
“What to do When…”

Managing Duplicate Records Between Raiser’s Edge® and Convio

Correctly resolving duplicates between Raiser’s Edge® and Convio is a key factor in keeping both systems clean and working well.  It is especially important in the synced environment to manage the system IDs for synced records, since these IDs are key to matching up records correctly between the two systems.

Please note the definitions of the different types of IDs:

	Convio
	Raiser’s Edge

	Member ID or “RE Cons ID”
	Constituent ID (from Bio1 tab)

	Exchange ID or “RE Import ID”
	Import ID (Properties)

	Contact ID or Constituent ID (Convio Record ID #)
	N/A 

	
	Address Import ID – the unique identifier of the constituent’s Preferred Address

	
	Phone Import ID (one each for Email, Home, Business, Mobile) – the unique identifier of each phone number associated with the constituent’s Preferred Address.


The screen shot below is from the Convio Resolving Registrations screen.  This area is the best place to begin the duplicate merging process.  In some situations, it may be necessary to switch to Raiser’s Edge® to complete a merge.

For each pair of potential duplicates visible in the Resolve Registration area, figure out which situation applies from the examples below and then follow the instructions to correctly and safely resolve the duplicates.  

Note:  These examples apply when the two records refer to the same individual.  It is very important to merge together only records for the same person.  There is a separate section below with recommendations on handling spouses or other family members.
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NOTES:

· In the screen shot above, “Constituent ID” refers to the Convio Contact ID, the record identifier in Convio.  “Member ID” refers to the Raiser’s Edge Constituent ID.

·  If the two records are not for the same person, click the “Not a Match” link and the registrations will be permanently resolved.  This pair of records will not appear in the Resolve Registrations area again.

· If two records need to be merged, always use the “Merge” link.  The “Match” link should never be used.  

Resolving an Online-to-Online Duplicate

An “online-to-online” duplicate means that there are two records in the Convio database for the same person.

There are three possible situations you may encounter when resolving an online-online duplicate:

1. Both records have blank Member ID fields (neither is in Raiser’s Edge®)

2. Both records has a Member ID (both are in Raiser’s Edge®)

3. The master record does not have a Member ID, the duplicate record does

Situation 1: Both records have blank Member ID fields.  Neither record is in Raiser’s Edge®.  For example, the same person may have registered on your site twice but has not been matched to an RE record.

Resolution: You may merge the records in Convio as you see fit.  Use the merge function to pull together the best information from each record to create the most complete record possible.

Situation 2: Both records have a Member ID, and the IDs are different from each other.   This situation is most likely to originate in Raiser’s Edge® and be perpetuated into the Convio database.

Resolution: Click Merge and merge all IDs (including Address and Phone Import IDs) from the duplicate record to the master record, along with any other better information from the duplicate record.  Make note of the constituent ID that is now on the Convio master record.  Switch to Raiser’s Edge® and merge the records.  When you merge the two records in Raiser’s Edge® the Convio master record must be the destination record in order to keep the two systems synced.

Situation 3: The master record does not have a Member ID, but the duplicate record does.  For example, the person had a record in Raiser’s Edge® with a personal email address and that record was previously uploaded into Convio.  Now the person has independently registered on your site using their business email address.

Resolution: You must merge all IDs (including Address and Phone Import IDs) from the duplicate record to the master record.  You may merge the address, phone and email fields if the data in Raiser’s Edge® is superior but it is not required.

Resolving an Online-to-Offline Duplicate

An “online-to-offline” duplicate means that one record is in the Convio database, and one record is in Raiser’s Edge® only and is not online.

There are two possibilities when resolving an online-to-offline duplicate:

1. Both records have Member IDs.  

2. The master record does not have a Member ID and the duplicate record does.

Situation 1: Both records have a Raiser’s Edge® ID, and the IDs are different from each other. This means there are duplicate records in Raiser’s Edge®, and one of them was uploaded into Convio.  

Resolution: Click Merge and merge all IDs (including Address and Phone Import IDs) from the duplicate record to the master record, along with any other better information from the duplicate record.  Make note of the constituent ID that is now on the Convio master record.  Switch to Raiser’s Edge® and merge the records.  When you merge the two records in Raiser’s Edge® the Convio master record must be the destination record in order to maintain the sync.
Situation 2: The master record does not have a Member ID and the duplicate record does.  For example, the person has a record in Raiser’s Edge® with no email address.  Now the person has independently registered on your site and provided an email address.

Resolution: You must merge all IDs (including Address and Phone Import IDs) from the duplicate record to the master record.  You may merge the address, phone and email fields if the data in Raiser’s Edge® is superior but it is not required.

Handling Spouses and Other Household Members in Convio and Raiser’s Edge®
It is quite possible that spouses or other family/household members will register independently on your organization’s website.  From the Convio standpoint, they may have different interests and receive different communications from your organization.  Since Convio has no relationship functionality, the household members are treated as entirely separate constituents.

This means that you’ll have to manage separate records in RE as well, because it is not possible to match two (or more) separate Convio records to a single RE record.  The Connector will need to create a separate record for each household member.  Fortunately, when separate records for household members are handled carefully in RE, this should not impede your day to day processing of RE data.

It is most important that you take appropriate steps in Raiser’s Edge® to suppress the intentionally created duplicate record(s) from mailings and to manage the household’s giving history.

· The records should be linked on the Relationship tab.  This will help manage address updates and Head of Household processing will provide protection (for spouses) when producing mailings.  
· For spouses, be sure to evaluate the “Automatically soft credit this individual for gifts” checkbox on the General2 tab of the relationship and decide if the spouses should be soft-credited back and forth for future gifts.

· If a duplicate household member makes a donation but your organization wants to treat the household’s giving as “household” giving, you may want to use the Raiser’s Edge® merge feature to merge only the gifts onto the record that contains the household’s previous giving.  

Here is a sample scenario about how these details might play out for your organization:

· Prior to syncing, John and Judy Smith had one record in RE. John was the primary record-holder and Judy’s information was in the Spouse tab.  Judy registers online and gives a gift.  Through the sync, a separate record for Judy will be created in RE.  During your post-sync maintenance, you’ll want to do the following:

· Open John’s record and go to the Spouse tab.  Use the binoculars in the Last Name field to search for and select Judy’s constituent record.  This will create a link between the two records.

· If you want John to be the ‘Head of Household’, make sure that the ‘Head of Household’ box is NOT checked below Judy’s information on the General1 tab of the relationship.  

· Go to the General2 tab and evaluate the “Automatically soft credit this individual for gifts” checkbox.  If John and Judy should not be soft-credited for each other’s gifts in the future, uncheck this box.

· Check the Addressees and Salutations of both records to make sure that they look correct.  

· The RE Mail functions all allow you to send mail only to the record marked ‘Head of Household’ when both spouses qualify for the mailing to avoid duplicate mailings.  However, it may be helpful to add a mailing restriction to your code table (usually found in Solicit Codes or Constituent Attributes) to note “Convio Spouse Record” and apply the code to the spouse record.  This could be used to eliminate those records from queries and mailings.
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The mark Raiser’s Edge® is a registered trademark of Blackbaud, Inc.  
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