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Work Smarter, Not Harder

Work smarter, not harder! ¢

Our goal is to provide you with many solutions that will make your life
easier when you get back to the office.

Suggestion number one: Block off time on your
<l calendar to review your Conference findings and
to implement some of the new methods you will

learn.
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Work Smarter, Not Harder

File Edit Wiew Go Faworites Tools

Help

4 Back & Fl:urwarl:l| Dpen in separate window

||;1||-|-' Horme

Configuration

ﬁ Fecords

t@; Queny

General
Tables

Addrezzess /
S alutations

Attributes

'EIIEu Export
o

'g Feports

E kil

Financial
[nztitutions

General Ledger

Letterz

International

Memberzhip
Categaries

Custom YWigws

(L- |

% Azzigned Salicitars

Making a field
been entered.
example, after

Blackbaud.

¥ Campaign

k¢ Constituent

b Credi Card

k¢ EducationsSchool

B Event

B Financial Information
¥ Financial A elationship
» Fund

b Gift

» Honor/kemorial

¥ Individual Relationzhip
b Job

F Job Azzignment

k Mandate

b Media

Field Dpkions
Field /| Display As I Required I Hidden I Lookup I

__|Address Address r r r
_|caRT CART - - r
|city City {r— ~ )
| Country Country r I v
(1 Counky Counky r r v
__|Date From Date from r r r
_|pate To Dake r r |l

DPC s The Raiser’s Edge ]
: Info Source Info

LoT LaT @ Do you wish bo create a table For the City field?
: M Ciky MZ T
. Suburb hE = Yes | Mo |
(1 Region Reg
__|5easonal From  Seasanal from r r r
ensures that the information ilBasca
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i Ch a (tit_lrl:l
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Work Smarter, Not Harder

File Edit ‘ew Go Favorites Tools

Help

4 Back o Fl:nrward| Open in separate window

IEtIH-' Haorme

rj[% Fecords

Clueny
‘@ =] I__

Configuration
General
T ables

Addrezsees /
S alutationz

:I:E | Export
| Attributes

.g Fepors

Financial
[nztitutions

General Ledger
Letters

International

Fields

i emberzhip
Categories

Cuiztom Yiews

Blackbaud.

General

i Duplicates

e Criteria

[ Individuals

- |Z] Organizations
- 2] Options
{El Marme dizplay
e 2] Membership
Generate 1Dz
Batch options
'::-__71 Gift optionz
i 2] General options
Activity optionz
Congtituent options

_ vdembership options
! General options

""" Activity optionz
Event optionz
i User defined miles

- 2] Gift
2] Action

YWhen marking a perzson as deceased._.
[ Erter the cument date as the deceased date
[¥ Uncheck the "Send Mail?"' checkbox for all of the deceased's addresses
[ Make the deceazed constituent an HonarMemarial
[# Create a Tribute for the deceased
Tribute: type: |l Memary Of j

[¥ Enter the cument date as the "Date Ta'" far all of the deceased's active Constituent Codes

If the deceased has a spouse.___

[ MWake the spouse a constituent
[¥ Soft credit the spouse for all past gifts given by the deceased

[¥ Mo longer saft credit the deceased for gifts given by the spouse

[T Change the marital status of the spouse

Change Marital ztatus tn:ul j if zpouse iz male

Change Marital status tn:ul j if zpouze is femala

[ MWake the spouse an acknowledges an the tibute for the deceaszed

[¥ Prompt bo update the spouze addreszeedzalutations
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Dashboards are quicker and easier than reports
3 campaion

File Edit Mew Go Favorites Tools Help (-ampaign Summarsy

SolicitorTeam Campaign Performance

4 Back o Fu:urwaru:l| [Hpen in separate window =] Fund
Fund Surnmnary
- s e Data Solicitor|Team Fund Performance
II;:I|1-' Haorre = ===z E appeal

‘4

Appeal Surmmary
:l-j Mew |Save s 9 Delste

Appeal Package Response
= Gift

e

« |Mew Dashboard = Custo |i;é

Fecaords

_ [l Recent Gifts List Recent Gifts Lisk
& cuery 4 0f 071352005 1-44:37 PM ' - Recent Tribute Gifts List
E =0 B Expected Gifts Summary
=y Expor Gifk Dake Conskituent Marme Crverdue Gifts Lisk
’ b 12430/2005  Ira M. Rosenberg $1,800.00 President's Development Fund Giving Clubs
.g Reports 12/22/2005  Wiliarn A. Quinn $15,000,00 Acquisition Fund fard
1212002005  Samantha k. Hark $2,650.00 President's Development Fund Edit Recent Gifts List Panel
12212005 Claudia L, Tvery $500,00 Botanical Garden Fund Descrigtion: |F|e-:ent e Lot
F1A858005  Aichofas lncané 25 800,00 | Acquimtion Fund =
Date range: | This week &
11/19/2005 | Jane L, Wincent $5,000.00  Acquisition Fund I
ift= | than: [
11/16/2005  Porker B. Nelson £1,500.00 2005 Annual Fund ¥ pits es3 than | $500.00 |
11/16/2005  Bethany M. Tavlor $5,000.00 Smith-Brown Schalarship Fund ¥ Show soft credit recipients
11/15/2005  Scarletk K, Ray $£50,00 Bokanical Garden Fund ncies to include: [A1]
11/14/2005 Emrma Y. Terrel $500.00 2005 Annual Fund types to include: Cash, StockProperty, Gift-in-Kind, Cther, Pledge Payments
10302005 | Julie M. Bach 40,000,00 Camp Kids Scholarship Recurring Gitt Payments
ER RPN ol LT T ] ol [ IR [ B, PR I Bl T T T o T TR o PO [P PSS P | LI jalgns tl:l InCIUde [A"]

“unds toinclude: [A01]
peals to inchude: [&1]

olumns to show: Gift Date, Consttuent MName, &mount, Fund
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Work Smarter, Not Harder

You can visualize queries dynamically through a Dashboard

Cuitpuit
Create a gift query of gifts that have not been acknowledged yet. g;‘{";mum
Your query output will determine what shows up in Dashboard: Gift Date
Fund List

Gift Letter Code  [Reguested letter)

-

£+ Goto @Dmhhnmﬂ and select | Mew

) Select Gift, Gift @ Dashboard - Sample Data

l Query 5 Mew Dashboard = Customize 1 Mew  Gelect Shared Dashboards Save fs.. 24 Delete...
T E Gift Ouery
hlame: |NEW Dashboard Az of 0452172009 1:46:37 P
ift Amaunt | Gift Date
Available Panels 1 Diresta, Joseph Patrick $15,000.00 12/31/2005 Building Fund
fpf::: PQ?_:SFE Response [A] 2 Adamson, Mark Daniel $75.00 11715/2008 2005 Annual Fund
= Gift 3 Beckner, Geoffrey Todd $1,500,00 07§30/2003 2003 Annual Fund
P (iFEs List _I\> 4 Beckner, Geoffrey Todd $300,00 08/06/2003 2003 Annual Fund
Recent Tribuke Gifks Lisk 5 Beckner, Geoffrey Todd $300.00 0900272003 2003 Annual Fund
Expected Gifts Summary = _l/ &  Beckner, Geaffrey Todd $300.00 0701/2005 2005 Annual Fund
Crverdue GiFrs Lisk 7 Beckner, Geoffrey Todd $600.00 124312005
iving Clubs g Connor Benjman $15.00 114152003 International Relief Fund
Giving Summary by Constituency )
Donor Giving Anakysis g E;EI;% Benjiman $15.00 01j12/2005 Intermational Relief Fund
E:EE::: g:::t EEZ:;'::iEﬂ:S:n;L;T?EW 1 EADHTLJ Benjiman $15.00 02/12/2005 International Relief Fund [v]
= solicitor [v]
Cmlimibra Shoby e
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Work Smarter, Not Harder

The gquickest way to get new donors into the
database is a new Constituent Batch

i The Raiser's Edge - sample Data

IFt{H-' Haorre

e

|'r Y- "] Mew Time Sheet Batch.. (| Open 3 Delete ﬁ Find
] {=Tnim] =3
(@Z Query U 8 Batch 41 (ol x|
b Batc File Edt ‘ew Constituent Favorites Tools Help
4 _
.EI.::- Export E]Saveandﬁlnse'| E = ‘ Sh- @'| | W | ‘ ‘ ? -
o
28
Key Indicatar Last Mame Orig Mame Firsk Mame Address Address Lines Address City Address 5
36
37 o "
Individual Johnson Lisa 12 Elm Street Charleston sC
35
39
40
41
Blackbaud.
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Work Smarter, Not Harder

However, a Gift Batch also allows you to add ne'
Constituents

The Raiser's Edge - Sample Data

& Back & FDlWald| Open in separate window Constituent  Favorites  Tools  Help

| Duplicate Search For Batch v

o
ﬂ Address Lookup  ChrlH0)
address Walidation l

] Mew Gift Batch... ] New Congtituent Batch.. ] New Time Sheet Batch...  (w | Open ¢ Delete...

ﬂ Dizplay: I <Al Formats:> j ‘Wi Giving History

Type: I <Al Typ?é_\

&

B (Define Constituent Eields] 1 x|
o= |! Export Edit | View Gift Conskituenk Faworites Tools Help
Saveiv Constituent Window - a3 Eﬂ|®'ﬁ_%lﬁz||%' &F e S [ e[ m=) o |
32
33 Prenctifications Date Type Furd Field I Yalue I I
Title 1 Mr.
Hide/Shaow Calumns. .. 7l26 2005 Cash [ - First Mame  James
Freeze Last Name Wilson
Unfreeze ] 214
Refresh Batch F5 Address Add... 18536 Mont...
= Legend Address Ciky  ME, Plzasant

Bddress State  SC

Bddress ZIP 20464
&ddress Pho... Home
Address Pho... 843-851-0427
Constituent ...

Primary &dd...

[

Blackbaud.
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Work Smarter, Not Harder

require special handling

IF-tIH" Horme

IT% Reco

(@ Clueny
L=

L
.g Feports

]

i

=] L L

[NEtSElt.,

. _ INEshtaE,

Blackbaud.

Configuration

General
Tables

Addreszees /
Salutationz

Attributes

Ik emberzhip
Categariesz

Cuztom Yiews

Alert your users when they open Constituents

=
General
=9 Duplicates A

+{ Criteria

b B Individuals L]

Qrganizations
i 2] Optiohs
e Mame display
- |Z] Memberzhip
Generate Dz
Batch options
@ Gift optionz

i |2 General options
b |2 Activity options
&%) Constituent options
= |Z] General options

- ] Deceased options
Ermail options
Alumni optionz
1% b embership options
- |Z] General options
- |Z] Achivity optionz
Ewent options

Eg Uzer detined miles ]

- 2] Gikt

- |Z] Achion

IN e Opening Conzhituent Rule

when opening constituent recordz, che

Fule Marme
Mew Rule for Opening Constituents

Wi

Ix

Fiule name: IBDa[dMEI‘I‘IbE[S

[EHuery name: IEDard Members

Meszage: | Thiz constituent iz a board member. Handle with carel

Security Groups:

1 Apply Fule to Selected Security Groups Only

KIS D

Apply Bule to these Security Groups:

Data Entry
Walunteers
Adrmin

2
bed
<]
il

Thiz rule will execute when opening the constituent. vou may alzo optionally execute the rule when
[aiftz or Actions are accessed without first opening the constituent.

Execute thiz e when accessing these records directle. W Gtz W ,-’-'-.

] I Cancel |

Bl ackbaudds
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Work Smarter, Not Harder

Change fields globally in Batch ’

p
|2 o W E B

Global Change x|

Date

G- (A o o B2 SR ECE

Smounk - — -
The Drate far all qiftz entered in thiz batch will change az
i zpecified below, .00 ?,IIE?,IIEDDE Cash
$100,00 \plue: [7/27/2005 00 7/27/2005 Cash
$100.00 } L0 10532001 ¥ ‘Ovenwite existing valus a0 ?,I'E?,I'EDDE Cash
$100.00 $£100,00 1032001 EhangeNnﬂI Cancel | o0 ?,I'E?,I'EDDE Cash
$100.00 $£100.00 1032001 00 7/27(2005 ash
£100.00 $£100.00 10)3)2001 II:IEI 7(27(2005 ash
' a5
$100.00 $100.00 10)3)2001
00 7272005 Zash
$100.00 $£100,00 1032001
$100.00 $100.00 10/3/2001 5 | Tools Help 00 7/27{2005 Cash
$100.00 $100.00 10/3/2001 5 64 validate... 00 7/27{2005 Cash
$100.00 $100.00 10f3200 Group Add Constituents to Batch, ..
(_Gl_nl:ual Change Date. ., ] I
A
Sort Batch. .. A
A7
Automatically Generate Transactions/Payvments o
Create EFT Transmission Files. ., o
iZlear Declined Gutharization Codes Al
A7
Edit Bakch Setup... A
) A
User Opkions A
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