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Connector Configuration Questionnaire

New Constituent Settings
1. What Constituent Code would you like for Convio to send to Raiser's Edge as the default Constituent Code for New Constituent Records? (usually something like “Individual”)

Constituent Code:
2. For new constituents we have to provide a default value for the primary addressee id and the primary salutation id.  These are values that determine the format of salutations in RE.  Unfortunately they are not necessarily easy to get.  Do the following procedure:

a. In a constituent record you need to see the “add/sal” used and determine its position in the drop down list (i.e. first, second, tenth position, etc).

b. Then in RE go to Config > Addressees/Salutation > 

c. Then go to File > Preview > Addressee/Salutation Report.

d. Each “add/sal” type have a unique id that you’ll see in the report.

e. Look for the “add/sal” corresponding to the position you found in the drop down list of the constituent record.
Primary Addressee ID:
Primary Salutation ID:
3. There are many ways for constituents to register in Convio.  They can: make a donation, purchase a ticket, purchase a product from an ecommerce store, register for a Team Raiser event or create a Personal Fundraising Fund, respond to a survey, respond to an “action alert”.  They can be directly registered by an administrator or uploaded by an administrator.  You can choose to download all registered or certain subsets of the constituents.  

We partition the constituents into those constituents that have made financial transactions (or registered for a Team Raiser Event or created a Personal Fundraising Fund) and those that don’t fit into one of those categories. We can further partition those constituents who do not fit into the first category into constituents that have responded to an “Advocacy Action Alert” and constituents that have simply filled out a survey or registered.
With that in mind, please choose which set of constituents you would like to include in new constituent download:
	Group Description:
	(YES/NO)

	Only Constituents with financial transactions or 
Team Raiser Registrants or Personal Fundraising Registrants
	

	Constituents who have responded to Advocacy Action Alerts
	

	OR:  You can download all constituents
	

	All Constituents (including the below groups + any registered constituent)
	


4. Would you like to skip over records that do not have a value in the first line of a street address?
Skip Incomplete Addresses: (Yes/No)
Processing Options

5. Should the Connector standardize addresses if possible? (YES/NO):  
For example: "Avenue" will be standardized to "Ave", etc.  

6. Should new constituents who enter through Convio have their name and address converted to “Title Case”? (YES/NO): 
Address Settings

7. Please specify the default primary address type for new constituents:
Primary Address Type:
8. Convio sends down a copy of the Convio address to store in Raiser’s Edge so that you will have a backup copy to refer to.
Copy Address Type:
9. For addresses coming from Convio, specify the code to use as the address source.
Address Source: 
10. Likewise specify the Organization Address Source.
Organization Address Source: 
Phone Fields
These answers will be very important in determining which phone numbers are mapped into Convio.  Please specify the “Phone Type” for each of the following:
11. What is the Email Phone Type?  
12. What is the Home Phone Type?  
13. What is the Mobile Phone Type?  
14. What is the Work Phone Type?  
Transaction Settings

15. What is a default Gift Subtype that is used for a transaction record when no Gift Subtype is designated?

Default Gift Subtype: 
16. What is the designated Large Gift Amount above which an offline acknowledgement should be sent?

Large Gift Amount: 
17. What is the offline acknowledgement “Large Gift Letter Code” that should be used to indicate transaction records exceeding the Large Gift Amount? 
Large Gift Letter Code: 
18. Would you like to send offline acknowledgements for honor/memorial transactions?

Acknowledge Honor/Memorial (YES/NO): 
19. What is the offline acknowledgement Letter code for honor/memorial transactions? 
Honor/Memorial Letter Code: 

20. What are the Credit Card Types Fields to be sent over to RE for the following?

a. Visa

b. MasterCard

c. American Express

d. Discover

e. Diners Club

E-commerce Transactions

21. Should e-commerce transactions be downloaded as a single gift record or should separate gift records be generated for shipping charges, additional donations, and each product?

Split E-Commerce Transactions (YES/NO): 

22. What is the Gift Attribute Category for E-Commerce transactions?

E-Commerce Gift Attribute Category:

If you chose to split the E-Commerce into separate, then we need default campaign, fund and appeal codes for Shipping and “Additional Donation”.  If you did not choose to split the E-Commerce transactions then you may ignore the following.

E-commerce Shipping Info
23. What is the default Shipping Campaign ID for split e-commerce transactions?
24. What is the default Shipping Fund ID for split e-commerce transactions?

25. What is the default Shipping Gift Appeal for split e-commerce transactions?

26. What is the default Shipping Package ID for split e-commerce transactions?

27. What is the default Shipping Gift Sub Type for split e-commerce transactions?

E-commerce Additional Donation Info

28. What is the default Shipping Campaign ID for split e-commerce transactions?

29. What is the default Shipping Fund ID for split e-commerce transactions?

30. What is the default Shipping Gift Appeal for split e-commerce transactions?

31. What is the default Shipping Package ID for split e-commerce transactions?

32. What is the default Shipping Gift Sub Type for split e-commerce transactions?
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