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Agenda 

 Overview of  Basic List Building 

 Search Household 

 Advanced Relationship Options 

 Lists Not Associated with Criteria Sets 

 Resources 

 Q & A 



You should leave here with 

 The knowledge to create lists from List 

Manager and other Tessitura sources 

 An understanding of  Household Search 

and Advanced Relationship Options 

 The courage and confidence to work with 

lists and extractions in the future 

 An understanding of  List Functions 



Disclaimer 

 This is a BASIC session targeted to new 

users and those inexperienced with lists 

 The focus is primarily on criteria sets and 

lists 

 Experienced list users might want to 

attend Basic Extractions or Advanced 

Extractions 

 



LIST MANAGER 
 



List Manager Screen 

The Lists 

Categories (folders) 

Action buttons 

Search Filter 



The Three Pieces 

 Criteria: 

– Pointers to constituent data 

 Value:  

– What constituent data is evaluated 

against 

 Operators:  

– How constituent data is evaluated 

against the value  



Selecting Criteria 
4 Steps to Satisfaction 

1. Know what you want 

2. Translate your wants into data points 

3. Identify the criteria for that data 

4. Determine how to evaluate  

the data 



IN Example 

 “I want a list of  everyone who purchased 

a ticket in response to our last email 

appeal.” 



HAS Example 
I Want Them All! 

 Add the criterion multiple times but 

select only one value each time 

 

 

 

 

 

 Keep in mind, this only works with HAS 

 

 



Apples and Oranges 

 To put two different groups of  constituents on 
the same list, use the top and bottom panes 



Apples and Oranges 

 To put two different groups of  constituents on 

the same list, use the top and bottom panes 

 

 

 

 

 

 Criteria in each pane are joined by OR 

– A constituent must meet all of  the criteria in one pane  

– But not all the criteria in both panes 

 



What if  you want fruit salad? 

 For more than two groups use…  

 Extraction Manager 

 Extraction Manager is a compilation of  

stacked lists called segments 

 Want to know more about Extractions? 

– More on the website Basic Extractions 

Session from TLCC15 

– Check out the T-Classes on 

www.tessituranetwork.com 

 



CRITERIA SET WINDOW 
 



The Criteria Set Window 

Selected  

Criteria 
Operators Values 



Relationships 



SEARCH HOUSEHOLD 
 



Search Household 

 The Search Household box includes data 

from a primary household when 

evaluating an individual 

 Use when: 

– You want individuals 

– Some data is with the individual 

and some is with the household 



Example 1 – Search Household 

 “I want all patrons who attended the 

season preview reception and had tickets 

to Show 1 in the 2014-15 Season.” 



Example 2 – Search Household 

 “I want all board members who gave 

£5000 or more to this year’s campaign.” 



Why Not Always Check the Box? 

 You could get both the household and the 

individual 

 You don’t have any control over which 

affiliates are added and which ones to 

drop or keep 

 

 



Aggregate Criteria 

 Special aggregate criteria to add data 

values for an entire household 

– Total Household Giving 

– Ticket  History Total Amount HH 

– Ticket History Unique Perfs HH 

 Adds up data from the household and 

primary affiliates 



Example 1 – Aggregate Criteria 

 “I want all board members who’s total 

household giving to this year’s campaign 

is $5000 or more.” 

 



Example 2 – Aggregate Criteria 

 “I want VIP prospects who have tickets 

for the 2014-15 Season and have a total 

household ticket amount of  $3000 or 

more for all tickets ever purchased.” 

 



ADVANCED RELATIONSHIP 
OPTIONS 
 



Advanced Relationship Options 

 The advanced relationship options allow 

you to add or swap in affiliates 

– Replace individuals with their households 

– Add affiliates of  a group 

– Replace corporations with contacts 

– Add affiliated groups 



Replace Individuals 

 Leave the selected constituents (default) 

 Replace individuals with their affiliated 

household if  one exists 

 Replace individuals with the household 

and then add all primary affiliates 



Add Associations 

 Add associated constituents based on 

association type 

 Option to filter by list, inactive status and 

start/end date 



Add Individuals 

 Add affiliated individuals based on 

affiliation type 

 Option to filter by list, inactive status and 

start/end date 



Add Groups 

 Add affiliated groups based on affiliation 

type 

 Option to filter by list, inactive status and 

start/end date 



Keep/Replace Original 

 Determine who stays and who goes 

– Original list + Adv. Rel. Option Results 

– Original list + Adv. Rel. Option Results 

– Original list UNLESS Adv. Rel. Option 

Results 

 



Example – Replace Individuals 

 “I want to send a special offer to all 

subscriber households, even if  the 

subscription is on an individual record.” 



Example – Add Individuals 
 “I want to mail the individual members of  

subscriber households with invitations to a 

special reception.” 



New Advanced Relationship Option 

 Individuals selected are removed and 

replaced with primary HH 

 All affiliates of  the HH are added to the 

results 

 Universal suppression or inclusion 

 



Example – Board Suppression 

 “I need to exclude all my board members, 

their households and all affiliates of  the 

household from an upcoming mailing.” 



LIST TYPES 
 



List Types 

 There are essentially two types of  lists: 

 

1. Lists associated with a criteria set 

2. Lists not associated with a criteria set 



Lists Associated with Criteria Sets 

 Created from List Manager only 

 Also known as a “Standard” list 

 Contents are generated based on the 

criteria set to which a list is associated 

 Contents can be regenerated at any time 

 Can be made Dynamic 

– Contents automatically regenerated 

whenever the list is used by a report, 

utility, or other system process 



Creating a Standard List 

 Go to List Manager and click the New 

List button. 

 

 

 Select criteria and values 

 Click Close and Save List window opens 

 Enter name 

 Save 

 



List Naming Conventions 

 Establish naming conventions that keep 

your Lists manageable and easy to find 

 Recommendation: Include an indication 

of  the department and creator i.e.  

– ‘TKT-KGS-Unrenewed Subs’ 

 Lists that will be used for “In-house” 

sources should use source naming 

conventions 



List Properties 



List Properties 
Category 

 Used to group 

lists in folders 

 Defined by your organisation 

 Folders listed on the left side of  List 

Manager 

 Created in System Table 

TR_LIST_CATEGORY 



List Properties 
Control Group 

 Pre-populates with the control group 

specified for your user group 

 You can choose to assign a specific 

control group 



List Properties 
The Boxes 

 TMS: Used in  
conjunction with 
Wordfly and Mail2 
for Email Marketing 

 TStats: Allows you to use the list in Tstats 
as a filter option 

 Dynamic: Gives the list the ability to 
regenerate based on criteria when used in 
a report or system process 

 Inactive: Inactivates the list 



Dynamic Lists 

 A dynamic list is a standard list 
automatically regenerated when used by 
a: 

– Report or utility 

– Other criteria sets 

 For lists used more than once and based 
on constantly changing data, such as: 

– Sales for a current show, donations for the 
current campaign, or renewals for the 
current renewal period 



Dates and Dynamic Lists 

 Criteria that use date values can be set to 
use dates relative to whenever the list is 
generated 

 Operators allowed: 

– >=, <=, =, <> 

 Operators not allowed: 

– BETWEEN 

 



Example Relative Dates 

 “I want all constituents whose 

memberships will expire within the next 

two weeks for a list that will be refreshed 

regularly.” 

 



LISTS NOT ASSOCIATED WITH 
CRITERIA SETS 
 

D 



Lists Not Associated with a Criteria 
Set 

 Manual Lists 

 Report Lists 

 Order Search Lists 

 Copied or Combined Lists 

 Extraction Set Lists 

 T-Stats Lists 

 Imported Lists 

 



MANUAL LISTS 
 



Manual Lists 

 Manual lists are lists created in List 

Manager with empty criteria sets 

 Constituents are manually added to the 

list 

 To create a manual list, begin by clicking 

new list in the list functions menu 



Manual Lists 

 Close and Save the Criteria Set window 
without selecting any criteria 

 

 

 

 

 

 Enter the name of  the list and click Save 

 Now manually add constituents to the list 

 



Viewing and Editing List Contents 

 Select the list and then click the Contents 

button 



Adding List Contents 

 Click the Add button to manually add a 
constituent to the list 

 

 

 

 

 

 

 Enter the constituent ID or click the chicklet 
to open the Search window 

 



List Contents 

 



List Contents 

 Click on Constituent ID or Name to open 

record 

 Constituent ID is the only data on the list 

 Name and address data for display only 



Deleting List Contents 

 Select the 

constituent 

 Click the 

Delete button 

 Remember: 

 If  the list has criteria, when it is regenerated the 

constituent may end up back on the list 



REPORT LISTS 
 



Lists From Reports 

 A list can be created from any report that 

includes constituent ID in the output 

 Saves you the trouble of  constructing a 

criteria set to duplicate what a report 

already does 

 



Lists From Reports – InfoMaker 

 Run desired Report 

in the Current 

Window 

 Select Save As List 

from the Reports 

menu  

Green Icon = InfoMaker 



Lists From Reports – SSRS 

 Run desired Report 

in the Current 

Window 

 Click Export icon 

 Select Save as List 

Blue Icon = SSRS 



ORDER SEARCH LISTS 
 



Lists From Order Searches 

 A list can be created from the results on 

the Order Search screen 

 Saves you the trouble of  creating a 

criteria set to duplicate what an order 

search already does 

 



Lists From Order Search 

 Run a search from order search screen 

 

 

 

 

 

 

 

 

 Click the List button, name and Save 

 



COPY OR COMBINED LISTS 
 



Copy or Combined Lists  

 Copy allows you to copy one or multiple 

lists as a new list 

 Contents will copy, but criteria will not 



EXTRACTION SET LISTS 

 



Extraction Set Lists 

 Lists created from extraction sets are 

NOT associated with the criteria sets in 

the extraction set 

 Constituents are selected for the 

extraction set based on the criteria sets 

(or segments) and then a list is created 

based on the constituents selected 



Select Constituents For Extraction 

Set 

 Go to Extraction Manager, select the extraction set, 

and select Generate Counts from the Extraction 

Manager menu. 

 

 

 

 

 

 

 

 Click OK on the Generate Counts window 

 



Creating a List from an Extraction 
Set 
Option 1 

 Select the Extraction Set 
and then Extract 
Constituents from menu 

 Select List for the 
destination 

 Enter List name 

 To generate a single 
source, check Create 
Promotions Now 

 



Creating a List from an Extraction Set 
Option 2 

 Open Extraction 

 Click Save to List 



 Click the Save List button 

 

Creating a List from an Extraction Set 
Option 2 



Extraction Set List Notes 

 A list created from an extraction set 

cannot be generated or made Dynamic 

 The extraction set contents can be 

refreshed and used to make a new list 



Standard List or Extraction List? 

Use a standard list 

when: 

 List contents will 

be refreshed 

regularly 

 When a dynamic 

list is needed 

 The criteria are 

simple 

 

Use an extraction list 
when: 

 The list will be used 
for an in-house 
source 

 A set of  constituents 
is being excluded 
from the list 

 The criteria are 
complex and/or 
conflicting criteria 
are used 



T-STATS LISTS 

 



Lists and T-Stats 

 The Constituent data underlying a T-

Stats report can be used to Create 

Tessitura List 

 



Lists and T-Stats 

 Name your List 

 Set a Category (this is the same as the 

List Categories) 

 Click Create Tessitura List 

 



Lists and T-Stats 

 Your List is created and available in List 

Manager! 

 



IMPORTED LISTS 
 



Imported Lists 

 A list of  constituents can be imported 

from a file into a new list or an existing 

list 

 Importing a list imports constituent IDs 

only 

 Only IDs for existing constituents are 

imported 



Import File 

 Import file must be comma or tab 

delimited 

 Must have a column of  constituent ID 

numbers 

 Text is not allowed in the ID column 

 File extension must be .txt or .csv 



Importing to a New List 

 Go to List Manager  

 Click the Import button 

 

 

 

 Navigate to the desired file from the 

Select File window 

 



Importing to a New List 

 The Import List window opens 

 Enter the First Data Row in the file 

 Enter the Column number for the 

Customer Number in the file 

 Create a name for the List 

 Set any of  the other  

properties for your list 

 Click Save 

 



Import Errors 

 An ID does not correspond to any 

account in the database 

 An ID is in the import file more than 

once or is already on the list to which the 

import is being added 

 An ID is for an account that was merged 

into another account 

 



Summing it Up 

 List open up a world of  possibilities 

 Know what you are looking for 

 Play around and experiment – practice 

and experience are the keys to becoming 

a list master 

 Don’t stop at the basics 

 Use the resources available to you 

 



RESOURCES 
 



Tessitura Help System 



TessituraNetwork.com 



TessituraNetwork.com 



TessituraNetwork.com 

 



TessituraNetwork.com 



QUESTIONS? 

Tell us who you are and where you are 
from…………. 



WHAT’S NEXT? 

NEXT SESSION : 5PM – 6PM 
 
 

BREAK 4.30PM – 5PM 
Refreshments are available in or near all 
conference rooms. We suggest you move 
to the room for your next sessions and 
find a drink when you get there 
 
 


