How-To Reference Guide for Tessitura 
Deceased Patrons

1. Find obit and place in Tess in the individual’s record under “Research” tab, “Notes” field.  Choose “Obituary” for your note type and paste obit in.  On the “General” tab, mark status “deceased.”  Now go to the “Constituent” menu, and choose “Inactivate”.  (If both patrons deceased, “inactivate” household account as well.)
2. Go to the household record.  If the deceased patron appears on top in the HH record, and the other member is still living, “Constituents” drop down menu, “Household Operations” and “Swap A1/A2”
3. Check ALL saluations to be sure the deceased won’t be referenced in mailings:  (“Names” tab, “Salutations” section.)
4. On the “General” Tab, hit “Gen Sal” gray button to update salutation.
5. Email your department PowerUser so they can notify other organizations to update any custom salutations they have.
Separate a Patron from a Household

1. Determine which member of the household should get all the household data.  Then follow steps 2 and 3 below for the person NOT receiving household data.
2. Update the address info for the person you are removing by going to the individual’s record and creating a new address under the “Contact Details” tab.  You must do this even if new address is the same.  Check the “Primary” box.   
3. On the household record, go to “Relationships” tab, and choose the red “x” by the name of the person leaving the household.  In the same tab, add them back as an “association” (instead of the “affliation” you just deleted) under the association type “ex-spouse.”
4. Have a Power User merge the household record with the individual getting all the household data.
Merging Records

1. Rule of thumb – if you see it, say something to your local PowerUser.  Merging is reserved for a small group of users who make sure merging is done correctly.  A merged record cannot be unmerged. 
Updating and Cleaning Up Records
Updating Address and contact info

· Address: Never update on the general tab!  Go to the “Contact Details” section of the patron record.  Add a new address and deactivate the old one – never delete the old one, we use it to help us cut down dupes. 
· Email:  Can be updated on the “Contact Details” tab, “Electronic Addresses” button.  Always add new and inactivate the old.  Problems?  Ask a PowerUser – emails used as web logins can pose difficulty in updating.
· Phone:  The only contact info that should be updated on the “General” tab.  Be sure to overwrite old ones in this case and update the “type.”  Only use the lower box as all consortium members are able to view anything you type in the top box.

Privacy:  “Don’t call me anymore!”

On the “Attributes” tab, choose the “Attributes” section and “Add” a new attribute.  Select the “Privacy” attribute prefixed by your letter code (for example “W-Privacy” for Woodruff users) and then the appropriate setting in the next column – “No Telemarketing” for example. 

Significant conversations or ticket issues

Ticket Issues:  Create a CSI (Customer Service Issue).  These are located in the 
“Connections” tab, “Customer Service” button.
Non-ticket related conversation?:  “Research” tab, “Notes” button.

Adding a member to an individual to create a household 
1. Convert the individual record to a household:  “Constituents” menu, “Household Operations”, then choose “Convert to Household.”   
2. In the individual’s record, go to “Relationships” tab, then choose “Add Affiliation” at the bottom.
3. Search for the person, if they exist in Tess.  Be sure to choose the “Primary” box, and the A1/A2 dropdown.  Save, close, and if needed swap A1/A2 so the Mr. is the top name on the record.  (“Constituents” dropdown menu, “Household Operations”, “Swap A1/ A2”).
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