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Personalizing Email by Using Upload ID + Additional Fields
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Training documents are proprietary and confidential and should not be shared outside of the client organization or reproduced (including on the Internet unless access is restricted to client’s employees), without our express written consent
Using this feature allows an admin to insert into the content of an Email any constituent data that does not reside in their HarrisConnect database record. This requires the admin to create a tab delimited text file of records to use as a target list (referred to as Upload List of IDs), rather than creating a target list by using a query in the Email Marketing tool. The target list must include the constituent’s ID, followed by the data fields to be inserted into the email. The target list file can contain up to 30 fields, and each field may contain upto 255 characters each.
The example below demonstrates how to insert donation information that is not being stored in the HarrisConnect database into the content of an email. 

Important note: Upload ID + Additional Fields feature must be activated for your organization. Check with your CRM.

Follow these steps:

1. Create a tab-delimited text file to be uploaded in the “Create & Manage List” tab of Email Marketing. See Figure 1.

a. Create a header row as Row 1 to identify the fields that will be included for each constituent record. In the example below the header row specifies these fields will be provided: 
User ID

Last Gift Amount

Last Gift Date

b. Each record must begin with the constituent’s client ID (User ID). In the example below these are the client IDs:

EX02NATASHA

TRAINER

c. Each record must include the data fields in the same sequence. In the example below these are the data fields:

$2500
 15-JAN-07


$150
 09-APR-07
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User ID Last Gift Amount Last Gift Date
EX02NATASHA $2500 15-JAN-07
TRAINER $150 09-APR-07
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Figure 1

2. Upload the tab-delimited text file created in step 1 above.

a. Log into your Administration Center. 

b. Mouse over Email Marketing
c. Click on Create/Manage Email Recipient List. 

d. Click on Upload a recipient list button.

e. Click on Upload a list of IDs tab. See Figure 2.
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Figure 2

f. Enter a name for your list. In this example the file name is 2007 Donors

g. Check the boxes to indicate that your list contains additional data tags and that it contains a header row. 

h. Click Browse button to select your file from where it has been stored.

i. Click Begin Upload button.

j. ”File successfully uploaded” message will appear.

3. Create the content for your email message.

a. Click on Create & Manage Content tab.

b. Click on Create Content button.

c. Name your content.

d. Click on Work with data tags button. 

e. Select the uploaded list name from the top dropdown in the Data tags section that appears to the right. In this example, that list is 2007 Donors. See Figure 3.
f. Insert the data tags into the content. In this example, the two data tags are Last Gift Amount and Last Gift Date. 

g. Click Preview HTML button to review content.
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This message is being sent to you because of your affiation with the S{ vars

["generaltags__ma_orgname"]} On-Line Community at URL ${ vars["generaltags__ma_orgurl 2. The

available list
header
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We look forward to your 2010 donation.





Figure 3

4. Continue through Address & Assemble Email and Send & Schedule steps to complete and send the email. Be sure to test thoroughly. 
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