type REGAddrType User-defined table |New Address Types
values can be added to
table during
import if checkbox
ison
ZIP (US); Post code |REGAddrZIP Text up to 12 US only; Formats

(NZ); Postcode (UK,
Aus); Postal Code
(Can)

characters

nine-digit zip codes
to zip +4 if no
hyphen is present
in the import file

Note: Address information imported for a participant who is a constituent is always linked to the constituent’s

preferred address and will overwrite constituent’s preferred address if data is imported in these fields.
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Participant Lodging Fields

The following table lists all Participant Lodging Fields available as part of participant imports (a branch of the

participant import field list).

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Check-In Date REGCheckInDate Date
Check-In Time REGCheckIinTime Time
Check-Out Date REGCheckOutDate Date
Check-Out Time REGCheckOutTime Time
City REGAddrCity Text
Confirmation REGConfirmNum Text up to 50
Number characters
Lodging Name REGLodgeName User-defined table |New Lodgings can
values be added to table
during import if
checkbox is on
Lodging Phone REGLodgePhone Text up to 50 No formatting
characters performed by RE
Lodging Room REGLodgeRoom Textupto 7
characters

Participant Tag/Card Fields

The following table lists all Participant Tag/Card Fields available as part of participant import (a branch of the

participant import field list).

conditionally

characters

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
City REGAddrCity Text
Name Tag Status REGTagStatus Required if Print  |Printed, Not Default = Not
Tags = Yes Printed, Lost Printed
Name Tag Text REGTagText Required, Text up to 70 Required if you

want to print name
tags; When
importing, this
field can contain
only editable text;
Editable checkbox
automatically sets
to ON when data is
imported into this
field

Print

conditionally

9999

Number of Cards to |REGCardNumPrint |Required, Numeric up to Required (> 0) if
Print conditionally 9999 Print Cards = Yes
Number of Tagsto |REGTagNumPrint |Required, Numeric up to Required (> 0) if

Print Tags = Yes
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conditionally

characters

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Place Card Status REGCardStatus Required, Printed, Not Required if Print
conditionally Printed, Lost Cards = Yes;
Default = Not
Printed
Place Card Text REGCardText Required, Text up to 70 Required if Print

Cards = Yes; When
importing, this
field can contain
only editable text;
Editable checkbox
automatically sets
to ON when data is
imported into this
field

False,Y,N, T, F

Print Name Tags REGTagPrint Yes, No, True, Default = No
False,Y,N, T, F
Print Place Cards REGCardPrint Yes, No, True, Default = No

Travel Information Fields

The following table lists all Travel Information Fields available as part of participant import (a branch of the

participant import field list).

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Arrival Date

REGArrivalDate

Arrival Name

REGArrivalName

Arrival Number

REGArrivalNum

Arrival Time REGArrivalTime
Arrival Type REGArrivalType
Departure Date REGDepartDate
Departure Name REGDepartName
Departure Number |REGDepartNum
Departurn Time REGDepartTime
Departurn Type REGDepartType

Participant Address Attribute Fields

The Participant Address Attribute Import is used to update or create address attributes on participant records or
to create an import file containing participant address attribute information.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Attribute Import ID

REGAddrAttrimplD

Required to update
existing

Text up to 20
characters

Import ID of
participant address
attribute
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existing

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Category REGAddrAttrCat Required to add User-defined table |Must be existing
new values Address Attribute
Category
Comments REGAddrAttrCom Text up to 50
characters
Gift Date REGAddrAttrDate Date
Description REGAddrAttrDesc |Required to add Depends on type
new of attribute as set
in Configuration
Participant Import ID |[REGImpID Required to add ID of existing Link to Participant;
new and update |Participant Create exception if

participant does
not match
participant of
attribute being
updated

Participant Alias Fields

The Participant Alias Import is used to create alias information on participant records or to create an import file

containing participant alias information.

values

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Alias Name REGAliasName Required
Alias Type REGAliasType User-defined table |New Alias Types

can be added to
table during
import if checkbox
ison

Participant Import ID

REGImpID

Required to add
new

Import ID of
existing Participant

Note: You can import new aliases; they cannot be updated. If aliases are added for a participant who is a

constituent, the aliases are also added to the constituent’s record.

Participant Attribute Fields

The Participant Attribute Import is used to update or create attribute information on participant records or to

create an import file containing participant attribute information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Attribute Import REGAttrimpID Required to update | Text up to 20 Import ID of
existing characters participant
attribute
Category REGAttrCat Required to add User-defined table |Must be existing
new values Participant

Attribute Category
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Comments REGAttrCom Text up to 50
characters
Gift Date REGAttrDate Date
Description REGAttrDesc Required to add Depends on type
new of attribute as set
in Configuration
Participant Import ID |[REGImpID * See note at end |ID of existing Link to Participant;
of table Participant Creates exception

if participant does
not match
participant of
attribute being
updated

*This field is available only for participant attribute imports. If available, this field is required to add new records.

Participant Benefit Fields

The Participant Benefit Import is used to update or create benefit information on participant records or to create
an import file containing participant benefit information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Benefit REGBenBen Required Text
Benefit Import ID REGBenImplID Required
Comments REGBenCom Text
Count REGBenCount
Participant Import ID |[REGImpID Required Import ID of

existing Participant

Total Benefit Value |REGBenTotVal
Unit Cost REGBenUnitCost

Participant Job Fields

The Participant Job Import is used to update or create job information on participant records or to create an

import file containing participant job information.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Category

REGJobCat

User-defined table
values

New Job Category
can be added to
table during
import if checkbox
ison
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Day of Week REGJobDay Sunday, Monday,
Tuesday,
Wednesday,
Thursday, Friday,
Saturday, All Week,
Weekdays,
Weekends
Department REGJobDept User-defined table |New Departments
values can be added to
table during
import if checkbox
ison
End Date REGJobEndDate Date
End Time REGJobEndTime Time
Job Assignment REGJobAssignimpID [Required Text up to 20
Import ID characters
Job Import ID JoblmpID Required Import ID of Link to Job; Creates
existing job exception if job
does not match job
of assignment
being updated
Letter Sent REGJobLtrSent
Letter Sent On REGJobLtrSentOn
Location REGJobloc User-defined table |New Locations can
values be added to table
during import if
checkbox is on
Notes REGJobNotes
Participant Import ID |[REGImpID Required Import ID of Link to a
existing Registrant |Constituent;
—must be a Creates exception
constituent if constituent does
not match
constituent of
assignment being
updated
Position REGJobPos Text up to 50
characters
Requested On REGJobReqOn
Start Date REGJobStartDate Date
Start Time REGJobStartTime Time
Status REGJobStatus
Supervisor REGJobSuper Text up to 50

characters
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values

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Task REGJobTask User-defined table |New Job Task can
values be added to table
during import if
checkbox is on
Volunteer Type REGJobVolType User-defined table |New Volunteer

Types can be
added to table
during import if
checkbox is on

Participant Phone Fields

The Participant Phone Import is used to update or create phone information on participant records or to create
an import file containing participant phone information.

new

existing Participant

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Number REGPhoneNum Text up to 100 No formatting
characters performed during
import
Participant Import ID |[REGImpID Required to add Import ID of Link to Participant;

Creates exception
if participant does
not match
participant of
phone being
updated

Phone Import ID

REGPhonelmpID

Required to update
existing

Text up to 20
characters

Gift Type

REGPhoneType

Required to add
new

User-defined table
values

New Phone Types
can be added to
table during
import if checkbox
ison

Note: Importing phone numbers for a participant who is a constituent adds the phone numbers to the
constituent’s preferred address

Registration Fee Fields

The Registration Fee Import is used to create registration information on event records or to create an import file
containing registration fee information.
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Registration Fees

The following table lists all fields available as part of registration fees fields (a branch of the registration fee field

list)

new

values

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Comments REGFeeCom Text up to 255
characters
Gift Date REGFeeDate Date
Gift Amount REGFeeGiftAmt Required to add Currency
new
Gift Import ID GFImpID
Number of Units REGFeeNumuUnits |Required to add Numeric
new
Participant Import ID |[REGImpID Required to add Import ID of Link to Participant;
new existing Participant |Creates exception
if participant does
not match
participant of
registration fee
being updated
Receipt Amount REGFeeRcptAmt |Required to add Currency Must be < or = gift
new amount
Registration Unit REGFeeUnit Required to add User-defined table |Must be a

Registration Unit
that has already
been established
for this event

Linked Gifts

The following table lists all Linked Gift fields available as part of registration fee fields (a branch of the registration

fee field list)

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Applied Amount

REGFeeAppliedAm
t

Gift Import ID

GFImplID

Sponsoring Pledge Fields

The Sponsoring Pledge Import is used to create sponsoring pledge information on event records or to create an

import file containing sponsoring pledge information.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Participant Import ID

REGImpID

Required

Import ID of
existing Participant

Import ID of
Participant making
Sponsoring Pledge




Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Pledge Import ID

GFTImpID

Required

Import ID of
existing Pledge

Import ID of the
gift that is the

Sponsoring Pledge

Note: This import type is only available to add a new sponsoring pledge to a participant’s record, not to update

existing records.

Fund Imports

Using Import, you can import new funds into The Raiser’s Edge, update existing funds, or create an import file of

fund information.

The list below shows the available import types for importing funds. Each of these is a separate import type. The

tables below the list display the fields available for each import type.

e Fund
¢ Fund Appeal

¢ Fund Attribute (also available as part of a Fund import)

Fund Fields

The Fund Import is used to update or create fund records in The Raiser’s Edge or to create an import file

containing fund record information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Apply GST to Gifts FundApplyGST Aus and NZ
Category FundCat User-defined table |New category can

values be added to table
during import if
checkbox is on
Default Appeal FundDefAppeal Appeal ID ID of an existing
Appeal
Default Campaign FundDefCamp Campaign ID ID of an existing
Campaign
Fund Description FundDesc Required to add Unique text up to
new 100 characters
End Date FundEndDate Date must be
greater than start
date if start date is
present
Fund ID FundID Required to add Unique name up to
new 20 characters
Fund Type FundType
Is Inactive Fundlnactive Yes, No, True,
False, Y,N, T, F
Limit Appeals FundLimitAppeal Yes, No, True,

False, Y,N, T, F
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Limit Campaigns

FundLimitCamp

Yes, No, True,

False,Y,N, T, F
Notes FundNotes Memo
Overall Goal FundGoal Currency up to
$1,000,000,000.00
Restricted FundRestricted Yes, No, True,
False,Y,N, T, F
Start Date FundStartDate Date must be

before end date if
end date is present

Fund Appeal Fields

The Fund Appeal Import is used to create appeal information on fund records in The Raiser’s Edge or to create an

import file containing fund appeal information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Appeal ID FundAppID Required ID of existing
Appeal thatisto be
associated with the
Fund
Fund ID FundID Required to add
new

Note: This import type is used to import existing appeals newly associated with a fund. Appeals already

associated with a fund remain and cannot be changed or deleted through Import.

Fund Attribute Fields

The Fund Attribute Import is used to update or create attribute information on fund records in The Raiser’s Edge

or to create an import file containing fund attribute information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Attribute Import ID |FundAttrimpID Required to update | Text up to 20 Import ID of
existing characters attribute

Category FundAttrCat Required to add User-defined table
new values
Comments FundAttrCom Text up to 50
characters
Gift Date FundAttrDate Date
Description FundAttrDesc Required to add Depends on type

new

of attribute as set
in Configuration
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Fund ID FundID * See note at end |ID of existing Fund |Link to a Fund;
of table Creates exception

if fund does not
match fund of
attribute being
updated

*This field is available for fund attribute import. If available, this field is required to add new records.

Gift Imports

Using Import, you can import new gifts into The Raiser’s Edge, update existing gifts, or create an import file of gift
information.

New gifts linked to events, memberships, and proposals can also be imported but cannot be updated. The gift link
fields are available from the event, membership, and proposal imports.

The list below shows the available import types for importing gifts. Each of these is a separate import type. The
tables below the list display the fields available for each import type.

Amendments

Gift (used for Cash, Pledge, Stock/Property, GIK, Other, Recurring gifts)

Gift Attribute (also available with a Matching Gift Pledge, Recurring Gift Payment, and Pledge Payment import)
Gift Benefit

Gift Notepad (also available with a Matching Gift Pledge, Recurring Gift Payment, and Pledge Payment import)
Gift Solicitor (also available with a Matching Gift Pledge, Recurring Gift Payment, and Pledge Payment import)
Installment

Matching Gift Pledge

Planned Gift Assets

Planned Gift Beneficiary

Planned Gift Relationship

Pledge Payment

Recurring Gift Payment

Soft Credit (also available with a Matching Gift Pledge, Recurring Gift Payment, and Pledge Payment import)
Split Gift (also available with a Matching Gift Pledge, Recurring Gift Payment, and Pledge Payment import)
Tribute Gift (also available with a Matching Gift Pledge, Recurring Gift Payment, and Pledge Payment import)
Write-Off

Amendment Fields

The Amendment Import is used to update or create amendments to recurring gifts. You can change the recurring
gift amount and transaction schedule, splits, solicitors and more.
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Gift Fields
The following table lists all Gift Fields available as part of amendment fields (a branch of the amendment field
list).
Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Acknowledge RGAAck
Acknowledge Date |RGAAckDate
Gift Amount RGAAmMt
Appeal AppeallD
Campaign CamplD
Constituent ID ConsID Conditionally *See note
Required
Constituent Import |Import ID Conditionally *See note
ID required to update
or import new
Constituent SSN SSNum Security settings
determine ability
to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Currency Amount RGACurAmt
Currency Exchange |RGACurExchangeR
Rate ate
Gift Date RGADate
Fund FundID
Gift Import ID RGAImpID Required to create
import file
Gift Link RGALink Required to create
import file
Letter Code RGALtrCode
Package ID PackagelD
Sub Type RGASubType

*If available, one is required, depending on the option selected in the What ID field do you want to use? frame
on the General Tab to identify existing constituents. If available, the field is required to add new constituent
notepads. The other two fields are ignored.
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Installment

The following table lists all Installment Fields available as part of amendment fields (a branch of the amendment

field list).

Raiser’s Edge Field Import Name Required ? Allowed Values Notes

Day of Week RGAInsDayName |Conditionally
required

End Day RGAInsEndDate

Frequency RGAInsFreq

Frequency Number |RGAInsFregNum

Frequency Option RGAInsFreqOpt Conditionally
required

Friday RGAInsFri

Monday RGAInsMon

Month Name RGAInsMonthNam |Conditionally

e required

Number of Weeks RGAInsWeekFreq

Numeric Day RGAInsNumDay Conditionally
required

Numeric Day 2 RGAInsNumDay2 |Conditionally
required

Ordinal Day RGAInsOrdDay Conditionally
required

Ordinal Day 1 RGAInsOrdDay1 Conditionally
required

Ordinal Day 2 RGAInsOrdDay2 Conditionally
required

Saturday RGAInsSat

Start Date RGAInsStartDate

Sunday RGAInsSum

Thursday RGAInsThu

Tuesday RGAInsTue

Wednesday RGAInsWed

Solicitor

The following table lists all Solicitor Fields available as part of amendment fields (a branch of the amendment
field list).The Solicitor Fields are available when importing new or updating information.

ID

required

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Gift Amount RGASolAmt Conditionally Currency
required
Constituent Import  |SollmportID Conditionally
ID required
Gift Solicitor Import |[RGASollmplD Conditionally
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Split Gifts

The following table lists all Split Gifts Fields available as part of amendment fields (a branch of the amendment
field list).The Split Gifts Fields are available when importing new or updating information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Split Amount RGASplitAmt Conditionally Currency
required
Split Appeal RGASplitAppeal
Split Campaign RGASplitAmtCamp
Split Fund RGASplitFund
Split Package RGASplitPkg

Gift Fields

The Gift Import is used to update or create gift records in The Raiser’s Edge or to create an import file containing
gift record information. Warning: If you attempt to import unencrypted credit card information from a plain text file, for
security reasons, The Raiser’s Edge stores your imported credit card information in the Blackbaud Payment Service. We
strongly recommend you encrypt credit card information in compliance with the Payment Card Industry Data Security
Standard (PCI DSS). The retention of credit card information in an unencrypted file leaves you vulnerable to malicious users.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Acknowledge GFAck Acknowledged, Default = Not
Not Acknowledged
Acknowledged, Do
Not Acknowledge
Acknowledge Date |GFAckDate Date
Address ID GFAddressID
Agency GFAgency User-defined table |Canada only
Gift Amount GFTAmMt Required to add Currency
new and create
import file
Amount Bills GFAmMtBiIlls Currency
Amount Coins GFAmtCoins Currency
Anonymous GFAnon Yes, No, True, Default = No
False, Y,N, T, F
Appeal GFAppeal Appeal ID Must be an existing
Appeal
As of Date GFAsOfDate
Authorization Code |GFAuthCode Text up to 20 Imported only if
(US, characters Pay method =
Can)/Authorisation Credit Card
Code (UK, NZ, Aus)
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Bank Import ID BAImplD Required to import |Import ID of Required if the
updates existing bank payment method is
direct debit; Must
be a bank
relationship on the
constituent’s
record
Benefit Notes GFBenNote Text Memo field
Campaign CamplD Campaign ID Must be an existing
campaign
Cardholder Name GFCardholderNam Text
e
Check Date (US) / GFCheckDate Date Imported only if
Cheque Date (UK NZ, Pay method =
Aus, Can) Personal check or
Business check
Check Number (US) / |GFCheckNum Text up to 20 Imported only if
Cheque Number characters Pay method =
(UK, NZ, Aus, Can) Personal check or
Business check
Constituent Code GFCons User-defined table |New Constituent
values Code can be added
to table during
import if checkbox
ison
Constituent ID ConsID * See note at end
of table
Constituent Import |ImportID * See note at end
ID of table
Constituent Pays GFConstitPaysPre
Premiumns ms

Constituent Policy
Owner

GFConstitPolicyOw
ner

Constituent SSN
(US)/SIN (Can)/NIN
(UK)/ID2 (Aus, NZ)

SSNum

* See note at end
of table

Security settings
determine ability
to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.

Credit Card Expires

GFCCExpOn

Date

Imported only if
Pay method =
Credit Card
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Credit Card Number

GFCCNum

Text up to 20
characters

Import files
generated by RE
provide only
masked credit card
numbers.
Imported only if
Pay method =
Credit Card;
Security settings
determine ability
to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.

Credit Card Type

GFCCType

User-defined table
values

New Credit Cards
can be added to
table during
import if checkbox
ison;

Imported only if
Pay method =
Credit Card

Gift Date

GFDate

Required to add
new and create
import file

Date

Discount Rate %

GFDiscountRt

Drawer

GFDrawer

Aus only

DDI Source

GFDDISource

UK only

DDI Source Date

GFDDISourceDate

UK only

EFT

GFEFT

Yes, No, True,
False,Y,N, T, F

Default = No;
Imported only if
Pay method =
Credit card or
Direct debit

Exp. Maturity Year

GFMaturityYr

Finder number

GFFinderNumber

Used with
Blackbaud Direct
Marketing

Flexible Deferred

GFFlexibleDef

Fund

FundID

Required to add
new and create
import file

Fund ID

Must be an existing
fund
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Gift Code GFGiftCode User-defined table |New Gift Codes
values can be added to
table during
import if checkbox
ison

Gift Currency GFCurAmt

Amount

Gift Currency GFCurCntry

Country

Gift Currency GFCurXRate

Exchange Rate

Gift Currency GFCurRcpt

Receipt

Gift ID GiftID Text up to 50 Must be unique —

characters can be generated
by The Raiser’s
Edge
Gift Import ID GFImpID Required to update | Text up to 20
existing and create |characters
import file
Gift is Realized GFTRealized
Gift Vehicle GFVehicle Required if the Gift
Type is Planned
Gift (US) or Legacy
Gift (UK) (GFType =
Planned Gift /
Legacy Gift)

GL Post Date GFPostDate Date Defaults to system
date when adding
new

GL Post Status GFPostStat Posted, Not Default = Not

Posted, Do Not Posted
Post
Include Benefit GFIncludeNotes Yes, No, True, Default = No

Notes on Receipt

False, Y,N, T, F

Insurance Carrier

GFInsCarrier

Letter Code GFLtrCode User-defined table |New Gift Letter can
values be added to table
during import if
checkbox is on
Mailing ID GFMailingID Numeric up to 50 |Used with
characters Blackbaud Direct

Marketing
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Marketing Source GFSourceCode Numeric up to 50 |Used with
Code characters Blackbaud Direct
Marketing
Net Present Value GFNPV
Net Present Value as | GFNPVAsOf
of
Number of Units GFNumUnits
Order Type GFOrderType NZ, Aus
Package ID PackagelD ID of existing Must be a package
package of the appeal for
which this gift is
given
Pay Method GFPayMeth Cash, Personal Default = Cash
Check, Business
Check, Credit Card,
Direct Debit, Other
Payout % GFPayoutPct
Payout Amount GFPayoutAmt
PIF Name GFPIFName
Planned Gift Status |GFPGStatus
Policy Face Amount |GFPolicyFaceAmt
Policy Number GFPolicyNum
Policy Premium GFPolicyPremium
Policy Type GFPolicyType
Premium Paid Up GFPremiumPaidUp
PrenotificationUnits |GFPreNotifyUnits |Required, Required if sending
Conditionally pre-notification

Portion Subject to
Tax

GFPortionTax

UK only

Receipt GFRcpt Receipted, Not Default = Not
Receipted, Do Not |Receipted
Receipt
Receipt Amount GFRcptAmt Currency Default = 0; Must
be less than or
equal to gift
amount if that
business rule is on
Receipt Date GFRcptDate Date
Receipt Number GFRcptNum Numeric No formatting is
allowed (for
instance, 234-567
is not valid)
Received GFReceived Yes, No, True, Default = No

False, Y,N, T, F
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Reference GFRef Text up to 255
characters

Reference Date GFRefDate Date Imported only if
Pay method =
Cash, Direct debit,
Other

Reference Number |GFRefNum Text up to 20 Imported only if

characters

Pay method =
Cash, Direct debit,
Other

Remaninder Value

GFRemainderValue

Revocable (US only)

GFRevocable

Send Pledge GFSendRem Yes, No, True, Default = No;
Reminders False,Y,N, T, F Imported only if
Type = Pledge
Send PreNotification |GFPreNotify Yes, No, True, Default = No;
False, Y,N, T, F Imported only if
Pay method =
Direct debit
Standing Order Sent |GFSOSent UK, NZ only
Standing Order Sent |GFSOSentOn UK NZ only
On
Status GFStatus Active, Held, Default = Active;
Terminated, Imported only if
Completed Type = Pledge or
Recurring Gift
Status Date GFStatusDate
Stock Issuer GFStklss Text up to 50 Imported only if
characters Type =
Stock/Property
Stock Median Price |GFStkMedPrice Currency Default = 0;
Imported only if
Type =
Stock/Property
Stock Number of GFStkNumUnits Numeric Imported only if
Units Type =
Stock/Property
Stock Sale Amount |GFStkSaleAmt Currency Default = 0;
Imported only if
Type =
Stock/Property

Stock Sale Broker
Fee

GFStkSaleBrokerFe
e
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Stock Sale Date

GFStkSaleDate

Date

Imported only if
Type =
Stock/Property

Stock Sale Notes

GFStkSaleNotes

Text

Memo field;
Imported only if
Type =
Stock/Property

Stock Sale Post Date

GFStkSalePostDate

Date

Imported only if
Type =
Stock/Property;
Defaults to system
date when adding
new

Stock Sale Post
Status

GFStkSalePostStat

Posted, Not
Posted, Do Not
Post

Default = Not
Posted; Imported
only if Type =
Stock/Property

Stock Symbol

GFStkSymbol

Textupto 4
characters

Imported only if
Type =
Stock/Property

Subtype

GFSubType

User-defined table
values

New Gift Sub Types
can be added to
table during
import if checkbox
ison

Tax Claim Eligible

GFTaxClaimElig

UK only

Tax Claim Number

GFClaim

UK only; UK only;
Note: When
changing the value
of this field
through an update,
the system does
not consider the
current value of
Pays Tax on the
constituent record,
because it may
have changedsince
the gift was
created

Term End Date

GFTermEndDt

Term Type

GFTermType

Total Units in PIF

GFPIFTotalUnits

Trust Tax ID Number

GFTrustTaxID
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Gift Type GFType Required to add Cash, Pledge, Default = Cash
new and create Stock/Property,
import file Gift- in- Kind,
Other, Recurring
Gift
VAT Amount Charged|GFVATAmt Currency UK only; Defaults
to calculation
(portion subject to
VAT * VAT rate).
VAT Rate GFVATRate UK only; Tax rate
look-up table
Years in Term GFTermYears

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. If available, the field is required to add new

constituent notepads. The other two fields are ignored.

Notes

¢ Toinclude the Constituent as a Beneficiary in an import file, follow this procedure:
¢ In the import file, include a value of “0” (zero) as the Type of Relationship under Beneficiaries

¢ When the Import process runs, it interprets a Type of Relationship value of “0” to mean the constituent is to
be included as a beneficiary for the gift and creates the relationship

¢ Only a single Type of Relationship may be valued as “0” for each gift
¢ When the Gift record is opened following a successful import of this type, the first row in the Beneficiaries

grid on the Planned Gift tab of the Gift record displays the constituent’s information. The Constituent is

Beneficiary checkbox for that record is checked.

¢ Import does not automatically calculate a receipt amount.

Installment Schedule/Payment Fields

The following table lists all Installment Schedule/Payment Fields available for gift imports (a branch of Gift Import

field list).

Important: Schedule information can be left blank to auto-generate one installment for each pledge being

imported.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes

Day of Week GFInsDayName Required if Sunday, Monday, |Only valid if
Frequency = Tuesday, Frequency =
Semi-Annually, Wednesday, Semi-Annually,
Quarterly, Thursday, Friday, |Quarterly,
Bimonthly, or Saturday Bimonthly, or
Monthly and Monthly and

Ordinal day is not
blank

Ordinal day is not
blank

End Date

GFInsEndDate
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Frequency GFInsFreq Required to add Annually, * See note at
new (if The Semi-Annually, bottom of table
Raiser’s Edge is Quarterly,
not Bimonthly,
auto-generating) |Monthly,
Semi-Monthly,

Biweekly, Weekly,
Irregular, Single

Installment
Frequency Number |GFInsFreqNum Required if Numeric Required if
Frequency = Frequency =
Monthly Monthly
Frequency Option GFInsFreqOpt Required if Specific day, User |Only valid if
Frequency = defined day Frequency =
Semi-Annually, Semi-Annually,
Quarterly, Quarterly,
Bimonthly, or Bimonthly, or
Monthly Monthly
Friday GFInsFri Yes/No Default = No; Only
valid if Frequency =
Biweekly or
Weekly
Monday GFInsMon Yes/No Default = No; Only
valid if Frequency =
Biweekly or
Weekly
Month Name GFInsMonthName |Required if January, February, |Only valid if
Frequency = March, April, May, |Frequency =
Annually June, July, August, |Annually
September,
October,
November,
December
Number of GFInsNumPay Required to add If Frequency =
Installments new if Frequency is Single Installment,

not Single
Installment

value in this field is
ignored

Number of Weeks

GFInsWeekFreq
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes

Numeric Day GFInsNumDay Required if Numeric from 1 Only valid if
Frequency = through 31 Frequency =
Annually; Annually,
Required if Semi-Annually,
Frequency = Quarterly,
Semi-Annually, Bimonthly,
Quarterly, Monthly,
Bimonthly, or Semi-Monthly
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 Numeric from 1 Only valid if
Frequency = through 31 Frequency =

Semi-Monthly and
Ordinal day 2 is

Semi-Monthly and
Ordinal day 2 is

Specific Day Specific Day
Ordinal Day GFInsOrdDay Required if If Frequency =
Frequency = Semi-Annually,
Semi-Annually, Quarterly,
Quarterly, Bimonthly, or
Bimonthly, or Monthly allowed
Monthly and Day |values are First,
of week is not Second, Third,
blank; Fourth, Last;
Required if If Frequency =
Frequency = Semi-Monthly
Semi-Monthly (day |allowed values are
1) First, Last, Specific
Day
Ordinal Day 1 GFInsOrdDay1 Accepts values
“First”, “Last”, and
“Specific Day”
Ordinal Day 2 GFInsOrdDay2 Required if Accepts values Only valid if
Frequency = “First”, “Last”, and |Frequency =
Semi-Monthly “Specific Day” Semi-Monthly
Saturday GFlInsSat Yes/No Default = No; Only

valid if Frequency =
Biweekly or
Weekly
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Start Date

GFInsStartDate

Required to add
new (if RE is not
auto-generating)

If left blank, along
with Frequency,
when importing
pledge, defaults to
system date for
auto-generated
installment

Sunday

GFInsSun

Yes/No

Default = No; Only
valid if Frequency =
Biweekly or
Weekly

Thursday

GFInsThu

Yes/No

Default = No; Only
valid if Frequency =
Biweekly or
Weekly

Tuesday

GFInsTue

Yes/No

Default = No; Only
valid if Frequency =
Biweekly or
Weekly

Wednesday

GFInsWed

Yes/No

Default = No; Only
valid if Frequency =
Biweekly or
Weekly

* |If left blank when importing pledge, defaults to “Single Installment” for auto-generated installment. The value

of “Irregular” is valid only when updating a gift - not when adding a new gift. You cannot include actual schedule
dates for an irregular pledge when you first adding the pledge. You must 1) import the gift, leaving the Frequency
and scheduling information blank, 2) import the actual installment schedule dates and amounts in an Installment
Import, 3) update the Frequency of the gift from Single Installment to Irregular using the Gift Import again.

Note: If Frequency = Biweekly or Weekly and Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, and
Saturday = No, then an exception is generated - “Insufficient schedule information”.

Note: Installment Schedules can be very tricky to import because there are so many different options, and you
need to be sure that you selected the correct fields for the installment schedule you want.

Gift Attribute Fields

The Gift Attribute Import is used to update or create attributes on gift records or to create an import file
containing gift attribute information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Attribute Import ID |GFAttrimpID Required to update | Text up to 20 Import ID of gift
existing gift characters attribute
attribute
Category GFAttrCat Required to add User-defined table |Must be existing
new values Gift Attribute
Category
Comments GFAttrCom Text up to 50
characters
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Gift Date GFAttrDate Date
Description GFAttrDesc Required to add Depends on type
new of attribute as set
in Configuration
Gift Import ID GFImpID * See note at end |ID of existing Gift |Link to Gift;

of table

Creates exception
if gift does not
match gift of
attribute being
updated

*This field is available only for gift attribute imports. If available, this field is required to add new records.

Gift Benefit Fields

The Gift Benefit Import is used to update or create benefits on gift records or to create an import file containing
gift benefit information.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Benefit GFBenBen Required to add User-defined table |New Benefits can
new values be added to table
during import if
checkbox is on
Benefit Import ID GFBenlmplID Required to update | Text up to 20
existing characters
Benefit Notes GFBenNotes
Comments GFBenCom Text up to 255
characters
Count GFBenCount Numeric up to 999
Gift link GFLink Required to add Import ID of Link to Gift;
new existing Gift Creates exception
if gift does not
match gift of
benefit being
updated
Sent/Fulfilled Date |GFBenSent
Total Benefit Value |GFBenTotVal Currency Default=0
Unit Cost GFBenUnitCost Currency Default=0
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Gift Notepad Fields

The Gift Notepad Import is used to update or create notes on gift records or to create an import file containing
gift note information.

new

values

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Author GFNoteAuth Text up to 50
characters
Gift Date GFNoteDate Required to add Date
new
Description GFNoteDesc Text up to 255
characters
Gift Link GFLink * See note at end |Import ID of Link to Gift;
of table existing gift Creates exception
if gift does not
match gift of
notepad being
updated
Notepad Import ID |GFNotelmpID Required to update | Text up to 20 Gift notepad
existing characters import ID
Notes GFNoteNotes Memo field
Title GFNoteTitle Text up to 50
characters
Gift Type GFNoteType Required to add User-defined table |New Gift Notepad

Type can be added
to table during
import if checkbox

ison

*This field is available for only gift notepad imports. If available, this field is required to add new records.

Gift Solicitor Fields

The Gift Solicitor Import is used to update or create solicitors on gift records or to create an import file containing

gift solicitor information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Gift Amount GFSolAmt Required to add Currency
new
Constituent Import [SollmpID Required to add Import ID of
ID new existing

constituent who is
a solicitor
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Gift Link GFLink * See note atend |Import ID of Link to Gift;
of table existing gift Creates exception

if gift does not
match gift of
solicitor being

updated
Gift Solicitor Import |GFSollmpID Required to update | Text up to 20 Import ID of Gift
ID existing characters solicitor record

*This field is available for only gift solicitor imports. If available, this field is required to add new and update
existing records.

Installment Fields

The Installment Import is used to update or create installments on gift records or to create an import file
containing gift installment information.

Important: Schedule information can be left blank to auto-generate one installment for each pledge being
imported..

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Gift Amount GFInsAmt Required to add
new
Gift Date GFInsDate Required to add
new
Gift Link GFLink Required to add Import ID of Link to Pledge;
new existing pledge Creates exception

if pledge does not
match pledge of
installment being
updated

Installment Import  |GFInsimpID Required to update
ID existing

Note: Installment field imports allow you to import new installments or update installments for existing pledges
in your system.

Matching Gift Pledge Fields

The Matching Gift Import is used to update or create matching gift pledges on gift records or to create an import
file containing matching gift pledge information.
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Warning: If you attempt to import unencrypted credit card information from a plain text file, for security reasons, The
Raiser’s Edge stores your imported credit card information in the Blackbaud Payment Service. We strongly recommend you
encrypt credit card information in compliance with the Payment Card Industry Data Security Standard (PCI DSS). The

retention of credit card information in an unencrypted file leaves you vulnerable to malicious users.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Acknowledge GFAck Acknowledged, Default = Not
Not Acknowledged
Acknowledged, Do
Not Acknowledge
Acknowledge Date |GFAckDate Date
Agency GFAgency User-defined table |UK only; Only
values available if user
chooses “voucher”
as payment type.
Gift Amount GFAmMt Required to add Currency
new
Amount Bills GFAmtBills Currency
Amount Coins GFAmtCoins Currency
Anonymous GFAnon Yes, No, True, Default = No
False,Y,N, T, F
Appeal GFAppeal Appeal ID Must be an existing
Appeal
Authorization Code |GFAuthCode Text up to 20 Imported only if
(US, characters Pay method =
Can)/Authorisation Credit Card
Code (UK, NZ, Aus)
Bank Import ID BAImpID Required, Import ID of Required if the
conditionally existing bank payment method is
direct debit. Must
be a bank
relationship on the
constituent’s
record
Benefit Notes GFBenNote Text Memo field
Campaign CamplD Campaign ID Must be an existing
campaign
Cardholder Name GFCardholderNam Text
e
Check Date (US) / GFCheckDate Date Imported only if
Cheque Date (UK, Pay method =
NZ, Aus, Can) Personal check or
Business check
Check Number (US) / |GFCheckNum Text up to 20 Imported only if
Cheque Number characters Pay method =
(UK, NZ, Aus, Can) Personal check or
Business check




23

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Tax Claim Number

GFClaimNum

UK only; Note:
When changing
the value of this
field through an
update, the system
will not consider
the current value
of Pays Tax on the
constituent record,
because it may
have changedsince
the gift was
created.

Constituent Code

GFCons

User-defined table
values

New Constituent
Code can be added
to table during
import if checkbox
ison

Constituent Import
ID

ImportID

Required to add

new

and update

existing records

Import ID of
matching gift
organization

Link to MG
Organization;
Creates exception
if organization
does not match
organization of
matching gift
pledge being
updated

Credit Card Expires

GFCCExpOn

Date

Imported only if
Pay method =
Credit Card

Credit Card Number

GFCCNum

Text up to 20
characters

Imported only if
Pay method =
Credit Card; Import
files generated by
RE provide only
masked credit card
numbers.

Credit Card Type

GFCCType

User-defined table
values

New Credit Cards
can be added to
table during
import if checkbox
is on; Imported
only if Pay method
= Credit Card

Gift Date

GFDate

Required to add

new

Date

DDI Source

GFDDISource

UK only
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
DDI Source Date GFDDISourceDate UK only
Drawer GFDrawer Aus only
EFT GFEFT Yes, No, True, Default = No;
False,Y,N, T, F Imported only if
Pay method =
Credit card or
Direct debit
Fund FundID Required to add Fund ID Must be an existing
new fund
Gift Code GFGiftCode User-defined table |New Gift Codes
values can be added to
table during
import if checkbox
ison
Gift Currency GFCurAmt
Amount
Gift Currency GFCurCntry
Country
Gift Currency GFCurXRate
Exchange Rate
Gift Currency GFCurRcpt
Receipt
Gift ID GiftID Text up to 50 Must be unique —
characters can be generated
by RE
Gift Import ID GFImplID Required to update | Text up to 20
existing characters
Gift Link GFLink Required to add Import ID of Link to gift that
new and update |existing gift originated the
existing records matching gift
pledge; Creates
exception if gift
link does not
match gift link of
gift being updated
Post Date GFPostDate Date Defaults to system
date when adding
new
Post Status GFPostStat Posted, Not Default = Not
Posted, Do Not Posted
Post
Include Benefit GFIncludeNotes Yes, No, True, Default = No

Notes on Receipt

False,Y,N, T, F
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Letter Code GFLtrCode User-defined table |New Gift Letter can
values be added to table
during import if
checkbox is on
Order Type GFOrderType NZ, Aus
Package ID Package ID Import ID of Must be a package
existing package |of the appeal for
which this gift is
given
Portion Subject to GFPortionTax UK only
Tax
PrenotificationUnits |GFPreNotifyUnits |Required, Numeric from 10 |Required if Send
conditionally through 30 Prenotification=
Yes; Only imported
for Direct debit pay
method
Receipt GFRcpt Receipted, Not Default = Not
Receipted, Do Not |Receipted
Receipt
Receipt Amount GFRcptAmt Currency Default = 0; Must
be less than or
equal to gift
amount if that
business rule is on
Receipt Date GFRcptDate Date
Receipt Number GFRcptNum Numeric No formatting is
allowed (for
instance, 234-567
is not valid)
Received GFReceived Yes, No, True, Default = No
False,Y,N, T, F
Reference GFRef Text up to 255
characters
Reference Date GFRefDate Date Imported only if
Pay method =
Cash, Direct debit,
Other
Reference Number |GFRefNum Text up to 20 Imported only if
characters Pay method =
Cash, Direct debit,
Other
Send Pledge GFSendRem Yes, No, True, Default = Yes;

Reminders

False, Y,N, T, F




240 CHAPTER

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Send GFPreNotify Yes, No, True, Default = No;
Pre-Notification False, Y,N, T, F Imported only if

Pay method =
Direct debit
Standing Order Sent |GFSOSent UK, NZ
Standing Order Sent |GFSOSentOn Date UK, NZ
On
Status GFStatus Active, Held, Default = Active;
Terminated, Imported only if
Completed Type = Pledge or
Recurring Gift
Status Date GFStatusDate
Stock Issuer GFStklss Text up to 50 Imported only if
characters Type =
Stock/Property
Stock Median Price |GFStkMedPrice Currency Default = 0;
Imported only if
Type =
Stock/Property
Stock Number of GFStkNumUnits Numeric Imported only if
Units Type =
Stock/Property
Stock Sale Amount |GFStkSaleAmt Currency Default = 0;
Imported only if
Type =
Stock/Property
Stock Sale Broker GFStkSaleBrokerFe Currency Default = 0;
Fee e Imported only if
Type =
Stock/Property
Stock Sale Date GFStkSaleDate Date Imported only if
Type =
Stock/Property
Stock Sale Notes GFStkSaleCom Text Memo field;
Imported only if
Type =
Stock/Property
Stock Sale Post Date |GFStkSalePostDate Date Imported only if
Type =
Stock/Property;

Defaults to system
date when adding
new
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Stock Sale Post GFStkSalePostStat Posted, Not Default = Not
Status Posted, Do Not Posted; Imported

Post only if Type =
Stock/Property
Stock Symbol GFStkSymbol Text up to 4 Imported only if
characters Type =
Stock/Property
Subtype GFSubType User-defined table |New Gift Sub Types
values can be added to
table during

import if checkbox
ison

Tax Claim Eligible

GFTaxClaimElig

UK only

VAT Amount Charged

GFVATAmMt

Currency

UK only; Defaults
to calculation
(portion subject to
VAT *VAT rate)

VAT Rate

GFVATRate

UK only; Tax rate
look-up table

Note: Import does not automatically calculate a receipt amount.

Planned Gift Asset

The Planned Gift Asset Import is used to update or add information to your planned gift records. You can also

create an import file.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Asset Amount GFPGAssetAmt
Asset Description GFPGAssetDesc

Asset Import ID

GFPGAssetimpID

Required if any
fieldsinincludedin
the Planned Gift
Asset import are
present in the

D

import file.
Asset Type GFPGAssetType
Cost Basis (US only) |GFPGCostBasis
Gift Import ID GFPGAssetGiftimpl |Required to import

new records,
update existing
records, and/or
create import file
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Planned Gift Beneficiaries

The Planned Gift Beneficiaries Import is used to add beneficiary information to your planned gift records. You can

also create an import file.

new records,
update existing
records, and/or
create import file

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Beneficiary Type GFPGBenType
Gift Import ID GFPGBenGiftimplID [Required to import

Relationship Import
ID

GFPGBenImplID

Required to import
new records
and/or create
import file

Type of Relationship

GFPGBenTypeofRel

Required to import
new records,
update existing
records, and/or
create import file

The range of valid
values is a number
from 0-4, mapped
to the following:
0 - self beneficiary
1- individual
relationship

2 - organization
relationship

3 - financial
relationship

4 - education
relationship

Planned Gift Relationship

The Planned Gift Relationship Import is used to update or add relationship information to your planned gift

records. You can also create an import file.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Gift Import ID

GFPGRelGiftimpID

Required to import
new records,
update existing
records, and/or
create import file

Relationship Import
ID

GFPGRellmpID

Required to import
new records
and/or create
import file
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Type of Relationship

GFPGRelTypeofRel

Required to import
new records,
update existing
records, and/or
create import file

The range of valid
values is a number
from 0-4, mapped
to the following:

0 - self beneficiary
1- individual
relationship

2 - organization
relationship

3 - financial
relationship

4 - education

relationship

Pledge Payment Fields

The Pledge Payment Import is used to update or create pledge payments on gift records or to create an import
file containing pledge payment information.

Warning: If you attempt to import unencrypted credit card information from a plain text file, for security reasons, The

Raiser’s Edge stores your imported credit card information in the Blackbaud Payment Service. We strongly recommend you

encrypt credit card information in compliance with the Payment Card Industry Data Security Standard (PCI DSS). The

retention of credit card information in an unencrypted file leaves you vulnerable to malicious users.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Acknowledge GFAck Acknowledged, Default = Not
Not Acknowledged
Acknowledged, Do
Not Acknowledge
Acknowledge Date |GFAckDate Date
Agency GFAgency User-defined table |UK only. Only
values available if user
chooses “Voucher”
as payment type
Gift Amount GFTAmMt Required to add Currency
new
Amount Bills GFAmtBills Currency
Amount Coins GFAmtCoins Currency
Anonymous GFAnon Yes, No, True, Default = No
False,Y,N, T, F
Appeal GFAppeal Appeal ID Must be an existing
Appeal
Authorization Code |GFAuthCode Text up to 20 Imported only if

characters

Pay method =
Credit Card
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Bank Import ID

BAImpID

Required,
conditionally

Import ID of
existing bank

Required if
payment method
id direct debit;
Must be a bank
relationship on the
constituent’s
record

Benefit Notes

GFBenNote

Text

Memo field

Campaign

CamplD

Campaign ID

Must be an existing
campaign

Cardholder Name

GFCardholderNam
e

Text

Check Date (US) /
Cheque Date (UK,
NZ, Aus, Can)

GFCheckDate

Date

Imported only if
Pay method =
Personal check or
Business check

Check Number (US) /
Cheque Number
(UK, NZ, Aus, Can)

GFCheckNum

Text up to 20
characters

Imported only if
Pay method =
Personal check or
Business check

Tax Claim Number

GFClaimNum

UK only; UK only;
Note: When
changing the value
of this field
through an update,
the system will not
consider the
current value of
Pays Tax on the
consitutne record,
because it may
have changedsince
the gift was
created.

Constituent Code

GFCons

User-defined table
values

New Constituent
Code can be added
to table during
import if checkbox
ison

Constituent ID

ConsID

* See note at end
of table

Constituent Import
ID

ImportID

* See note at end
of table
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Constituent SSN
(US)/SIN (Can)/NIN
(UK)/ID2 (Aus, NZ)

SSNum

* See note at end
of table

Security settings
determine ability
to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.

Credit Card Expires

GFCCExpOn

Date

Imported only if
Pay method =
Credit Card

Credit Card Number

GFCCNum

Text up to 20
characters

Imported only if
Pay method =
Credit Card; Import
files generated by
RE provide only
masked credit card
numbers.

Credit Card Type

GFCCType

User-defined table
values

New Credit Cards
can be added to
table during
import if checkbox
is on; Imported
only if Pay method
= Credit Card

Gift Date

GFDate

Required to add
new

Date

Drawer

GFDrawer

Aus only

EFT

GFEFT

Yes, No, True,
False,Y,N, T, F

Default = No;
Imported only if
Pay method =
Credit card or
Direct debit

Fund

FundID

Required to add
new

Fund ID

Must be an existing
fund

Gift Code

GFGiftCode

User-defined table
values

New Gift Codes
can be added to
table during
import if checkbox
ison

Gift Currency
Amount

GFCurAmt

Gift Currency
Country

GFCurCntry
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Gift Currency GFCurXRate
Exchange Rate
Gift Currency GFCurRcpt
Receipt
Gift ID GiftID Text up to 50 Must be unique —
characters can be generated
by RE
Gift Import ID GFImplID Required to update | Text up to 20
existing characters
Gift Link GFLink Required to add Import ID of Link to existing

new and update
existing

existing pledge

pledge; Payments
are applied to
installments in
chronological
order

Include Benefit
Notes on Receipt

GFIncludeNotes

Yes, No, True,
False, Y,N, T, F

Default = No

Letter Code GFLtrCode User-defined table |New Gift Letter can
values be added to table
during import if
checkbox is on
Package ID PackagelD Import ID of Must be a package
existing package |of the appeal for
which this gift is
given
Pay Method GFPayMeth Cash, Personal Default = Cash

Check, Business
Check, Credit Card,
Direct Debit, Other

Portion Subject to
Tax

GFPortionTax

UK only

GL Post Date GFPostDate Date Defaults to system
date when adding
new

GL Post Status GFPostStat Posted, Not Default = Not

Posted, Do Not Posted

Post

PrenotificationUnits

GFPreNotifyUnits

Required,
conditionally

Numeric from 10
through 30

Required if Send
Prenotification=
Yes. Only imported
for Direct debit pay
method

Receipt

GFRcpt

Receipted, Not
Receipted, Do Not
Receipt

Default = Not
Receipted
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Receipt Amount GFRcptAmt Currency Default = 0; Must
be less than or
equal to gift
amount if that
business rule is on
Receipt Date GFRcptDate Date
Receipt Number GFRcptNum Numeric No formatting is
allowed (for
instance, 234-567
is not valid)
Reference GFRef Text up to 255
characters
Reference Date GFRefDate Date Imported only if
Pay method =
Cash, Direct debit,
Other
Reference Number |GFRefNum Text up to 20 Imported only if
characters Pay method =
Cash, Direct debit,
Other
Send Pledge GFSendRem
Reminders
Received GFReceived Yes, No, True, Default = No
False,Y,N, T, F
Send GFPreNotify Yes, No, True, Default = No;
Pre-Notification False,Y,N, T, F Imported only if
Pay method =
Direct debit
Standing Order Sent |GFSOSent UK, NZ
Standing Order Sent |GFSOSentOn UK, NZ
On
Status GFStatus Active, Held, Default = Active;
Terminated, Imported only if
Completed Type = Pledge or
Recurring Gift
Stock Issuer GFStklss Text up to 50 Imported only if
characters Type =
Stock/Property
Stock Median Price |GFStkMedPrice Currency Default = 0;
Imported only if
Type =
Stock/Property
Stock Number of GFStkNumUnits Numeric Imported only if
Units Type =

Stock/Property
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Stock Sale Amount

GFStkSale

Currency

Default = 0;
Imported only if
Type =
Stock/Property

Stock Sale Broker
Fee

GFStkSaleBrokerFe
e

Currency

Default = 0;
Imported only if
Type =
Stock/Property

Stock Sale Date

GFStkSaleDate

Date

Imported only if
Type =
Stock/Property

Stock Sale Notes

GFStkSaleNotes

Text

Memo field;
Imported only if
Type =
Stock/Property

Stock Sale Post Date

GFStkSalePostDate

Date

Imported only if
Type =
Stock/Property;
Defaults to system
date when adding
new

Stock Sale Post
Status

GFStkSalePostStat

Posted, Not
Posted, Do Not
Post

Default = Not
Posted; Imported
only if Type =
Stock/Property

Stock Symbol

GFStkSymbol

Textupto 4
characters

Imported only if
Type =
Stock/Property

Subtype

GFSubType

User-defined table
values

New Gift Sub Types
can be added to
table during
import if checkbox
ison

Gift Type

GFType

Required to add
new

Cash, Pledge,
Stock/Property,
Gift in Kind, Other

Default = Cash

Tax Claim Eligible

GFTaxClaimElig

UK only

VAT Amount charged

GFVATAmMt

Currency

UK only; Defaults
to calculation
(portion subject to
VAT *VAT rate).

VAT Rate

GFVATRate

UK only; Tax rate
look-up table.

*One of the three fields is required, depending on the option selected on General Tab to identify existing
constituents. The field is required to add new gifts. The other two fields are ignored. When updating an existing
gift, an exception generates if the constituent linked does not match the existing gift’s constituent.
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Note: Import does not automatically calculate a receipt amount.

Recurring Gift Payment Fields

The Recurring Gift Payment Import is used to create recurring gift payments on gift records or to create an import
file containing recurring gift payment information.

Warning: If you attempt to import unencrypted credit card information from a plain text file, for security reasons, The
Raiser’s Edge stores your imported credit card information in the Blackbaud Payment Service. We strongly recommend you
encrypt credit card information in compliance with the Payment Card Industry Data Security Standard (PCI DSS). The

retention of credit card information in an unencrypted file leaves you vulnerable to malicious users.

Cheque Date (UK,
NZ, Aus, Can)

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Acknowledge GFAck Acknowledged, Default = Not
Not Acknowledged
Acknowledged, Do
Not Acknowledge
Acknowledge Date |GFAckDate Date
Agency GFAgency User-defined table |Only available if
values user chooses
“voucher”
Gift Amount GFAmMt Required to add Currency
new
Amount Bills GFAmMtBiIlls Currency
Amount Coins GFAmtCoins Currency
Anonymous GFAnon Yes, No, True, Default = No
False, Y,N, T, F
Appeal GFAppeal Appeal ID Must be an existing
Appeal
Authorization Code |GFAuthCode Text up to 20 Imported only if
characters Pay method =
Credit Card
Bank Import ID BAImpID Required, Import ID of Required if the
conditionally existing bank payment method is
direct debit; Must
be a bank
relationship on the
constituent’s
record.
Benefit Notes GFBenNote Text Memo field
Campaign CamplD Campaign ID Must be an existing
campaign
Cardholder Name GFCardholderNam Text
e
Check Date (US) / GFCheckDate Date Imported only if

Pay method =
Personal check or
Business check
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Check Number (US) /
Cheque Number
(UK, NZ, Aus, Can)

GFCheckNum

Text up to 20
characters

Imported only if
Pay method =
Personal check or
Business check

Tax Claim Number

GFClaimNum

UK only; UK only;
Note: When
changing the value
of this field
through an update,
the system will not
consider the
current value of
Pays Tax on the
consitutne record,
because it may
have changedsince
the gift was
created.

Constituent Code

GFCons

User-defined table
values

New Constituent
Code can be added
to table during
import if checkbox
ison

Constituent ID

ConsID

* See note at end
of table

Constituent Import
ID

ImportID

* See note at end
of table

Constituent SSN
(US)/SIN (Can)/NIN
(UK)/ID2 (Aus, NZ)

SSNum

* See note at end
of table

Security settings
determine ability
to import this
information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.

Credit Card Number

GFCCNum

Text up to 20
characters

Imported only if
Pay method =
Credit Card; Import
files generated by
RE provide only
masked credit card
numbers.
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Credit Card Type GFCCType User-defined table |New Credit Cards
values can be added to
table during
import if checkbox
is on; Imported
only if Pay method
= Credit Card
Credit Card Expires |GFCCExpOn Date Imported only if
Pay method =
Credit Card
Gift Date GFDate Required to add Date
new
Drawer GFDrawer Aus only
EFT GFEFT Yes, No, True, Default = No;
False, Y,N, T, F Imported only if
Pay method =
Credit card or
Direct debit
Fund FundID Required to add Fund ID Must be an existing
new fund
Gift Code GFGiftCode User-defined table |New Gift Codes
values can be added to
table during
import if checkbox
ison
Gift Currency GFCurAmt
Amount
Gift Currency GFCurCntry
Country
Gift Currency GFCurXRate
Exchange Rate
Gift Currency GFCurRcpt
Receipt
Gift ID GiftID Text up to 50 Must be unique —
characters can be generated
by The Raiser’s
Edge
Gift Link GFLink Required to add Import ID of Link to recurring
new recurring gift being | gift
paid
Include Benefit GFIncludeNotes Yes, No, True, Default = No
Notes on Receipt False, Y,N, T, F

Letter Code

GFLtrCode

User-defined table
values

New Gift Letter can
be added to table
during import if
checkbox is on
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Order Type GFOrderType NZ, Aus
Package ID PackagelD ID of existing Must be a package
package of the appeal for
which this gift is
given
Pay Method GFPayMeth Cash, Personal Default = Cash
Check, Business
Check, Credit Card,
Direct Debit, Other
Portion Subject to  |GFPortionTax Date UK only
Tax
GL Post Date GFPostDate Date Defaults to system
date when adding
new
GL Post Status GFPostStat Posted, Not Default = Not
Posted, Do Not Posted
Post
PrenotificationUnits |GFPreNotifyUnits |Required, Numeric from 10 |Requires if Send
conditionally through 30 Prenotification=
Yes.
Receipt GFRcpt Receipted, Not Default = Not
Receipted, Do Not |Receipted
Receipt
Receipt Amount GFRcptAmt Currency Default = 0;
Must be less than
or equal to gift
amount if that
business rule is on
Receipt Date GFRcptDate Date
Receipt Number GFRcptNum Numeric No formatting is
allowed (for
instance, 234-567
is not valid)
Received GFReceived Yes, No, True, Default = No
False, Y,N, T, F
Reference GFRef Text up to 255
characters
Reference Date GFRefDate Date Imported only if
Pay method =
Cash, Direct debit,
Other
Reference Number |GFRefNum Text up to 20 Imported only if

characters

Pay method =
Cash, Direct debit,
Other
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Send Pledge GFSendRem
Reminders
Send GFPreNotify Yes, No, True, Default = No;
Pre-Notification False,Y,N, T, F Imported only if
Pay method =
Direct debit
Standing Orders Sent|GFSOSent UK, NZ
Standing Orders Sent |GFSOSentOn Date UK, NZ
On
Skip RCGFSkip Yes, No, True, Default = No; If
False,Y,N, T, F value is Yes, then
all other gift
information for
this gift is ignored
by import
Status GFStatus Active, Held, Default = Active;
Terminated, Imported only if
Completed Type = Pledge or
Recurring Gift
Stock Issuer GFStklss Text up to 50 Imported only if
characters Type =
Stock/Property
Stock Median Price |GFStkMedPrice Currency Default = 0;
Imported only if
Type =
Stock/Property
Stock Number of GFStkNumUnits Numeric Imported only if
Units Type =
Stock/Property
Stock Sale Amount |GFStkSale Currency Default = 0;
Imported only if
Type =
Stock/Property
Stock Sale Broker GFStkSaleBrokerFe Currency Default = 0;
Fee e Imported only if
Type =
Stock/Property
Stock Sale Date GFStkSaleDate Date Imported only if
Type =
Stock/Property
Stock Sale Notes GFStkSaleNotes Text Memo field;

Imported only if
Type =
Stock/Property
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Stock Sale Post Date

GFStkSalePostDate

Date

Imported only if
Type =
Stock/Property;
Defaults to system
date when adding
new

Stock Sale Post GFStkSalePostStat Posted, Not Default = Not
Status Posted, Do Not Posted; Imported
Post only if Type =
Stock/Property
Stock Symbol GFStkSymbol Textupto 4 Imported only if
characters Type =
Stock/Property
Subtype GFSubType User-defined table |New Gift Sub Types
values can be added to
table during

import if checkbox
ison

Tax Claim Eligible

GFTaxClaimElig

UK only

VAT Amount Charged|GFVATAmt Currency UK only; Defaults
to calculation
(portion subject to
VAT *VAT rate).

VAT Rate GFVATRate UK only; Tax rate

look-up table.

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?

frame on the General Tab to identify existing constituents. The other two fields are ignored.

This import type can be used only to import payments for a recurring gift — existing payments remain and cannot

be changed or deleted through Import.

Note: Import does not automatically calculate a receipt amount.

Soft Credit Fields

The Soft Credit Import is used to update or create soft credits on gift records or to create an import file containing

soft credit information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Gift Amount SoftCredAmt Currency Default =0
Gift Link GFTLink * See note atend |Import ID of Link to Gift;
of table existing gift Creates exception

if gift does not
match gift of soft
credit being
updated
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Recipient Import ID |SoftCredRecip Required to add Import ID of Import ID of
new existing Constituent

constituent

receiving the soft
credit

Soft Credit Import ID

SoftCreditimplD

Required to update
existing

Text up to 20
characters

* This field is available for only soft credit imports. If available, this field is required to add new records.

Split Gift Fields

The Split Gift Import is used to update or create split gifts on gift records or to create an import file containing

split gift information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Gift Link GFImpID * See note atend |Import ID of Link to Gift;
of table existing gift Creates exception
if gift does not
match gift of split
being updated
Split Amount GSplitAmt Required Currency Default =0
Split Appeal GSplitAppeal ID of existing
Appeal
Split Campaign GSplitCamp ID of existing
Campaign
Split Fund GSplitFund Required to add ID of existing Fund
new
Split Gift Import ID  |GSplitimpID Required to update | Text up to 20
existing characters
Split Package GSplitPkg

*This field is available for only split gift imports. If available, this field is required to add new records.

Note: The total of all split gift amounts must equal the full amount of gift.

Tribute Gift Fields

The Tribute Gift Import is used to update or create tribute gifts on gift records or to create an import file

containing tribute gift information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Tribute Gift Import |TribGiftimpID Required
ID
Gift Link GFTLink Required
Tribute Import ID TribImplID Required
Acknowledge GFHMACck
Gift Type TribType




256 CHAPTER

Write-Off Fields

The Write-Off Import is used to create write offs on gift records or to create an import file containing write-off

information.
Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Gift Amount WriteOffAmt Required Currency Default=0
Gift Date WriteOffDate Required Date Must be on or after
date of pledge
receiving write-off
Gift Link GFLink Required Import ID of Link to pledge;
existing pledge
GL Post Date WriteOffPostDate Date Defaults to system
date when adding
new
GL Post Status WriteOffPostStat Posted, Not Default = Not
Posted, Do Not Posted
Post
Reference WriteOffRef Text up to 255

characters

Note: This import type can be used only to import write-offs for a pledge. Existing write-offs remain and cannot

be changed or deleted through Import.

Job Imports

Using Import, you can import new job records in The Raiser’s Edge, update existing jobs, or create an import file

of job information.

The list below shows the available import types for importing jobs. Each of these is a separate import type. The

tables below the list display the fields available for each import type.

e Job

¢ Job Attribute (also available as part of a Job import)

Job Fields

The Job Import is used to update or create job records or to create an import file containing job information.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Allow Mandate

JobAllowMandate

Yes, No, True,
False,Y,N, T, F

Allow mandated
volunteers

False,Y,N, T, F

Category JobCat User-defined code |New Category can
table values be added to table
during import if
checkbox is on
Completed JobComplete Yes, No, True,




table values

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Description JobDesc Text up to 255
characters
End Date JobEndDate Date
Event ID EventID * See note atend |Text up to 20
of table characters
Job JobName Required to add Text up to 50
new characters
Job Import ID JoblmpID Required to update | Text up to 20
existing characters
Minimum Age JobMinAge Numeric up to 999
Organization Import |ImportID * See note atend |Import ID of
ID of table existing
Organization
constituent
Position JobPosition Text up to 50
characters
Start Date JobStartDate Time
Volunteer Type JobVolType User-defined code |New Type can be

added to table
during import if
checkbox is on

*Only one of these two fields is allowed. If both are imported, an exception is generated for the record.

Job Attribute Fields

The Job Attribute Import is used to update or create attributes on job records or to create an import file

containing job attribute information.

new

of attribute as set
in Configuration

Raiser’s Edge Field Import Name Required ? Allowed Values Notes

Attribute Import ID |JobAttrimpID Required to update | Text up to 20 Import ID of job
existing job characters attribute
attribute

Category JobAttrCat Required to add User-defined table
new values

Comments JobAttrCom Text up to 50

characters
Gift Date JobAttrDate Date
Description JobAttrDesc Required to add Depends on type
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Job Import ID JobimplID * See note atend |Import ID of Link to Job; Creates
of table existing Job exception if job

does not match job
of attribute being
updated

* This field is available only for job attribute imports. If available, this field is required to add new records.

Membership Imports

Using Import, you can import new memberships into membership records in The Raiser’s Edge, update existing
memberships, or create an import file of membership information.

The list below shows the available import types for importing memberships. Each of these is a separate import
type. The tables below the list display the fields available for each import type.

Note: You cannot upgrade or downgrade memberships through an import.
¢ Membership

¢ Membership Attribute (also available as part of a Membership import)

¢ Membership Benefit

¢ Membership Card

¢ Membership History Fields

¢ Membership Linked Gift

¢ Membership Solicitor

Membership Fields

The Membership Import is used to update or create membership records in The Raiser’s Edge or to create an
import file containing membership information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Benefits Notes MEBenNotes Text Memo field
Category MECat Required to add User-defined code |Must be existing

new table values Category; ***See
note at end of
table.
Comments MECom Text up to 255
characters
Constituent ID ConsID * See note atend |Text up to 20
of table characters
Constituent Import |ImportiD * See note atend |Text upto 20
ID of table characters
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Constituent SSN SSNum * See note at end |Text up to 20 Security settings
(US)/SIN (Can)/NIN of table characters determine ability
(UK)/ID2 (Aus, NZ) to import this

information. For
more information,
see the Security
chapter in the
Configuration &
Security Guide.
Date Joined MECycleStart Required to add Date
new
Dues MEDues Currency up to
9,999,999,999.00
Expires On MEExpiresDate Required to add Date Not imported if
new, if not Lifetime Lifetime = Yes
Gift From MEGivenBy Required, Import ID of Required to
conditionally existing designate
constituent giving |membership is a
gift gift; If not blank,
then membership
is gift
Lifetime MELifetime Required Yes, No, True, Default = No
False, Y,N, T, F
Override Renewal MEOverrideRenew Yes, No, True,
Defaults alDef False,Y,N, T, F
Membership ID MembershiplD Text up to 20 Must be unique —
characters can be generated

by RE

Membership Import |MEImpID Required to update | Text up to 20 ** See note at end
ID existing characters of table
Notes MENotes Text Memo field
Print Renewals MEPrintNotices Yes, No, True, Default = No
False, Y,N, T, F
Program MEProgram Required User-defined table
values
Reason MEReason User-defined table |New Reason can
values be added to table
during import if
checkbox is on
Send Benefits To MESendBenTo Primary Member, |Default = Primary

Donor

Member; Only
imported if
membership is a
gift
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Send Notice To

MESendNoticesTo

Primary Member,
Donor, Both

Default = Donor;
Only imported if
membership is a
gift

Special Message

MEGiftSpecialMsg

Text up to 255
characters

Only imported if
membership is a
gift

False,Y,N, T, F

Subcategory MESubCat User-defined table |Must be existing
values Subcategory
Total Children MENumChild Numeric up to Default =0
9999 (>=0)
Total Members MENumMembers |Required to add Numeric up to
new 9999 (must be > 0)
Gift Type METype Required to add Joined, dropped,
new upgrade,
downgrade,
rejoined, renewal
Waive Benefits MEWaiveBenefit Yes, No, True, Default = No

*|f available, one of them is required, depending on the option selected in the What ID field do you want to use?
frame on the General Tab to identify existing constituents. If available, the field is required to add new
constituent notepads. The other two fields are ignored.

**If the user is “importing new” and the membership ID already exists, this information is added as a new
transaction to the existing membership record. If the user is “importing new” and the membership ID does not
already exist or is blank, this information is added as a new membership record for the constituent. If the user is
“updating” with or without the option to import new and the membership ID already exists, this information
updates the current transaction on the existing membership record. If the user is “updating” with the option to
import new and the membership ID does not already exist or is blank, this information is added as a new
membership record for the constituent. If the user is “updating” without the option to import new and this
membership ID does not already exist or is blank, an exception is generated.

***|f you set up a membership category with default benefits and then import new memberships using this
category, the default benefits are not automatically added to the newly imported membership records. You can
add the benefits to the membership import.

Membership Attribute Fields

The Membership Attribute Import is used to update or create attributes in membership records in The Raiser’s
Edge or to create an import file containing membership attribute information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Attribute Import ID |MEAttrimpID Required to update | Text up to 20 Import ID of
existing characters membership
membership attribute
attribute
Category MEAttrCat Required to add User-defined table |**See note at end
new values of table.
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes

Comments MEAttrCom Text up to 50

characters
Gift Date MEAttrDate Date
Description MEAttrDesc Required to add Depends on type

new of attribute as set

in Configuration
Membership Import |MEImpID * See note at end |ID of existing Link to
ID of table Membership Membership;

Creates exception
if membership
does not match
membership of
attribute being
updated

* This field is available for membership attribute imports. If available, this field is required to add new records.

**|If you set up a membership category with default benefits and then import new memberships using this

category, the default benefits are not automatically added to the newly imported membership records. You can
add the benefits to the membership import.

Membership Benefit Fields

The Membership Benefit Import is used to update or create benefits in membership records in The Raiser’s Edge
or to create an import file containing membership benefit information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Benefit MEBenBen Required User-defined table |New Benefit can
values be added to table
during import if
checkbox is on
Benefit Import ID MEBenImplD Required to update | Text up to 20
existing records characters
Comments MEBenCom Text up to 255
characters
Count MEBenCount Numeric up to 999
Membership Import |MEImpID Required to add Import ID of Link to
ID new and update |existing Membership;
existing Membership Creates exception

if membership
does not match
membership of
benefit being
updated
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Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Total Benefit Value

MEBenTotVal

Currency up to
9,999,999,999.00

Although this field
does calculate
when unit cost and
count data are
entered in The
Raiser’s Edge, it
does NOT calculate
when imported.

Unit Cost

MEBenUnitCost

Currency up to
9,999,999,999.00

Default=0

Membership Card Fields

The Membership Card Import is used to create cards in membership records in The Raiser’s Edge or to create an

import file containing membership card information.

Raiser’s Edge Field

Import Name

Required ?

Allowed Values

Notes

Address to Print

MECardAddr

None, Select from
primary member’s
addresses, Select
from joint
member’s
addresses

Default = Select
from primary
member’s
addresses

Card Expires

MECardExpires

Card Import ID

MECardIimpID

Required to update
existing

Unique text up to
20 characters

Card Member

MECardRecipient

Yes, No, True,

Must be Yes for all

False,Y,N, T, F

False,Y,N, T, F memberships or
will generate
exception

Date Last Printed MECardLastPrinted Date
Editable MECardNmEdit Yes, No, True, Default = No;

Available for
individuals, not

orgs
Joint Member MECardJoint Yes, No, True, Default = No
False, Y,N, T, F
Membership Import |MEImpID Required to add Import ID of Link to existing
ID new and update |existing Membership
existing membership
Name MECardNm Required if Text
editable
Number to Print MECardNumCards Numeric up to Default =0
9999; (>=0)
Relationship MECardRel




26

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Relationship Import |MECardRellmpID Relationship Link to
ID Import ID Relationship;

Creates exception
if Relationship is
not an existing
Relationship of

Member
Status MECardStatus Printed, Not Default = Not
Printed, Do Not Printed
Print, Lost
Gift Type MECardType User-defined table |New Card Type can
values be added to table
during import if
checkbox is on
Valid From MECardValidFrom Date
Valid To MECardValidTo Date

Membership History Fields

The Membership History Import is used to import historical information in membership records in The Raiser’s
Edge or to create an import file containing historical membership information.

Import ID

membership
transaction to be
updated

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Membership Import |MEImpID Required Import ID of the Link to
ID membership to be |membership
updated
Membership History |MEHisImportID Required Import ID of the

This import type does not import new transactions into The Raiser’s Edge. You can use it to add gifts to existing

transactions only.

Membership Linked Gift Fields

The Membership Linked Gift Import is used to create linked gifts in membership records in The Raiser’s Edge or
to create an import file containing membership linked gift information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Applied Amount MELinkGiftAmt Required Currency up to
amount of gift
Gift import ID GFImplID Required Import ID of Creates exception
existing gift if this gift is already

linked to the
membership
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Raiser’s Edge Field Import Name Required ? Allowed Values Notes
Membership Import |MEImpID Required Import ID of
ID existing
membership

Note: The membership information can also be linked through a gift import. This import should be used if the gift
is already present in the system and a gift update is not possible for this type of import.

Membership Solicitor Fields

The Membership Solicitor Import is used to create solicitors in membership records in The Raiser’s Edge or to
create an import file containing membership solicitor information.

Raiser’s Edge Field Import Name Required ? Allowed Values Notes

Membership Import |MEImpID Required Import ID of Link to

ID existing membership
membership

Solicitor Import ID  |ImportID Required Import ID of Link to
existing constituent/solicit
constituent who is |or
a solicitor

Note: You can add a solicitor only — not update.
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The Knowledgebase provides answers to your frequently asked questions and software issues. It contains
thousands of solutions written by our customer support analysts, addressing everything from how-to questions
to troubleshooting steps.

This appendix includes instructions on how to use the Knowledgebase and a list of import solutions available
through the Knowledgebase.

Searching in the Knowledgebase

To search the Knowledgebase, ask complete questions and avoid using boolean operators, such as “and” or “or.”
You do not need to use confusing symbols or terms required by most keyword searches.

If you want to know how to complete a particular function, the best way to query the Knowledgebase is through
the Quick Search field. Start your question with the words “How to”. The Knowledgebase provides solutions
based on your specific search requests. If a specific request fails the first time, try a more general request. For
example, if you fail to find a solution for “How to import cash gifts” try “How to import gifts”.

The Knowledgebase works best when you ask one search question or phrase at a time, and it can correct some
spelling errors. Capitalization does not affect your search.

The Knowledgebase recognizes word order, so search with the same word order you use in everyday
conversation. For example, enter “How to import constituent names and addresses”, not “import names,
addresses”. Also, include a space between the words in your search phrase.

Accessing the Knowledgebase

The Knowledgebase is housed on the Blackbaud Web site and maintained by our customer support analysts.

» Accessing the Knowledgebase

1. From your Web browser, open the Knowledgebase Web page:
kb.blackbaud.com.
The Knowledgebase screen appears.
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2. If you know the solution ID, click the Open Solution Number link available on the left side of the page.
The Explorer User Prompt screen appears. For a list of the most popular import solution IDs currently
available through the Knowledgebase, see “Knowledgebase Solution IDs for Import” on page 268.

Explorer User Prompt E

Serpt Prompt:
Enter Tip [0 c |

anice |
[BB5765

¢ Enter the solution ID in the Enter Tip ID field, and click OK. The solution page appears, offering detailed
instructions on how to run the import and a sample import file.

3. If you do not know the solution ID, you can search the database.

¢ In the first (1) step, enter your question. For example, if you want to know how to import new gifts into
The Raiser’s Edge, enter “How to import gifts”.

¢ In the second (2) step, select the Blackbaud product in which you are working: The Raiser’s Edge 7.
¢ When you complete the Knowledgebase screen, click Search. A list of possible solutions appears.

¢ If your solution does not appear, refine your search criteria and run a new search. If one of the options
appears to answer your question, click the link to access the instructions.

Sample Import Files

All the most popular Knowledgebase solutions for Import include a sample import file. The sample files are
helpful in teaching you the structure of the various import files.

» Accessing sample import files in the Knowledgebase
1. Locate the Knowledgebase solution (see “Accessing the Knowledgebase” on page 266).

2. When you open the solution, scroll down to the second paragraph in step one (1), and click View a
sample data file.
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The sample import file for the selected solution appears.
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3. You can save the sample import file to your hard drive and use it as a template when creating your import
file. To save the file, select File, Save as from the menu bar.

Knowledgebase Solution IDs for Import

This section includes a list of the most popular import solutions available through the Knowledgebase. For
instructions on how to access the solutions, see “Accessing the Knowledgebase” on page 266.

How to import:

¢ Actions (includes sample data file) BB55212

e Actions in a constituent import (includes sample data file) BB145540

¢ Additional addressees/salutations (includes sample data file) BB12247

¢ Address attributes (includes sample data file) BB80666

¢ Address to an existing constituent record using Import (includes sample data file) BB26213

¢ Alumni (includes sample data file) BB217496

e Appeals BB105183

¢ Assigned solicitor information (includes sample data file) BB39747

e Birth dates BB105470

¢ Business to a non-constituent relationship such as the spouse (includes sample data file) BB107103
e Campaigns (includes sample data file) BB301832

¢ Constituency codes (new) or update existing ones (includes sample data file) BB520386

¢ Constituent action notepads (includes sample data file) BB180464

¢ Constituent actions and action notepads in the same import file (includes sample data file) BB148334
¢ Constituent appeals (includes sample data file) BB27076

¢ Constituent attributes (includes sample data file) BB8670

¢ Constituent and spouse in the same file BB146174

¢ Constituent bank relationships (includes sample data file) BB116666

¢ Constituent name, address, and phone numbers including multiple phone numbers and email addresses
(includes sample data file) BB5765

¢ Constituents and their primary business information in the same file (includes sample data file) BB143054

¢ Constituents, organization relationships, and organization relationship addresses in the same import file
(includes sample data file) BB118502

¢ Education information for a relationship (includes sample data file) BB74181

¢ Education information, including majors and minors, as part of a constituent import (includes sample data file)
BB12704
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Education/school relationship attributes BB265586
Event participants (includes sample data file) BB31375
Event prices/units BB49797

Events BB266660

Gift attributes onto existing gift records BB5713

Gift benefits (includes sample data file) BB35135

Gift notepads (includes sample data file) BB50112
Gifts (includes sample data file) BB15593

Gift Solicitor BB101427

Guests (include sample data file) BB148202

Individual primary business information using an organization relationship import (includes sample data file)
BB520474

Individual relationships that are not constituents (includes sample data file) BB11495

Matching gift factors (includes sample data file) BB199953

Matching gift pledges (includes sample data file) BB128264

Membership benefits (includes sample data file) BB160005

Membership upgrades/downgrades BB27089

Multiple addresses BB128654

Multiple individual relationship attributes in a constituent import (includes sample data file) BB147303
Notepad information (includes sample data file) BB14618

Organization relationships that are constituents(includes sample data file) BB87260

Organization relationships that are not constituents BB101198

Packages BB4706

Participant attributes (includes sample data file) BB249236

Phone numbers/email addresses (new) and update existing ones (includes sample data file) BB2023
Phone numbers for individual relationships BB55547

Phone numbers for organization relationships (includes sample data file) BB277335

Pledge payments (includes sample data file) BB295982

Pledges and recurring gifts with installment schedules (includes sample data file) BB88502

Preferred address (new) to an existing record and move the current preferred address to an alternate BB141987
Primary addressee and salutation (includes sample data file) BB4397

Primary alumni information or an additional (non-primary) education/school record (includes sample data file)
BB116622

Proposals BB142589
Proposal solicitors (includes sample data file) BB49508
Prospect ratings (includes sample data file) BB51086

Reciprocal individual relationships that are constituents, contacts, and linked spouses (includes sample data
file) BB23404

Registration fees BB76095

Separate individual and organization records in the same file and link them on the individual's Bio 1 Business
screen (includes sample data file) BB143878

Soft credits (includes sample data file) BB53726
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Solicit Codes (includes sample data file) BB130209

Solicitor(s) for actions BB90376

Split gifts and split gift packages (includes sample data file) BB121990
Volunteer time sheets (includes sample data file) BB147860

How to globally:

¢ Change recurring gifts BB4467
¢ Delete all Social Security Numbers (includes sample data file) BB58754

How to link:

e Membership and gift information through import BB43060
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Glossary

To use Import correctly, it is important you have a basic understanding of the different terms used to describe
parts of the importing process. If you come across an unfamiliar term when reading this or any information in The
Raiser’s Edge documentation, make sure you consult the online glossary in the help file.

Action bar. An action bar is a screen element that contains buttons, such as New, Open, and Delete, you can use
to perform quick actions.

Administration. Administration is a shared area, common to all The Raiser’s Edge programs, containing options to
manipulate your data. With Administration, you can monitor system statistics, import and update data,
validate your database, and grant or restrict a user’s security access to all areas of the program. You can also
globally change and delete information to make editing the database quicker.

Adobe® Acrobat® Reader. Adobe® Acrobat® Reader is a third-party software application that enables electronic
distribution of formatted documents. Adobe® Acrobat® Reader can be downloaded free from the Adobe Web
site.

Business rule. A business rule is a system-wide preference you set in Configuration to customize standard
procedures and requirements. With business rules, you can control functions and displays affecting all users in
the program.

Carriage Return-Line Feed (CR-LF). A CR-LF indicates a hard break. To insert a CR-LF in your document, press the
ENTER key on your keyboard. In Import, each record in the import file must end with a CR-LF.

Comma delimited. Comma delimited is a file format in which fields are separated by commas. It is the file format
most often used in Import.

Configuration. Configuration is a shared area of The Raiser’s Edge you use to set up your system and define
settings to customize the program for individual users.

Database. A database is a collection of information organized so that a computer program can quickly select
desired pieces of data. It works much like an electronic filing system. Traditional databases are organized by
fields, records, and files. A field is a single piece of information; a record is a set of fields; and a file is a
collection of records.

Default. A default is a field entry you select on the Options screen to help increase the ease and speed of data
entry by providing a preset value.

Default Set. A default set is a record of default transaction information you can create and load in a batch. Once
loaded, the defaults appear on the record.

Delimited. Delimited is a file format in which fields are separated by characters, commonly commas.

Dynamic query. A dynamic query is a query that refreshes and updates results automatically each time the query
is run, providing the most current results.

Extentions. On the Import Fields tab, fields that can be selected more than once have an extension. For
example, if in a constituent import, you want to import three constituent codes in the same file with the rest
of the constituent information, the fields that are the same have extensions: Constituent Code 01,
Constituent Code 02, Constituent Code 03.
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Field. A field is a data entry box in which you add and store information on records in your database.

Field separator. A field separator is a flag the program uses to determine where a field begins and ends. You can
use commas, tabs, semicolons, spaces, or other such separators.

Filter. A filter is a requirement that records must meet to be included in a query, report, mailing, template, or
other grouping. For example, if you apply the Account filter when creating a report, only the accounts you
select are included in the report.

Fixed length. Fixed length is a file format in which fields in your import are separated based on the number of
characters allowed for each field. For example, if you need to import an address update from the post office,
you can define the length of each address field — 100 spaces for address block, 15 spaces for city, and five
spaces for the ZIP code. If a field exceeds the allotted number of spaces, the information is truncated.

Home page. The Home page is a feature common to all The Raiser’s Edge programs that provides a central
location for quick and easy access to all areas of the program. Using links and tabs, you can customize your
Home page to display records and functions you use most frequently.

Import. An import is the process of moving records from one program into another. With Import, you can bring
new records into your database and bring updated information into records already in your database.

Import file. An import file contains the records you want to import into your database. You can create import files
in a number of different programs, including a word processing or spreadsheet program. You must format the
information in this file to match the formatting instructions you define in Import.

Import ID. An Import ID is a unique number used to identify each record in an import. The program uses this ID to
reference and update existing records in your database.

Import parameter file. An import parameter file defines an import. Through a series of tabs on the Import screen,
you define how fields, options, and checkboxes are imported into your database. You can save the parameter
file as an import record that can be used again.

Import type. An import type determines the field categories available for an import.

Key Indicator. The key indicator import field identifies constituent records in your database: | = individual; O =
organization. This import field is required if you are adding new constituent records to your database.

Linked fields. These fields link fields in the import file with a record in the database or another import file. For
example, in The Raiser’s Edge an action is linked to a specific constituent, appeal, or event in your database.

Option. An option is a preference you select that specifies defaults in The Raiser’s Edge. Options are
password-specific and follow the user, regardless of the workstation he logs into.

Parameter. A parameter is any field, option, or checkbox that narrows information included in an import, mailing,
report, or global change. By specifying parameters, you define the output of the process. You can save
parameter files to use again.

Parameter file. A parameter file is a set of saved parameters you can save and reuse in Reports and Mail and
other areas of The Raiser’s Edge.

Password. A password is a series of typed characters required to access a computer program. This prevents
unauthorized users from entering the program.

PDF (Portable Document Format). A PDF is a type of document viewed with Adobe® Acrobat® Reader that
maintains its formatting and displays correctly on any output device. For example, The Raiser’s Edge user
guides are saved as PDFs and can be printed or accessed from the Help file, Online Manual page of the
program, or the installation CD. PDF files contain hyperlinks so you can jump from topic to topic.

Preferences. See “Option” on page 272.
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Query. Query is the means by which you flag, group, and list selected records from your database. You can create
dynamic and static queries specific to key areas of The Raiser’s Edge based on a set of criteria you define.
Although queries group entire records, you can limit and sort the output information included in query
results. You can use saved queries to limit the information processed in Records, Mail, and other areas of
The Raiser’s Edge. Using queries in this manner reduces data processing time.

Query format. Queries can be created in one of two formats: Dynamic and Static. Static queries search the
database and generate a list of records that match the specified criteria at a specific point in time. Dynamic
queries search the database and return records that match the criteria using the current database of
information.

Query type. Query types correspond to specific application records. These vary according to the program you are
using. Your selection identifies the record type you want to query and makes a list of that record’s fields
available for filtering, output, and sorting.

Record. A record contains information pertaining to a single constituent, gift, fund, action.

Reciprocal Relationship. This is an inverse relationship. For example, if on a constituent record, you enter
relationship information about the constituent’s son, the reciprocal relationship would be father.

Security. Security is a shared area in The Raiser’s Edge in which you establish access rights for users. With Security
you can control what specific groups of users are allowed to view, add, edit, or delete information.

Security group. A Security group is a group of users you define in Administration. You control security in
The Raiser’s Edge by creating groups with specific rights and assigning users to groups based on how much
system access you want them to have. You can edit the rights of existing groups.

Server. A server is a powerful computer or processor dedicated to managing disk drives, printers, or network
traffic. Servers are often dedicated, meaning they perform no tasks other than server tasks. For example, a
dedicated database server for processing database queries has no other functions besides processing the
queries.

Shell. The shell is a central area from which you can access all areas of The Raiser’s Edge. When you click a link to
access an area, it appears as a page in the shell.

Shortcut menu. A shortcut menu is a list of commonly used commands you can select to quickly perform actions
or to display properties. Open, Delete, Print, and Properties are common shortcut menu items. To access
shortcut menus, place your cursor in a field or grid and click the right mouse button.

Static query. A static query is a query that provides a record of query output that existed at the time you
established the query. If you run a report two months later using the same query, the system restricts the new
output to only the records from the original query. Data entered after the original query is disregarded.

Status bar. The status bar is a horizontal strip at the bottom of a screen that displays important messages to assist
you in the program. For example, when the cursor is in a field with a table lookup available, “Press F7 for Table
Lookup” appears in the status bar.

Text qualifier. A text qualifier enables the program to distinguish between actual punctuation in a string of text
and the field separator in Import. For example, if you select the comma as your field separator and then try to
import an address — 100 Main Street, Suite 23F — the program may think the comma indicates a new field.
By placing a text qualifier at the beginning and end of your field, the program knows all text contained
between the text qualifiers is part of the same field. In this example, the text qualifier is quotation marks:
“100 Main Street, Suite 23F”.

Title bar. A title bar is a horizontal strip at the top of a screen that identifies a program or file.

Toolbar. A toolbar is a horizontal strip with buttons that, when clicked, perform specific tasks. It is located under
the title bar at the top of a screen. Common toolbar buttons include New, Open, Save, and Print.
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Tree View. A tree view is a hierarchical list used throughout The Raiser’s Edge. Tree Views differ from standard
lists in that items in a tree view contain branches represented by dotted lines. Some tree views automatically
display all branches; for others you must click a plus sign to view the branches.

User option. See “Option” on page 272.
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defaults, import 12
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creating an import with field names 49
creating an import without field names 29
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E

e-mailing import files 78
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exporting, import file 75
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header tables, import 95
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creating import file
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defaults 12
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exporting a file 75
field, rules 10
gift 11
header file 9
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