
Instructions for Importing Convio Connector Files into RE®
This document contains instructions and reference information for importing the following information into RE using files created by the Convio Connector:

· New Constituent Records

· Updates to Existing Constituent Records

· New Gift Records
The steps below should be taken after running the sync process from your Convio admin site.  The files in the following exercises will be created through that sync process and saved on your network in a directory of your choice when you download them from the Convio administrator site.
New Constituent Records

1. In RE, go to Admin / Import. 

2. On the list of Import types at the left, highlight Constituent / Constituent.
3. In the list of saved Import templates on the right, double-click on the template called Convio New Constituents. 

4. The tabs in the Import template should be set up according to the table below:

	Tab
	Components

	1: General
	What do you want to do? = Import new records

Options:

· Validate data only = Checked to test data for potential exceptions before importing; Unchecked to run the import. 
· Create new table entries = Checked
· Automatically reciprocate relationships = Unchecked
· Use duplicate criteria for new records = Unchecked
What file do you wish to import? = Click on the gray box […] on the right.  

· Navigate to the folder where you have saved the datasync output files. 

· In the Files of Type field, change the option to “Text Files”.  

· Double-click on the file called ‘re.new_profiles-<CURRENT DATE>.csv’

What ID field do you want to use? = Use the Import ID.

What is the format of this import file? = Delimited - Characters separate the fields.

	2: File Layout
	During regular processing, skip this tab.  The settings described below are saved, but can be used as a reference should you have to recreate the template in the future.

Field Separators and Text Qualifiers = Comma.

Text Qualifier = Quotation.

Import Field = Field names will be on the first line of the import.

	3: Fields
	During regular processing, skip this tab.  The field settings have been saved.  

	4: Summary
	Create exception file of records not imported –

· Check this box

· Click on the gray box at the right of the field.

· Navigate to the folder where you have saved the datasync output files.  

· In the Files of Type field, change the option to “Text Files”.  

· Highlight the file called ‘re.new_profiles-<DATE >.csv’.  It will appear in the File Name field. Add the word ‘Excepts’ before the ‘.csv’ so that the final file name reads ‘re.new_profiles<DATE>Exceptions.csv’
· Click Open.
Create an output query of the records imported 

· Check this box
Create control report

· Check this box

· Select ‘Preview’


5. With the ‘Validate data only’ box checked on the 1: General tab, click Validate Now in the lower right corner.  A validation will run and a control report will appear, showing you any possible exceptions.  Trouble-shoot any exceptions as appropriate and close the control report.

6. When your are ready to run the import, uncheck the box ‘Validate data only’ and click Import Now in the lower right corner.  

7. You will be prompted to name the Output Query of records imported.  We recommend naming the Query “New Records from Convio <DATE>”.

8. The Import will run and a control report will appear describing any exceptions.  

a. If there are exceptions, the file with records not imported can be found with the name you assigned in the Summary tab.  Using that file and the control report, trouble-shoot those records.  

b. If appropriate, adjust the exception file and complete the steps above, using the exception file in the 1: General tab and assigning a new name for the new exception file on the 4: Summary tab.

Update Constituent Records

1. In RE, go to Admin / Import. 

2. On the list of Import types at the left, highlight Constituent / Constituent.
3. In the list of saved Import templates on the right, double-click on the template called Convio Update Constituents. 

4. The tabs in the Import template should be set up according to the table below:

	Tab
	Components

	1: General
	What do you want to do? = Update existing records

Options:

· Validate data only = Checked to test data for potential exceptions before importing; Unchecked to run the import. 
· Create new table entries = Checked
· Import records not found as new records = Unchecked
· Automatically reciprocate relationships = Unchecked
What file do you wish to import? = Click on the gray box […] on the right.  

· Navigate to the folder where you have saved the datasync output files. 

· In the Files of Type field, change the option to “Text Files”.  

· Double-click on the file called ‘re.updated_profiles-<CURRENT DATE>.csv’

What ID field do you want to use? = Use the Import ID.

What is the format of this import file? = Delimited - Characters separate the fields.

	2: File Layout
	During regular processing, skip this tab.  The settings described below are saved, but can be used as a reference should you have to recreate the template in the future.

Field Separators and Text Qualifiers = Comma.

Text Qualifier = Quotation.

Import Field = Field names will be on the first line of the import.

	3: Fields
	During regular processing, skip this tab.  The field settings have been saved.  

	4: Summary
	Create exception file of records not updated/imported –

· Check this box

· Click on the gray box at the right of the field.

· Navigate to the folder where you have saved the datasync output files. 

· In the Files of Type field, change the option to “Text Files”.  

· Highlight the file called ‘re.updated_profiles-<DATE >.csv’.  It will appear in the File Name field. Add the word ‘Excepts’ before the ‘.csv’ so that the final file name reads ‘re.updated_profiles<DATE>Exceptions.csv’
· Click Open.
Create and output query of the records imported 

· Check this box
Create control report

· Check this box

· Select ‘Preview’


5. With the ‘Validate data only’ box checked on the 1: General tab, click Validate Now in the lower right corner.  A validation will run and a control report will appear, showing you any possible exceptions.  Trouble-shoot any exceptions as appropriate and close the control report.

6. When your are ready to run the import, uncheck the box ‘Validate data only’ and click Import Now in the lower right corner.  

7. You will be prompted to name the Output Query of records imported.  We recommend naming the Query “Updated Records from Convio <DATE>”.

8. The Import will run and a control report will appear describing any exceptions.  

a. If there are exceptions, the file with records not imported can be found with the name you assigned in the Summary tab. Using the file and the control report, trouble-shoot those records.  

b. If appropriate, adjust the exception file and complete the steps above, using the exception file in the 1: General tab and assigning a new name for the new exception file on the 4: Summary tab.

New Gift Records

1. In RE, go to Admin / Import. 

2. On the list of Import types at the left, highlight Gift / Gift.
3. In the list of saved Import templates on the right, double-click on the template called Convio Gift Import. 

4. The tabs in the Import template should be set up according to the table below:

	Tab
	Components

	1: General
	What do you want to do? = Import new records

Options:

· Validate data only = Checked to test data for potential exceptions before importing; Unchecked to run the import. 
· Create new table entries = Checked
· Automatically add installments for new pledges = Unchecked
What file do you wish to import? = Click on the gray box […] on the right.  

· Navigate to the folder where you have saved the datasync output files. 

· In the Files of Type field, change the option to “Text Files”.  

· Double-click on the file called ‘re.transactions-<CURRENT DATE>.csv’

What ID field do you want to use? = Use the Import ID.

What is the format of this import file? = Delimited - Characters separate the fields.

	2: File Layout
	During regular processing, skip this tab.  The settings described below are saved, but can be used as a reference should you have to recreate the template in the future.

Field Separators and Text Qualifiers = Comma.

Text Qualifier = Quotation.

Import Field = Field names will be on the first line of the import.

	3: Fields
	During regular processing, skip this tab.  The field settings have been saved.  

	4: Summary
	Create exception file of records not updated/imported –

· Check this box

· Click on the gray box at the right of the field.

· Navigate to the folder where you have saved the datasync output files. 

· In the Files of Type field, change the option to “Text Files”.  

· Highlight the file called ‘re.transactions-<DATE >.csv’.  It will appear in the File Name field. Add the word ‘Excepts’ before the ‘.csv’ so that the final file name reads ‘re.transactions<DATE>Exceptions.csv’
· Click Open.
Create and output query of the records imported 

· Check this box
Create control report

· Check this box

· Select ‘Preview’


5. With the ‘Validate data only’ box checked on the 1: General tab, click Validate Now in the lower right corner.  A validation will run and a control report will appear, showing you any possible exceptions.  Trouble-shoot any exceptions as appropriate and close the control report.

6. When your are ready to run the import, uncheck the box ‘Validate data only’ and click Import Now in the lower right corner.  

7. You will be prompted to name the Output Query of records imported.  We recommend naming the Query “New Gifts from Convio <DATE>”.

8. The Import will run and a control report will appear describing any exceptions.  

a. If there are exceptions, the file with records not imported can be found with the name you assigned in the Summary tab. Using the file and the control report, trouble-shoot those records.  

b. If appropriate, adjust the exception file and complete the steps above, using the exception file in the 1: General tab and assigning a new name for the new exception file on the 4: Summary tab.
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