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Y 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

v

" 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
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List Manager Screen

o =N EER<R
Search Filter | —
By | Create Date Description Count Dynamic | TMS TStats | Inactive | SwapHH | Rel Opt | Control Group Category -
1 Demo = = £% Newlist ! . r
=) De\relopment 134 ksterk 4/4/2013 17:19 Const 1036 & 1005 3 Import o (Default Control Group) (unassigned)
&3 Education i:i o (Default Control Group)  (unassigned)
g gren's Folder Ca’teg O r I eS (fo I d ers) t S z::::ts (7] [+] (Default Control Group) (unassigned) E
3 Marketing (7] Development
g J:isttni)r:gservices N 86 ksterk 6/14/2012 14:56  Corporate Accoun g Generate (v] (Default Control Grol (unassigned)
155 ksterk 8/2/2013 15:30  Custom Elements & Edit (-] [+] (Default Control (unassigned)
73 ksterk 5/10/2012 13:40  Dynamic Al Copy (+] (Default Control (unassigned) I |
50 ksterk 6/24/2011 12:40 ExtractionTest $¢  Delete (Default Contrpl Group) (unassigned)
138 ksterk 5/1/2013 15:26 HB Testing [+] (Default Confffal Group) (unassigned)
114 ksterk /22/2012 13:47  Household Search Test 1 (] (Default Corgrol Group) (unassigned)
. 011 15:38  Inactive Contribution Campaign 4 @ (Default Corfrol Group) (unassigned)
Th e L I StS 4/2013 11:31 KGs T-5tats 25 8 <] (Default Corjcrol Group) Testing
e /12/2012 14:18 Like Test U (Defaulc Corgrol Group) (unassigned)
75 ksterk 5/23/2012 17:24  List in List 1003 @ (Default Contgol Group) (unassigned)
137 ksterk 4/8/2013 12:40 List In List 2 I ] (Default Contryl Group) (unassigned)
147 ksterk 6/23/2013 21:46 ListRemove 16 (] (Default Control (unassigned)
129 ksterk 11/30/2012 11:57 m2_Millard_BRAND NEW 1] (Default Control GNup) (unassigned)
130 ksterk 11/30/2012 m2_Milard_Reminder 1] (Default Control Groud (unassigned)
Manual List-House&Corp 2 (Default Control Group) 5 igereT]
Mew Const ID List 1 @ (Default Control Group) (unassigned) il
m " J
Filter : )
:;f;;‘:mx Ccoor ] [Dekeie ] [Mewist] [ampot] [Contens) [Goera] [ Edt ] [Generas) Action buttons




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.

2.
3.
4

Know what you want
Translate your wants into data points
Identify the criteria for that data

Determine how to evaluate

the data
’i ‘ i‘



IN Example

= “] want a list of everyone who purchased
a ticket in response to our last email
appeal.”

|&) Criteria Operator Value Search Household
Promotion Response In (1 value selected)

SO | (1 value selected)

Prormotion Appeal




HAS Example
I Want Them All!

" Add the criterion multiple times but
select only one value each time

() Criteria )| Operator | value |Search Household

Ticket History Season Has (1 value selected)
Ticket History Season Has (1 value selected)
Ticket History Season Has (1 value selected)
Ticket History Season Has (1 value selected)

Mainstage 2013-2014
Mainstage 2012-2013
Mainstage 2010-2011
Parking 2010-2011

L » 77

* Keep in mind, this only works with HAS
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Apples and Oranges
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Apple Orange

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

o

-3 Al Criteria | Operator | Value |Search Household
-3 Activities Constituency In (1 value selected)
-3 Address Information
M| -3 Attributes - Corp/Foundation
||| #-C3 Constituent
-3 Contribution
[+ Customer Service Issues
-0 EAddress Information
=z Membership

Membership Benefactor
Membership Benefit Holder
Membership Current ( or )

Membership Declined Benefits ) Criteria | Operator NRuake” [search Household
Membership Exp Date ) =
Membership Incp Date Membership Current In Llﬂﬁlue selected) [~]

Membership Initiation Date
Membership Last Issue Rovd
Membership Level

Membership Micro Trend
Membership MRR Status
Membership Recognition Amou
Membership Status
Membership Trend

PRPREPREPREPDEE

Reneys (12



Apples and Oranges

Apple Orange

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

Criteria | Operator | value |Search Household
Constituency In (1 value selected)
/7~ N\
(orR )
() Criteria Operator e |Search Household
Membership Current In (1 value selected) E]

Mo

riteria in eac pane are ]01ne y
— 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 1s 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






The Criteria Set Window

EUROPEAN
CONFERENCE 2015

=
[&-& Contribution ~| @ Criteria )| Operator | Value |Search Household

; CheCkbNumbef Contribution Amount >= 1000
Contribution Amount o ——
Sl Contribution Date Between 01/01/2013  and 12/31/2013

Contribution Appeal
Contribution Balance Due —‘
Contribution Batch Number
Contribution Biling Type
Contribution Campaign

Contribution Channel
Contrbution Constkuent Ra Selected Operators Values
Contribution Date Cri .
Contribution Designation <
Contribution Fund
Contribution Received Amot
Contribution Source Numbe
Contribution Worker

Gift Aid Decl Confirm Date
Gift Aid Decl Contact Metho
Gift Aid Decl Create Date
Gift Aid Decl Document Stai
Gift Aid Decl Eligible

Gift Aid Decl End Date 1
Gift Aid Decl Ineligib Reason
Gift Aid Decl Received Date
Gift Aid Decl| Start Date Replace Individuals
Gift Aid Declaration Type
Gift Aid Pmt Amount Replace Individuals with Primary Household |
Gift Aid Pmt Applicable Amt
Gift Aid Pmt Claim Date

OR
| Operator [ value [search Household

Q
Ejg_

Add Associations | Add Individuals | AddGroups |

Gift Aid Pmt Claim Run ID © Leave the individual constituents as selected by the list criteria

Gift Aid Pmt Date @) Replace individual constituents with their primary household, if one exists
Gift Aid Pmt GA Type ©) Replace individual with household and add all primary affiliates

Gift Aid Pmt Gift Aid Amt

Gift Aid Pmt Goods Serv A _

e Aid Need Nacsmanmd M adb.
e

PRPRPPRRRRRPPRPPRRRRRRPRPPPRRRRR PP

1 Gl |
Lk




Relationships
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Contribution ~ | | Criteria
gheg'belé_mb;f . Contribution Amount
ontribution Amoun e
Contribution Appeal = Contribution Date
Contribution Balance Due
Contribution Batch Number
Contribution Biling Type
Contribution Campaign
Contribution Channel
Contribution Constituent Ro
Contribution Date
Contribution Designation OR
Contribution Fund Criteria | operator [ value [search Household
Contribution Received Amot
Contribution Source Numbe
Contribution Worker
Gift Aid Decl Confirm Date
Gift Aid Decl Contact Metho
Gift Aid Decl Create Date
Gift Aid Decl Document Stai
Gift Aid Decl Eligible
Gift Aid Decl Eng "ate L
Gift Aid Decl Inel 3son
Gift Aid De

| | e d Replace Individuals ‘Add Assodiations Add Individuals
fions Replace Individuals with Primary Household

B

P PRRRRRRPPPPPRRRRRPR PP P

»  Gift Aid Pmt Claim Rud ID © Leave the individual constituents as selected by the list criteria
@, Gift Aid Pmt Date @) Replace individual constituents with their primary household, if one exists

@, Gift Aid Pmt GA Type © Replace individual with household and add all primary affilates
@, Gift Aid Pmt Gift Aid Amt

: A e A:'.:'n.-..,n- n-...-......ju-&:. Rt







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

= “] want all patrons who attended the
season preview reception and had tickets

to Show 1 in the 2014-15 Season.”

() Criteria £)| Operator | Value |Search Household
Ticket History Season In (1 value selected)
Ticket History Perf Mame Like Show 1%
Activity Name In (1 value selected)
Activity Status In (1 value selected)




Example 2 — Search Household

= “] want all board members who gave
£5000 or more to this year’s campaign.”

() Criteria 3| Operator | Value |Search Household

Constituency In
Contribution Campaign d |[In

(1 value selected)

(1 value selected) (=]
Total Giving = 5000




#& 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
\//
Vo




\ - 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

= “] want all board members who’s total
household giving to this year’s campaign
is $5000 or more.”

() Criteria &3 Operator | value |Search Household
Relationship Type In (1 value selected)
Confribution Campaign In (1 value selected) Aggregate

Total Household Giving = £65,000.00 Aggregate




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.”

() Criteria )| Operator | value |Search Household
Constituency In (1 value selected)

Ticket History Season Has (1 value selected)
Ticket History Total Amount HH == £f,000.00 Aggregate







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

L
& TR



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

Replace Individuals Add Assodations Add Individuals Add Groups

=
i

Replace Individuals with Primary Household

@ Leave the individual constituents as selected by the list criteria
) Replace individual constituents with their primary household, if one exists
) Replace individual with household and add all primary affiliates

il




Add Associations

m Add associated constituents based on
association type

= Option to filter by list, inactive status and
start/end date

Replace Individuals || Add Assodiations | Add Individuals

Add Groups

:
i

Add Associated Constituents

Add Associated Constituents of These Types:

Fiter Associations By List: (none)

Include Inactive Associations:
Use Association Start and End Dates:




Add Individuals

" Add affiliated individuals based on

affiliation type

= Option to filter by list, inactive status and
start/end date

Add Individuals

Add Groups

Delete

Add Affiliated Individuals

Add Individuals with these Affilation Types:

Filtter Affilations By List: |(none)

Incude Inactive Affilations:
Use Affiiation Start and End Dates:

B




Add Groups

= Add affiliated groups based on affiliation

type

= Option to filter by list, inactive status and

start/end date

Add Affiliated Groups

Add Groups with these Affilation Types:

Fiter Affiiations By List: |(none)

Include Inactive Affilations:
Use Affilation Start and End Dates:

r



Keep/Replace Original

" Determine who stays and who goes

— Original list + Adv. Rel. Option Results

- Mst + Adv. Rel. Option Results

— Original list UNLESS Adv. Rel. Option
Results

Replace Individuals | Add Assodations | Add Individuals | Add Groups * || Keep/Replace Original

N

Delete

Keep Original Constituents if related constituents were requested

@ Keep the originally selected constituents and the added related constituents
i) Only keep the related constituents that were added
() Keep original constituent only if no related constituents are found

o




Example — Replace Individuals

= “I] want to send a special offer to all
subscriber households, even if the
subscription is on an individual record.”

{3 Criteria &3 Operator | Value |Search Household
Package History Season In (1 value selected) (+]

Replace Individuals * Add Associations Add Individuals Add Groups [ Delete ]

Replace Individuals with Primary Household

() Leave the individual constituents as selected by the list criteria

| i@ Replace individual constituents with their primary household, if one exists

T Replace individual with household and add all primary affiiates




Example — Add
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Individuals

= “] want to mail the individual members of

subscriber households with invitations to a

special reception.”

() Criteria 3| Operator | Value

|5earch Household

Package History Season In

(1 value selected)

(=

Repiace Individuals | Add Associations | Add Individuals * | Add Groups | Keep/Replace Original Dele
| Add Affiliated Individuals
Add Individuals with these Affilation Types: (1 value selacted) [=]

Fitter Affiliations By List:
Include Inactive Affiliations:
lUse Affiliation Start and End Dates:

Default Affiiation Type (Default Relationship Cz
Employee (Employment)
Prirmary Contact (Employment)
Extended Family (Farnity)

E

i

|quacemm

Add Associations | Add Individuals * | Add Groups | Keep/Repiace Original *

‘ Keep Original Constituents if related constituents were requested

(0) Keep the originally selected constituents and the added related constituents
(7) Only keep the related constituents that were added

@ Keep original constituent only if no related constituents are found:

ik




New Advanced Relationship Option

Replace Individuals * Add Associations Add Individuals Add Groups [ Delete ]
Replace Individuals with Primary Household
[ Shaw Query ]

— o . _ L Validate Quer
() Leave the individual constituents as selected by the list criteria [ _ ]
7 Replace individual constituents with their primary household, if one exists [ Manual Edit ]
I'ii' Replace individual with household and add all primary affiiates

Close

" Tndividuals 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

" “] need to exclude all my board members,

their households and all affiliates of the
household from an upcoming mailing.”

() Criteria | Operator | value |Search Household
Constituency In (1 value selected)
Constituency Test E
Donor
Friend's Circle
Gold Circle 2L
Replace Individuals * Add Assodiations Add Individuals Add Groups [ Delete ]
Replace Individuals with Primary Household
[ Show Query ]
. o . o | validate Query |
() Leave the individual constituents as selected by the list criteria
(0) Replace individual constituents with their primary household, if one exists ’ Manual Edit ]
I'ii' Replace individual with household and add all primary affiiates
Glose




LIST TYPES

Bullets to avoid PPT Ninja Bullets

O Empty-box bullet * (normal text) code 2022
** Four-in-one bullet ¢ Wingdings 2 code 151
» Boomerang bullet — Arial code 2013

< Arrow-circle bullet * Wingdings code 167
® Scary X-Files bullet » Webdings code 52

< Angry pointing bullet | » Wingdings 3 code 132
4+ Ugly picture bullet - Wingdings 3 code 210




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.

Filter

P Com) (o) () o) ) (o) ()

" Select criteria and values
" Click Close and Save List window opens

" Enter name

= Save

Category: (unassigned)

Ctrl Grp: |(Default Control Group)

[ ™Ms ] Tstats




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

Save Li
Hame:|
Category: (unassigned) bl
Ctrl Grp: | (Default Control Group) kA
TMS Tstats
Dynamic Inactive  _Save ] [ Cancel |

Filter List Functions
[] My Lists Only
[] Show Empty Folders

| copy | [ Delete | [Mewdist| | Import | [contents| | criteria |( | Edit | YGenerate |




List Properties

Category

Used to group
lists in folders

Defined by your organisation

Folders listed on the left side of List

Manager

Category: (unassigned)

Ctrl Grp: | (Default Control Group)

] TMS
[h,manil:

Created in System Table

TR_LIST_CATEGORY

] TStats
| Inactive

[ Box Office

1 Demo

1 Development
[ Education

o IT

[ Karen's Folder
3 Marketing

1 Testing

I Visitar Services

=Y (al)| Search List Descri

[
& (unassigned)

| save || cancel |

133 ksterk
134 ksterk
54 ksterk
72 ksterk
167 ksterk
86 ksterk
155 ksterk
73 ksterk
50 ksterk
138 ksterk
114 ksterk




List Properties

Control Group

Category: |(unassigned)

Ctrl Grp: | (Default Control Group)

] TMs ] Tstats
[hmani[: Ina[:tim:

" Pre-populates with the control group
specified for your user group

" You can choose to assign a specific
control group

| save || cancel |




List Properties

The Boxes
Category: |(unassigned)
TMS: USEd in Ctrl Grp: | (Default Control Group)
conjunction with Jms ==
. [hmillrl[: Illﬂl:tllﬂ! lSavE”Ea'u:El]
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
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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:
— >=, <=, =, <>

b

" Operators not allowed:

— BETWEEN
|:§ Criteria | Operator | value |Search Household
Membership Exp Date = loo/oo/oo00] =

Report run date

Beginning of report run month

End of report run month

Beginning of: report run date +/- n months
End of: report run date +/- n months
Report run date +/- n days

Report run date +/- n months




T
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m “T want all constituents whose

Example Relative Dates

memberships will expire within the next
two weeks for a list that will be refreshed

regularly.”

Criteria

| Operator

Yalue

|Sea.r|::h Househaold

Membership Exp Date
Membership Exp Date

}:

.:::

RunDate

DayRunDate +14




@k LISTS NOT ASSOCIATED WITH
CRITERIA SETS

o




2 ].ists 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



gk MANUAL LISTS

LN




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

Filter

S o) (s (i) L) ) () ()




Manual Lists

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

Mame: Manual List Examplel

Category: (unassigned)

ctrl Grp: | (Default Control Group) (=]

] TMS [ Tstats

"l Dynamic [ Inactive | save || Cancel |

" 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

218 ksterk 8/3/2014 14:16 TH_HAS Ticket Seasons
75 ksterk 5/23/2012 17:24 TH_KGS5_Subs5SitsWith
217 ksterk 8/3/2014 14:08  TH_Multiple Selection

Filter

My Lists Only
Show Empty Folders




Adding List Contents

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

Created By: ksterk List No: 235  Date: 8/5/2014 22:29 Dynamic sQL TMS TStats Inactive Swap HH Rel Opt

List Name: Manual List Example Category: Demo Count: 0 Ind: Ind-HH:

—Name
D

Constituent ID Streetl Street? | City

1 Constituents

(add_]

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



List Contents
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By: ksterk List No: 235 Date: 8/5/2014 22:29 Dynamic SQL TMS Tstats Inactive Swap HH Rel Opt
List Name: Manual List Example Category: Demo Count: 31  Ind: 24  Ind-HH: 3  HH: 3 Org: 1
Constituent ID | Mame | street1 Street2 | City -
_f_l 10 Ms. Selby Jackson Parzel 9531 E Beverly Rd Santa Rosa |
_f_i 11 Mr. Hubert Mike Stromboe 444 Market 5t Suite 2420 Salt Lake Cit
a8 12 Mr. Adrienn Dellz Pitcole 1 Canon Plaza Anaheim
_f_i 30 Ms. Remer Raymond Barthel 8332 Commonwealth Ave Greenville
_f_l 32 Mr. Judy Helen Bowrman 1320 M Manzanita 5t Galesburg
_f_i 40 Ms. Jil Mimi Maynard 12801 Crossroads Plowy S Washington
_f_l 45 Mr. Angelz Sushama Cray 1 Maritime Plaza Suite 2400 Watsonville -
_f_i 55 Mr. Lanny Key Adler 5439 E La Palma Ave Mew York
o oes Mr. Chris Darza Hibl 101 Park Ave 6th Fl Seattle
_f_i 72 Ms. Delmer Israel Veeneman 3 Parkway Mew York
_f_l 81 Ms. Murray Grant Farrely 7 Reynolds Arcade Friend
_f_i 213 Mr. Elzina Anne Hylton 1111 Cedar Swamp Rd Bloomington
_f_l 285 Mr. Holly Georgina Cralino 12100 Wishire Blvd Suite 250 El Monte
_f_i 267 Ms. Cathi Kim Punke 1000 Hovey Hills Rd Palos Hills
_f_l 324 Mr. Kurt Booker Pietropolz 5335 Reisner Way Washington
_f_i 532 Mr. Jack Hartley Fiske 461 Doughty Bhed Edgewater
_f_l 539 Mr. Margreta Twilz Radabough 1500 Court St Houston
_f_i 624 Ms. Luis Merel| Boyer 6 E 43rd St 28th F Las Vegas
o oe42 Ms. Clair Dona Feinstein 10100 Santa Monica Blvd Suite Saint Louis
31 Constituents -
| Kl i b




List Contents
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e By ksterk List No: 235 Date: 8/5/2014 22:29 Dynamic sQL TMS TStats Inactive Swap HH Rel Opt
List Name: Manual List Example Category: Demo Count: 31 Ind: 24  Ind-HH: 3  HH: 3 Org: 1
Constituent ID | Name | street1 | street2 | City ~
_fj 10 Ms, Selby Jackson Parzel = 40 s, T imi Maynard Santa Rosa | |
21 Mr. Hubert Mike Stromboe B 45 Mr Annab Sucharm Cro Salt Lake Cit

o212 Mr. Adrienn Della Pitcole IS BEts Anaheim
2 30 Ms. Remer Raymond Barthel 2 ¢ /L Mr. Angela Sushama Cray Greenville
_53 32 Mr. Judy Helen Bowrman ﬁ > Galesburg
_?3 40 Ms. Jil Mimi Maynard ﬁ ; Washington
ﬂ 45 Mr. Angelz Sushama Cray — Watsonvile |~
- a : Last Contrib: ~ 08/02/13 $500.00
_8 55 Mr. Lanny Key Adler ﬂ ] Ind General Mew York
i 66 Mr. Chris Dora Hibl = 1 Seattle
o 2 ; Email: mymail@gqwest.net

B 324 Mr. Kurt Booker Pietropola

i o532 Mr. Jack Hartley Fiske

" 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
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= Select the
constituent

" (Click the
Delete button

= Remember:

Deleting List Contents

an
E =
o213
1 265
8 267
1 324
1 532
2 580
1 624

Constituent ID | Mame | street1

8 10 Ms. Selby Jackson Parzel 9531 E Beverly Rd

= Mr. Hubert Mike Stromboe 444 Market 5t Suite 2420
o1z Mr. Adrienn Della Pitcole 1 Canon Plaza

3o Ms. Remer Raymaond Barthel 8332 Commonwealth Ave
] Mr. Judy Helen Bowman 1320 N Manzanita 5t

2 oan Ms. Jill Mimi Maynard ]

8 45 Mr. Angela Sushama Cray

8 55 Mr. Lanny Key Adler f

2 66 Mr. Chris Dora Hibl @ Delete Constituent ID 8§17

. Delmer Israel Veeneman
Ms. Murray Grant Farrely
Mr. Elaina Anne Hylon
Mr. Holly Georgina Cralino

Ms. Cathi Kim Punke

Mr. Kurt Booker Pietropola

Mr. Jack Hartley Fiske

Mr. Margreta Twila Radabough
Ms. Luis Merel Bayer

. Clair Dona Feinstein

=

=

=

=

=

b Rd
12100 Wishire Bhd Suite 250
1000 Hovey Hills Rd
5335 Reisner Way
451 Doughty Bhd
1500 Court 5t

6 E 43rd St 28th Fl
10100 Santa Monica Blvd Suit

= If the list has criteria, when it is regenerated the
constituent may end up back on the list






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




Motes:

. File GoTo | Reports [ Tools Window Help
AW @ D | swens iluu(ﬁl
SaveAs List
Merge
Autu
Zoom -
Custome acking
Find
CSID n 2013-03-26
Col Go To Page
First Page
Prior Page
Show Open Next Page W Action Steps: Mo
Last Page
ConstID Cof me Date
Constituwent ID: 76
76 Mr. Ionette Heather Christmas 2142013
Origin: Family Topic Perf: ALL

" Run desired Report
in the Current

Window

= Select Save As List
from the Reports
menu



Blue Icon = SSRS

. File GoTo Tools Window Help

ANSPHP@HMAE | AOISENESE | @

4 4T of1 b bl @ [100% ]| Find | next [ 7] @ &

Autumn Ridge Performill

XML file with report data

C5V (comma dehimited)
Performance Seating Book PDE
Parameters MHTML (web archive)
Season: Mainstage 2010-2011 Eeral
Performance: Jul 31 2011 8:00PM M311073111
jon(s): (all) TIFF file

Include General Public seats?: Yes Word
List: (None) Save As List
List Filter Acts Upon: (None)
ID - Name - Order No « Section - Seat Status =
B

60 Ms. Lois Lois Benedict 252 Orchestra Front D-15 Ticketed, Paid
s

25 Ms. Blake Collin Spritzer 460 Mezzanine

M-102 Ticketed, Paid

Lists From Reports — SSRS

- 8| performance Seat Mail Report

------ = Performance Seating Book
48 Performance Transaction Detail

" Run desired Report
in the Current

Window
" Click Export icon

m Select Save as List



B 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
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Lists From Order Search

"= Run a search from order search screen

—Filte:
{HtEQOW:HaII) E]| MDS:|(3II} E]| Paid: (a])  Seated: (3 . Printed: ()
Delivery:[(al) [ Channel:|(al) =] Future Dates Only  Order Date Range: 01/01/2006 | - 12/31/2014 |
Order MNo | Order Date | Owner 1D | Qe | Delivery | Mode of Sale
505 3/25/2013 13:54:11 51 Hold at Box Office Subscription O
504 3/25/2013 13:44:33 50 Na | $48.00 Hold at Box Office Subscription O
e
764 2/1/2013 00:00:00 1005 $302.00 Hold at Box Office Subscription O1f
461 10/2/2012 12:20:52 5g 1 Category: |(unassigned) [+] | $0.00 Hoid at Box Office Subscription O
297 7/13/2011 16:57:19 1005 ctrl Grp: |(Def3u|t Control Group) El $0.00 Hold at Box Office Subscription O
206 3/21/2011 00:00:00 28 2,030.00 Hold at Box Office Subscription O
/21 TMS TStats ' .p -
189 1/19/2011 11:02:06 1005 [ Dynamic T £0.00 Hold at Box Office Subscription O
188 1/19/2011 11:01:08 1005 £0.00 Hold at Box Office Subscription O
162 12/10/2010 13:53:09 30 Ms. Rermer Raymond Barthel SUBF22011 £0.00 £0.00 Hold at Box Office Subscription O
| Kl i " v
Due on Selected Orders: 0.00 | Pay || Save | | Print ||:|Continuous | st | [Rﬂm'\'ﬂ ] [ Details ][SEﬂ"d" ] [ Open ] [ Clear ] [ Close ]
Payment entered: 0.00 [ ] only Cut Tickets Between Orders [T Jcumulative Search

= (Click the List button, name and Save






Copy or Combined Lists

" Copy allows you to copy one or multiple
lists as a new list

" Contents will copy, but criteria will not

217 ksterk
214 ksterk
220 ksterk
216 ksterk
215 ksterk
213 ksterk

8/3/2014 14:06
8/3/2014 10:53
8/3/2014 14:53
8/3/2014 11:29
8/3/2014 11:21
8/3/2014 00:31

TH_Multiple Selection
TH_Mew Constituents
TH_OR Window

TH_Plan Gala

TH_Promotion Response

TH_Ticket Order and Perf O

iz O

Category: |(unassigned)

Ctrl Grp: |(Defautt Control Group)

TMS
[] Dynamic

[ TStats
[] Inactive

[Save ][Ca'lcd]

l 4 (LI

List Functions

| copy | | Delete | |mewtist| | import | [contents| | criteria | | Edit | [Generate







Extraction Set Lists

m [.ists 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.

S

. File GoTo | B ad:innl'-'laﬂger| Tools Window He
g ] & @. % Generate Counts
Search Extraction (=  Segment Contents
Extr Mo | Descrip i Extract Constituents
Count Report
33 Suppre )
Suppression Repaort
32 Tickef
Source Code Report
31 Individu
30 Campai Definition Report
29 Darnpa:j BR Viewlog
28 List Mo BExtraction
18 Testing on v11

[/|;cenerate All Segments:
Starting Priority:
Ending Priority:

Run Now
On:|08/06/2014 || at:[12:42 AM ||

|_ok_J[ cancel |

= Click OK on the Generate Counts window



Creating a List from an Extraction -

Set
Option 1
m Select the Extraction Set

and then Extract
Constituents from menu

m Select List for the
destination

" Enter List name

" To generate a single
source, check Create
Promotions Now

@Hel@tist

[/] Include Source File

[=]

List Name:

Category: (unassigned)
Output
[ ] Include Decoys Decoy Segment:
Generate Source Codes: |/ Rl S R =
Create Promotions Now

[/] Format Phones and Postal Codes
(@ Tab-Delimited Fixed Length

Output Set: |[ngne]

Communication Management
Contact Point Category:
Contact Point Purpose:
Delivery Date: 00/00/0000

Only select constituents if they
have this contact point category

Allow multiple contact points per
constituent

Only select constituents if they

Remove duplicate
email addresses

Eaddress Marketing
Indicator

Use Label Postal

have this contact point purpose Address
Data Selection
Salutation Type: |Deﬁ:|uh: El
Memb Organization: |[ngne] El
Schedule
[¥] Run Now on: |08/06/2014 H|ak(12:47 AM ||

[ox ] [ cancel |




Creating a List from an Extraction Set

EUROPEAN

" Open Extraction

" (Click Save to List

Extraction Details
Description: MKT-KG5-2014 Activity Created: 8/3/2014 22:15:23 by ksterk
1D: 34 TMS: Type: |Mass Maiing [=] Control Group: |(Default Control Group)  [+] Updated: 8/6/2014 00:57:16 by ksterk
Source Defaults
Appeal No: | [=] Usage: Acquisition Cost: 0.0000
Media: | (=] Start Date: 00/00/0000 | Delivery Cost: 0.0000
Source Group: | [=] End Date: 00/00/0000 | Fulfillment Cost: 0.0000
Communication Management
Contact Point Category: | El Only select constituents if they have this contact point category Remove duplicate email addresses
Contact Point Purpose: | [=] Only select constituents if they have this contact point purpose Eaddress marketing indicator
Delivery Date: (00/00/0000 J Allow multiple contact points per constituent Use label postal address
Segment |S0QL | Swap | Rel Description Select | Dload | Outside | Suppr | Maximum | Random | Random | Mumber | Mumber Mumber | Appeal |Media | Source | U
HH | Opt Priority | Priority | Flag | Flag | toDload |Select®% |Extract® | Qualified | Assigned | Pieces Group
0l & Donors 10 10 999,999 0 0ps 16 16 16
ooz & Subscribers 20 20 999,999 0 0k 16 10 10
o3 & Single Ticket Buyers 30 30 999,999 0k 0k 35 16 16
| Kl m — | 3
[CovaEgnmt][Deﬁ')EEriteria(T[ Save toList |)




Creating a List from an Extraction Set
Option 2

" (Click the Save List button

Segment Description Select | Download | Qutside | Suppr | Random

004 Board Members 10 10 N Y ]

(Seecial) (Gea ) (et ] EOE=




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 Use an extraction list
when:
when: = The list will be used
= List contents will for an in-house
be refreshed Sontee

= A set of constituents
regularly is being excluded
from the list

" When a dvnamic ..
y = The criteria are

list is needed complex and/or
. . conflictino criteria
" The criteria are are used &

simple



R T-STATS LISTS

STAT'S DON'T LIE




Lists and T-Stats

" The Constituent data underlying a T-
Stats report can be used to Create
Tessitura List

g Help
e & e i & &, .| @ ¥
wve Workspace Close Workspace MNew Report Copy Report Share Report View | Exporting | Maplt List-Based Fi
Creatg Tessitura List
g
Fitter//Slicer: % Grid to Excel
| Drop Slicer Fi¢ % Chart to Excel
|@ Chart ﬁ Grid W Grid to Internet Explorer
# Chart to Internet Explorer

T G )
Flex
Rumpus Package

Total

AR Opera/flazz Flex (w/Fixed) £165.00




Lists and T-Stats

* Name your List

= Set a Category (this is the same as the
List Categories)

® (Click Create Tessitura List

Create a Tessitura List

Click the "Create Tessitura List" button below to create a list in Tessitura from
your results. This process may take several minutes.

Category  Ticketing

List Mame T-Stats export Test m T-Stats

List Results
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Lists and T-Stats

" Your List is created and available in List

Manager!

-

4} Create a Tessitura List from Results E'@
Create a Tessitura List
Click the "Create Tessitura List" button below to create a list in Tessitura from
your results.  This process may take several minutes. T |'|"|d{e‘ting v|
List Name | T-Stats export Test | | Create Tessitura List T-Stats
25 Customers
CustMo Salutation1 Salutation2 Address1 AddressZ City State =
#b Mr Collin Letter 12 Jeffrey Street CANTERBURY  |NSW
551 Ms Lee Geisler 17 Livingstone Foad PETERSHAM MSW
1021 Mr R, 5/2a thaca Road ELIZABETH BAY | NSW
1025 Mr. 1 12/178 Merewether Road MEWCASTLE MSW
1028 Burr 223 Bumraneer Bay Road CROMULLA NSW
2034 pr ' Our Tessitura Listwas created. 123/13 Anzac Parade KINGSFORD NSW
21 Mr A 143 Pacffic Highway DEMISTOMNE EAST | NSW
2266 MrJ 0K 74a Pennart Hills Foad THORMLEIGH MSW
2357 Migs 17 James Strest ABBOTSFORD MSW







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

Filter

Jurusoly (coer ) (oo ] [Newusr][cmrmm] (crteie ] (Ceat ] [ceneote

" 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

FirstDataRow: 1 |[2]  CustomerNoColumn: 1 |%]

" Create a name for the List i reate pewiist

List Name: - 7_pN-Sample Import

Category: Marketing B2
Control Group: | (Default Control Group) =]

" Set any of the other
properties for your list Dlomemec  Elisese
" 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

Row Constituent ID |Error
70002 Constituent does not exist.
2044 Duplicate constituent number in source list.
3469 Constituent has been merged.

A




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
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& Tessitura v12.1.0 6/16/2014 - [List Manager]
. File GoTo Tools Window Help

LY EEY FEEIRY -2 k)

= 1
& (@D @ Tessitura Help D PR =
3 (unassigned)
3 Box Office . .
Help Keyword: -
= P 'List Manager lw|  [[]show General Links
3 Development Filter (like): | |
3 Educstion —
03 IT Description
7 Karen's Folder : : Keyword Links:
(1 Marketing List Manager (Tessitura Help System)
3 Testing Standard List (Tessitura Help Systerm)
(3 Visitor Services Dynamic Lists ( Tessitura Help System)

Generate Contents (Tessitura Help Systemn)
Edit List Criteria (Tessitura Help Systemn)
Manual List [ Tessitura Help System)

List Contents (Tessitura Help System)

Copy List (Tessitura Help System)

Import List { Tessitura Help System)

Edit List Properties ( Tessitura Help System)
T-Class: Creating a List from a Report

T-Class: Creating a List from an Extraction Set
T-Clage" Creatina a |ict fram an Imnnrted File




Tessitura

My Account | Logout

network The Global Leader for Arts & Cultural Technology + Services + Community

COMMUNITY LEARNING RESOURCES SOFTWARE SUPPORT CONSULTING SERVICES PRODUCTS CALENDAR CONFERENCE ABI

RSS Feed

GELLNGSTARTED WU TESSITURA Documentation & Help System o :
- a Printable Version
» DOCUMENTATION & HELP SYSTEM WELCOME TO TESSITURA DOCUMENTATION call us: 1-888-643-5778
- TN Express Web _ - _ )
~ resstura Help Svsbmuiz20 The Tessitura Network maintains an extensive collection of QUESTIONS ABOUT
Py - comprehensive documentation on the Tessitura application and its DOCUMENTATION?

- Tessitura Help Sysf

- Tessitura Help Sys
- Tessitura Help Sysi

TESSTURA'S INNOVATOR SEREES

Open the vi1 Help System »

WEBNARS

RECORDED WEBINARS & T-CASTS

Open the vi2.0 Help System »

TESSITURA TRAINING AGENDAS

TESSITURA TRAINING AGENDAS FOR
V12

Usage and setup documentation for the Tessitura application is collected into the
T-CLASS E-LEARNING online Tessitura Help System, which provides simple navigation (including
extensive linking between cross-referenced topics and the ability to mark favorite
TESSMURA HOSTED TRAINING FORV12+  topics for easy reference later), improved results when you needto run a search,
and interactive controls that make reading the documentation easier and more
TESSMURA HOSTED TRAINING FOR W11 engaging.

Open the v12.1 Help System »

supporting products. See the Documentation FAQ.

Go ©

TOC

ot dodod

WVWhat's New inv12
W Constituent Records
Contribution Processing
Ticket Order Processing
[ljBatch Administration
lII Lists, Extractions, and Cutput Sets
W Criteria Sets
WList Manager
WExtraction Manager
W Output Sets
WReports and Utilities
Customer Service lssues
Constituent Record Setup
Ticketing Setup and Administration

*:;3;5': E:ﬁlsgsrzhCum&'nfTop{s |§'|‘ﬁi@$5|mﬁﬂ'ﬁ?|a|}

Tessitura v12.1: Lists, Extractions_and Output Sets = Criteria Sets
Criteria Sets

Cne of the primary functions of Tessitura is to record a wealth of data about constituents so that customer contact c
used to comb through the data in the database to answer guestions such as “Who purchased tickets last season?"*
year?” or “Who within the Lincoln Park area purchased tickets and made a contribution last year?” These guestions

constituent data is evaluated - that are grouped in criteria sets. The criteria sets are then run and any constituents wi

Criteria sets are used in two areas of the application: List Manager and Extraction Manager. In List Manager, lists of ¢
set. Lists can be used to target marketing and fundraising sources and can be used in reports and utilities to limit the
Manager, criteria sets are used to create extraction sets. An extraction set can consist of multiple criteria sets, which
extraction set into subgroups and facilitates the easy selection of constituents based on complex andfor conflicting c
extract constituent name and contact data, and create and target sources.




TessituralNetwork.com

PEAN
CONFERENCE 2015

3/"."‘“\
essilura
network

GETTING STARTED WITH TESSTURA

DOCUMENTATION & HELP S STEM

T-CLASS E-LEARNING

TESSMURA HOSTED TRAINING FOR W12+
» TESSITURA HOSTED TRAINING FOR W11

- Administering the Services Layer
- Creating an InfoMaker Report in SSRS

- Customizations ar- ~-**

LEARNING RESOURCES

The Global Leader for Arts & Cultural Technology + Services + Community

SOFTWARE SUPPORT CONSULTING SERVICES

List Changes in Version 11

Description:

Learn to leverage the power of the new constituent model with lists and extractions.
This session details how lists and extractions have changed to work with
household and organization constituents, using practical examples to illustrate
how to find the constituents you want and extract the correct contact data to go with
them. This session is intended for users with an existing understanding of list and
extraction concepts.

This session is broadcast periodically with a live Q&A period as part of the

- Leveraging S5RS f J /.‘_.-EHH-\
¢+ List Changes in W/ edﬁ{ét%k

_ Server Configurat
11 Upgrade

- Wersion 11 Advar

GETTING STARTED WITH TESSITURA

COMMUNITY

DOCUMENTATION & HELP S STEM

LEARNING RESOURCES SOFTWARE SUPPORT

Enhanced Communications
Management in Version 12

T-CLASS E-LEARNING

. TESSITURA HOSTED TRAINING FOR

WVi2+

- AP| Overview for Version 12
- Customizations and Version 12

. Enhanced Communications
Management in Wersion 12

- Ticket Pricing in Version 12

_ Using Plans and Portfolies in Version

12

_ Wersion 12 Overview and Upgrade
Preparation

Wersion 12.1 Training: QuickSale,

Description:

approximately 35 minutes after the session start time.

- Composite Tickets and N-Scan v

Features

Session Presentation

PRODUCTS CALE

The Global Leader for Arts & Cultural Technology + Services + Community

CONSULTING SERVICES

Yersion 11 laid the foundation for more refined customer communication with the
new constituent model, and Version 12 will give you the tools to fully realize the
power of the new model. In this session, we'll cover working with the new
communications management features in Version 12, including enhanced contact
data purposes, the option to link corporate addresses and salutations to individual
affiliates, improved transparency in lists when using advanced relationship options
and the ability to filter constituents by contact purpose and contact type (email, mail,
phone) at the extraction level instead of through individual segment criteria. If you
are responsible for communicating with constituents, preparing lists or
segmenting constituent data you will want to view or attend this THT session.

This session is broadcast periodically with a live Q&4 period as part of the
Tessitura Hosted Training for Version 12 program. Q&A for this session will begin

My Account | Logout

Search Site [ ]

CONFERENCE ABO

5 Printable Version
call us: 1-366-643-5778

WEBINAR FAQ

MISSED A WEBINAR?

Missed a session? Want to review
content?

My Account | Logout

PRODUCTS CALENDAR

Search Site [ ]

CONFERENCE

ABO

i5a Printabls Version
call us: 1-366-643-5778

WEBINAR FAQ

Go

content?

Learning archive.

Go

MISSED A WEBINAR?

Recordings are in the Recorded

Missed a session? Want to review
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COMMUNITY

GETTING STARTED WITH TESSITURA
DOCUMENTATION & HELP 3% STEM

* T-CLASS E-LEARNING

- Introduction to Development
- Introduction to Ticketing

- Memberships

*+ Lists and Extractions

TESSTURA HOSTED TRAINIMG FOR W12+
TESSTURA HOSTED TRAINING FOR W11
TESSMTURA'S INNOVATOR SERIES
WEBINARS

RECORDED WEBINARS & T-CASTS
TESSTURA TRAINING AGENDAS

TESSTURA TRAINING AGENDAS FOR
W12

TESSSTATS

LEARNING RESOURCES

The Global Leader for Arts & Cultural Technology + Services + Community

SOFTWARE SUPPORT

Lists and Extractions
LEARN ABOUT CREATING AND MANAGING LISTS AND EXTRACTIONS

BASIC CONCEPTS OF LISTS AND EXTRACTIONS

An introduction to lists and extractions in Tessitura including the basic concepts

and terminology.

Level: Introductory

Interest Areas: MET, TKT, DEV, IT

Lesson 1: What is a List? 7:35min  Play Lesson 1 @
Lesson 2: What is an Extraction® 711 min  PlayLesson 2 ©
CRITERIA AND CRITERIA SETS

An introduction to the criteria set and how to use criteria, operators, andvalues to

build an effective criteria set.

CONSULTING SERVICES PRODUCTS

My Account | Logout

Search Site [ ]

CALENDAR CONFERENCE ABOUT

i5a Printable Version
call us: 1-588-643-5778

E-LEARNING REQUIRES FLASH

Classes require the free Flash
player.

Get Flash
VISIT THE E-LEARNIN

Do you have questions about T-
Classes? Want to learn more?

Visit the FAQ
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CONFERENCE SCHEDULE
FEES

HOTEL ANMD TRAVEL

WHY ATTEND

WIN FREE HOTEL NIGHTS
CONFERENCE ++
GEMERAL SESSIONS
PLAMMING COMMITTEE
SPOMNSORS

ORLAMDO ATTRACTIONS
EXECUTIVE TRACK
COMFEREMCE INTERMISSION
MINI-MAGIC

FAQS

LEARNING RESOURCES

COMNFEREMCE MATERIALS ARCHIVE

The Global Leader for Arts & Cultural Technology + Services + Community

SOFTWARE SUPPORT CONSULTING SERVICES PRODUCTS

You have registered for the Conference. Click here to review
your registration.

Over 240 Sessions
Online Now!
015 It’s Your Conference.

Thrive Together

August 16-20, 2015

Whether you're a one-person IT shop, a ticket office manager, a board member, an
education specialist or all of the above, the Tessitura Learning & Community
Conference will have something for yvou. Meet other Tessitura users, share your
own tips and tricks, and take lots of notes to bring back to your organization. This is
four and 1/2 days of intense, focused, targeted learning, and doing with Tessitura.

Presentations, labs, fraining, discussions, and more! This is Tessitura total
immersion. How are you and your peers using Tessitura now and planning for the
future? What's new, what's coming, what are your peer ars and cultural
organizations doing now? Sessions in all the Tessitura functional areas —
marketing, ticketing, development, technology, web, finance, administration,
education —you'll find just what you need!

My Account | Logout

CALENDAR

*:; Printabile "/ersion
callus: 1-888-643-5778

Register

COMFERENCE ABOUT



{ QUESTIONS? J

4 )
@ Tell us who you are and where you are
from.............
N\ /
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WHAT'S NEXT?

(BREAK 4.30PM - 5PM

to the room for your next sessions and
find a drink when you get there

\_

Refreshments are available in or near all
conference rooms. We suggest you move

~

/

-
© NEXT SESSION : 5PM - 6PM

\_

J




