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? What Is In This Guide?

In the Query & Export Guide, you can learn about extracting information from
The Raiser’s Edge and exporting data to other software programs. You can also
learn about the following.

o “Understand the Ask Operator” on page 26

» “Create a relationship query using address processing” on page 40
» “Create a query of records with nothing in common” on page 75

» “Eliminate Duplicates From a Query” on page 104

« “Export Formats” on page 134

» “Export contact name and address information” on page 171

e “Send an Export Data File as Email” on page 197

» “Add an export to the list of favorites” on page 200

@ How Do | Use These Guides?

The Raiser’s Edge user guides contain examples, scenarios, procedures, graphics,
and conceptual information. Side margins contain notes, tips, warnings, and space
for you to write your own notes.

To find help quickly and easily, you can access the Raiser’s Edge documentation
from several places.

User Guides. You can access PDF versions of the guides by selecting Help,
User Guides from the shell menu bar or by clicking Help on the Raiser’s
Edge bar in the program. You can also access the guides on our Web site at
www.blackbaud.com. From the menu bar, select Support, User Guides.

In a PDF, page numbers in the Table of Contents, Index, and all
cross-references are hyperlinks. For example, click the page number by any
heading or procedure on a Table of Contents page to go directly to that page.

Help File. In addition to user guides, you can learn about The Raiser’s Edge by
accessing the help file in the program. Select Help, The Raiser’s Edge Help
Topics from the shell menu bar or press F1 on your keyboard from anywhere
in the program.

Narrow your search in the help file by enclosing your search in quotation
marks on the Search tab. For example, instead of entering Load Defaults,
enter “Load Defaults”. The help file searches for the complete phrase in
quotes instead of individual words.




WELCOME

Icons

The following icons are used in the side margins to denote additional information
such as notes,_warnings, time-savers, or definitions. You can also use these
margins to write your own notes.

3

The notepad symbol designates a note or tip related to the information in the main text
column.

i

The traffic light indicates a cautionary note. Generally, we use this icon to point out a step
that may have unwanted results.

@
b '

The clock symbol designates a shortcut or timesaving action.

©

The dictionary symbol designates the definition of a frequently used term.
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Query, as the name implies, is a way of asking questions of your database. With
the Query module, you can select, group, and list records that meet a set of
conditions you define. Queries are used throughout The Raiser’s Edge to limit
the scope of a task to a group of selected records. For example, you can use a
query to group all constituents in your database who are board members. When
you create a query, you define the records you want to include. When you use a
query in another areas of the program, such as Mail or Reports, the program
processes only the records matching the query definition. To create a query, you
must establish criteria or conditions a record must satisfy in order to be included
in the query. The program then locates and lists specific records based on this
criteria.

Query performs two tasks. First, it segments your database based on criteria you
define. Secondly, it groups records for quick reference and use in other areas of
the program, such as Mail, Export, or Reports. For example, you can create a
query of all constituents who donated $100 to your organization’s Capital
Campaign and then create mailing labels for this group.

Use Query to group certain records in your database based on criteria you define.
Then, “ask” the program to display specific information about the records to
check the accuracy of your query. For example, you create a campaign query for
your organization. This query contains information for campaigns currently
receiving donations. For the query results, you want to list the name of the
campaign and the campaign goal. By selecting output fields for query results, your
query not only groups the records based on criteria you specify, but also provides
information to check the query. You can assign a sorting order to output fields and
define formatting for fields containing date, number, currency, amount, and code
table values.

Query is very versatile. You can choose from up to 13 query types. You can
create, edit, and delete queries. In addition, you have the option of merging two
queries to create a third. You can use Query’s customizing capabilities to create
templates for the queries you run most frequently, customize the format of the
results, and export the information on the Results tab to a word processing or
spreadsheet program.

Frequently Used Terms

To use Query correctly, you must have a basic understanding of the different
terms used to describe parts of the querying process. If you come across an
unfamiliar term when reading this or any chapter in The Raiser’s Edge
documentation, make sure you check the online glossary in the help file.

Available Fields. This is a list of all information categories containing fields
you can use in your guery. The fields you can use are based on the type of
query you are creating. Fields for each query type are listed in categories of
information which can be expanded to reveal all the fields that fall under each
category. For example, if you want to create a gift query, only fields
pertaining to the gift record are available for selection.

Control Report. This is a report listing the criteria fields and criteria operators
selected for a query. The report also shows the sort and output fields selected
for the query, the name you assigned to it, and the location where the query
was saved.

Query is not meant to

be used as a reporting
tool. Query groups records
you can then use with other
areas of the program such as
Reports, Export, and Mail.
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We recommend you
limit the number of
output fields you select. The

more output fields you
select, the longer the query
may take to run.

Criteria Fields. You can use criteria fields to make a global selection of records
to include in your query. For example, if you use Gift Type as a criteria field,
the program looks at constituent gift information and “groups” all records
with any gift type information.

Criteria Operators. These fields, in conjunction with criteria fields, let you
define the specific conditions a record must meet to be included in a group.
Using the earlier example, if you select the criteria field Gift Type, the
program searches the database and “groups” all records with any gift type
information. If you assign the criteria operator “equals” and the value “cash,”
the program looks at all the grouped records and selects those with a gift type
equal to Cash.

Output Fields. These fields determine the information that displays on the
Results tab of your query. For example, you are creating a query of all
constituents who donated $10 or more to your organization’s Literacy Fund
during the months of January, February, and March. For all records meeting
this criteria, you want to see only the constituent name and gift amount. Name
and Gift Amount are your output fields for this query.

Query. A query is how you flag, group, and list selected records from your
database that meet certain criteria you define. Think of your database as a
filing cabinet. Running a query is very much like asking someone to look at
all the records found in your filing cabinet and create stacks of records based
on the criteria you define.

Sort Fields. These fields determine the order in which records appear on the
query Results tab. You can sort in ascending or descending order. For the
above, you can select Last Name and Gift Amount as your sort fields. You
can sort alphabetically by last name, numerically by gift amount, or by using
both fields.

Tips When Using Query

Selecting, grouping, and creating lists in Query is not always the easiest task.
Query is used for two very important reasons: to segment your database based on
criteria you define and to group records for quick reference and to use in other
areas of The Raiser’s Edge. As you create a query, make sure you have a clear
understanding of what the task involves. Once you learn query basics in this
chapter, refer to this list to help clarify certain aspects of the process.

* Query duplicates are not a cause for concern: Just because a record is
‘duplicated’ in your query results does not mean it is also duplicated in the
query itself. Query duplication occurs when you include one-to-many fields in
the query output. For example, if you place phone number in the output, and
John has three phone numbers, each number appears on a separate row in the
query results. However, when you save the query and use it to run labels, John’s
name appears only once.

If your query output does not include one-to-many fields, use the Suppress
Duplicate Rows option to minimize duplicates. For more information about
suppressing duplicate rows see, “Eliminate Duplicates From a Query” on
page 104.
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* Query is not a reporting function: Query is designed to group records, and is
not intended to be a reporting tool. That being said, if you need a quick and easy
list of names, printing your query results may be adequate. However, if you
need a polished report, save the query and use it in Reports.

» Exporting from Query is not a good idea: Query is a grouping tool, and,
although you can export query results, you will most likely prefer your results
when they are exported from Export. When you export from Query, you are
exporting exactly what you view in the query results (which is typically not
what you actually want).

» Existing queries do not have to be run or refreshed: An existing query is
ready for use anywhere in The Raiser’s Edge. When you create a new query,
you can run it to make sure it includes the correct records. Doing so is not
necessary in order to save the query.

 Field values are not saved with static queries: Until a static query is
refreshed, it includes the same records it did when it was first created (or last
refreshed). For example, Tom is a board member and is included in a static
query of all board members. The query output includes names and addresses. If
you remove the Board Member constituent code from Tom’s Bio 2 tab and then
run (not refresh) the query again, Tom’s name and address no longer appear in
the query results. However, Tom is still included in the query until it is
refreshed. To verify, you can use the query to run labels in Mail — Tom’s name
still appears.

Navigate in Query

The Raiser’s Edge Query page contains the commands necessary to complete all
query functions. You can customize this screen with shortcuts to facilitate your
access to query records and reduce the time it takes to perform certain query
functions. For more information about customizing the Query page, refer to
“Customize Query and Use Favorites” on page 65.

5
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5The appearance of the
Query page varies
depending on the
preferences you select on the
User Options screen.

Parts of the Query Page

In order to navigate through Query, you must understand the parts of the Query
page. To access the Query page, click Query on the Raiser’s Edge bar. The Query
page appears.

The Raiser's Edge =] B3
File Edit View Go Favorites Tools Help
4 Back % Forward ‘ Cpen in ssparste window
~
“RQuery”
1 Mew Query... 5 Open  Merge Queries... < Delets... =§ Print ’3' Run Query &M Export dﬂ Find... Organize Categories..
Q Query Type: Iﬁill VI Format: |<A|\ Formats>» VI
Name Type Description Format Created Created by Records
b. Export Gift search for Supervisor Gift. Used by the... Dynamic  08/24/1998 Supervisor 1624 (ap...
Gift Amount = ASK Gift Dynamic ~ 05/25/2000 Supervisor 1101 (ap...
e Reporis Gifts Marked as Acknowledged Gift Al gifts give... Static 06162000 Supervisor 121
Gifts that need to be ackno... Gift Dynamic ~ 12/04/2001 Supervisor 338 (approx)
n Mail Gifts for "This Week' Gift Blackbaud s... Dynamic 07172002 Supervisor 2 (approx)
Gifts for This Month' Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 18 (approx)
n Batch Gifts for "This Year' Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 155 (app...
Gifts Acknowledged on = <... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 503 (@pp...
@ Mapping Campaign = <ask> and Dat... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 939 (app...
Fund = <ask> and Date Ra... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 939 (@pp...
ﬁ Admin Appeal = <agk>and Date ... Gift Blackbaud ... Dynamic  07/17/2002 Supervisor & (approx)
: Batch Number = <ask> Gift. Blackbaud s... Dynamic  08/29/2002 Supervisor & (approx)
g Config Hon/Memorial Name = <ask... Gift Blackbaud s... Dynamic  10/03/2002 Supervisor 18 (approx)
% Scanning
7 §
Eq'z NetSoluti..
P
@E‘Iashbc.. _
™ Only show my queries
AuctionM... . . y
Pro Recently Accessed Queries Quick Find
t’l:ala ’ Gift search for Supervisor ;I I ﬂ
g_ alth u Hon/Memorial Name = <ask> and Date Range = <ask>
~ Gifts Marked as Acknowledged =l
Center
Welcome to The Raiser's Edge 7 4

The Query page contains four main components: query action bar, query filters,
query grid, and query locators.

Query Action Bar

You can perform several query tasks from the Query page. Links on the action bar
provide a shortcut to the most commonly performed query tasks. From the Query
page, you can create, open, merge, delete, print, run, export, and find a query. You
can also organize queries into categories. To begin any of these tasks, simply click
the query link and the screen for that function appears.

1 New Query... <) Open | Merge Queries... € Delete... =4 Print ?Run Query & Export ﬂFi_nd... Organize Categories.. ‘




Query Filters

Query filters let you determine which queries display in the query grid. You can
filter by query type or query format, or you can elect to show only the queries you
created. The Type and Format fields and the Only show my queries checkbox
are extremely helpful because they can reduce the amount of time it takes to locate
a query. For example, if you are searching for a gift query you created, you may
want to use the query Type Constituent and the Only show my queries checkbox
as filters.

1 Type: I Gift ;I Format: I <4l Formatsy ;I

I ™ Only show my queries

Query Grid

The query grid displays all queries matching the query filters you use. This grid is
for informational purposes only. You can only enter and edit the information in
this grid from the query record. To find a query, click the up and down arrows on
the scroll bar to scroll through the list.

MHame Tupe Description Format Created Created by Recards ﬂ
Action zearch for Supervizar Action  Used by the Search Scree.. Dynamic 12/28/1933 Supervizor MAA
Action Track: Completed = Yes Action  Segments of the Action tra... Dynamic  02/21./2000 Supervizor MAA
Action Track: Completed=Yes/Inter... Action  Completed=Yes/Interest G... Dynamic  05/30/2000 Supervisor MAA
Action Track: Interest Generated = ... Action  Segments of the Major Do... Dynamic  02/21/2000 Supervisor MAA
Action Track: Interest Generated = ... Action  Segments of the Major Do... Dynamic  02/21/2000 Supervisor MAA
All Members Member... All Members [Curent and .. Dynamic  05/24/2000 Supervisor MAA
Appeal zearch for Supervisor Appeal  Used by the Search Scree.. Dynamic 08/23/1933 Supervizor MAA
Blank Primary Addressee Constitu... Dynamic  06/20/2000 Supervizar MAA
Board Members Constitu... Thiz query iz being used in... Dynamic  12/29/1333 Supervisor MAA
Campaigns/average gift over $1,000 Campaign Campaigns whose averag... Dynamic  05/24/2000 Supervisor MAA
Development Cammittee [Const Atti... Constitu... Thiz query iz being uged in... Dynamic  01/31/2000 Supervizor MAA
Donars for ‘Thiz Month' Constitu... Donars who have given 't Dynamic  04/05/2000 Supervisor MAA
Ewvent All events that have recei...

Events with ather donations

Diynamic

05/24,/2000 Supervizor

HAA

QUERY e,
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e You can also click Find
S on the action bar of the
Query page to access and
locate a query.

Query Locators

Below the query grid are two areas you can use to search for queries. The
Recently Accessed Queries frame displays a list of the most recently opened
queries. You can use the Quick Find field to enter the name of a query and locate
it without opening the query search screen. If you have numerous queries in the
query grid, you can hide these two areas if you select View, Expand Query List
from the shell menu.

Recently Accessed Queries Quick Find

Solicit Code of ‘Do not phone' ;l I ﬁl
M embers [active and dropped)

Board Members LI

Access a Query

A query record stores all criteria, output, and sort field information. Once you
create queries, you can perform a variety of tasks with them, including editing and
deleting. You can open queries directly from the Query page by scrolling through
the grid, highlighting the query you want to open and clicking the Open link.
Another way to access queries is from the Open Query screen. Enter all or part of
the name of the query you want to open in the Quick Find field on the Query page
and click the binoculars. The Open Query screen appears, which helps you locate
a query by various details, such as query type, name, format, and description. The
description is useful if you do not know the exact name of the query you want to
open. Use some or all the fields in the Find queries using these criteria frame on
the Open Query screen to narrow your search.

» Open a query record
1. On the Raiser’s Edge bar, click Query. The Query page appears.
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In the Quick Find field on the bottom right of the screen, enter the name
of the query and click the binoculars.

The Raiser's Edge

Fle Edit View Go Favorites Tools Help

4 Back %

@ Mapping
Q Admin
i Config
% Scanning
B .
E_'% NetSoluti

@Elashbo

AuctionM.

Gifts for This Year'

D[]
| Openin separate window
~
‘ @uery’

] New Query.. <1 Open Merge Gueries... ¢ Delete.. <4 Print ¥ Run Query &4 Export (4 Find... Organize Categories..
Type: [Gift - Formeat: | <)l Formats> -
MName Type Description Format Created Created by Records
Gift search for Supervisor Gift Used by the... Dynamic  08/24/1993 Supervisor 1624 (ap...
Gift Amount = ASK. Gift Dynamic  05/25/2000 Supervisor 1101 (ap...
Gifts Marked as Acknowledged Gift Al gifts give... Static 06/16/2000 Supervisor 121
Gifts that need to be adkno... Gift Dynamic ~ 12/04/2001 Supervisor 33 (approx)
Gifts for This Week' Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 2 (approx)
Gifts for This Month' Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 18 {approx)

‘Welcome to The Raiser's Edge 7

Gifts Acknowledged on = <... Blackbaud s... Dynamic  07/17/2002 Supervisor 503 (app...
Campaign = <ask> and Dat... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 939 (app...
Fund = <ask> and Date Ra... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 939 (app...
Appeal = <ask> and Date ... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor & (approx)
Batch Number = <ask> Gift Blackbaud s... Dynamic  08/29/2002 Supervisor & (approx)
Hon/Memarial Name = <ask... Gift Blackbaud s... Dynamic  10/03/2002 Supervisor 18 {approx)
™ Only show my queries

Recently Accessed Queries Quick Find

Gift search for Supervisor = &

Hon/Memorial Name = <ask> and Date Range = <ask>

Gifts Marked as Acknowledged =

A

If there are no queries matching the description you provided, the Open

Query screen appears.

Find: I Queries

Find Queries that meet these criteria:

Guerny type: I - I
Guery format: I - I

Guery name: IDeveIopment Carnrittes 'I
Description: I vI

™ Show merged queries anly

I Exact match anly

Created On: I Ell
Created by: I - l

3

Oper

Cancel

Exdli

Optiohs

&% Find Mow

Mew Search

Previous Search

Expand Results

g |
[ &= |
S
[mEn
Ao |
[ Mm@z |
e
&

[

9
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We recommend using

the filter fields on the
Find Queries that meet
these criteria frame
sparingly. Adding too many
filters can narrow your
search too much, resulting in
no matches.

5 Queries created from
reports do not appear in
the grid. However, they can
be used as a source for a new
query. For more
information, see “Use
Output Queries as a Source
for a New Query” on

page 106.

You can click the

Expand Results button
to make the query list area
larger.

In the Find Queries that meet these criteria frame, decide what criteria
you want to use to search for the query and enter the information in the
appropriate fields. You can search by Query type, Query format, Query
name, Description, Created On, or Created by. Use the Created On
field to enter the date the query was created. The Created by field helps
you locate a query by its author.

If you are searching for merged queries, you can narrow your search by
marking the Show merged queries only checkbox. This checkbox
displays only merged queries in the results grid.

If you want to display only queries that meet the exact criteria you define,
mark the Exact match only checkbox. If you mark this checkbox, an
asterisk is taken literally and not as a wildcard. This means that the query
must contain an asterisk in its name to appear in the results grid. For more
information about wildcard characters, see “Understand Wildcard
Characters” on page 27.

Once you enter all your search criteria, click Find Now. The program

searches the database and locates all queries matching the criteria you

entered. These queries appear in the grid.

i+, Open Query
Find: I Queries j

Query Mame Query Description Format

vy Open

Cancel

Inactive Records This query is being us... Constituent Cryniamic Superyiso

21 G|
| I
L e |
_ Opore |
1 3
El!?éueries that meet these criteria: _I 4 Find Now |
Query type: W Created Or: m Mew Search |
Query farmat: Im Created by: lm Previous Search |
Gluery name: Iﬁ Q
Description: lﬁ
™ Show merged queriss only I Exact match only Expand Results |

Invalid AddressyBlank... This query is being us,., Constituent Dwvnamic SuUperviso

& Edt

Options

|3 records found.
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7. Once you locate your query, highlight it and click Open. The selected

query record appears.

& Development Committee [Const Attribute] - The Raiger's Edge

File Edit “iew Fomal Fecords Favorites Tools Help

H R S(al?-

Z:Dutputl Q:Sortl =_1:F|esu|ts|

The filkers entered here will determine the records that are output,

¥ Include inactive constituents v Include deceased constituents [ Include constituents with no valid address

—&wailable Fields — Filter:
Showy; |<AII> j ----- Congtituent S pecific Attibutes Committees Description equals Deve

|- Query Fields -
+]- Favorites
Constituent |nformation

[+ Spouge

-- Aliazes

-- Credit Cards
[+

+]- Constituency

il Solicit Codes

Constituent S olicitar [nformat
[#1- Primary Alurini [nformation =

4 4 4 I I LI
i Find...l Select | <-F|em0ve| Ehange...l _[I _]I ﬂl il LILI

< Bachk | Next = | Cancel | EunNowl

I | I /

8. Make the appropriate changes and click Save to save the query record.

9. Close the query record by selecting File, Close from the menu bar.

Toolbar Buttons

The toolbar contains buttons representing common commands used in Query. By
clicking these buttons, you can easily perform a function, such as saving, without
using the menu bar. Some of the buttons listed below only appear on the Results
tab of an opened query.

Save the current query

Run the current query

Export query results

Send query results as mail

View query properties

%T

You can set up a user

option that enables you
to view tooltips that explain
the function of each toolbar
command. Tooltips appear
when you move your cursor
across each item in the
toolbar. For more
information about setting up
this user option, see the
General Options section of
the User Options chapter of
the Program Basics Guide.
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Print query results or query control report

3]

Find query fields

H

Go to the first query record

[+]

@

o to the previous query record

[+]

Go to the next query record

=]

Go to the last query record

[2-]

Access help contents

For more information about menu bars, see the Program Basics chapter of the
Program Basics Guide.

Query User Options

User options are preferences you set that affect how The Raiser’s Edge looks and
runs on the workstation you are using. User options are login-specific, which
means that if you log into any workstation using your password, your preferences
are active on that workstation. When you log off that workstation, your
preferences are not active for any other user. You can establish user options by
selecting Tools, User Options from the menu bar on the shell of

The Raiser’s Edge. The Options screen appears so you can establish certain user
options that apply to gift records. For more information about user options, see the
User Options chapter of the Program Basics Guide.

Your ability to access User Options is based on your access rights as defined in
Security. For more information about user access rights, refer to the Security
chapter of the Configuration & Security Guide.

You can establish general, advanced, and code table default query settings. Use
these options to set preferences for creating and running queries.

> Set General query options

All guery options are located on the Query tab of the Options screen. Your
selection in the list on the left determines which options display on the right.

1. From the shell menu bar, select Tools, User Options. The Options screen
appears.
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2. Select the Query tab. The tab opens with General selected in the list on

the left. The General query options appear on the right.

Options
Admirigtration I Colar I Printing I File Locations I Memberzhip Scanning
General I Home I Becards | Export I Reports I Mail I Batch

-~
A . . . .
& You can uze theze options to zet perzonal preferences for creating or running quenies,
General ]
vned [~ Automatically save queny parameters on close
Code tables
Default query ype: | Corstituent |
Default query farmat: ID_I,Jnamic: j

'ou can chooge which name format bo uge when displaying
constituents in the queny results grid.

Canstituent name format; ILaSt' First Middle j

rou can chooze ko display the number of records found on all
queriez and to automatically run a query when it iz opened.

v Dizplay number of records found on all queries
[ Automatically run queries when opened

[ Display row numbers

] I Cancel I Aol |

Rezet to Systemn Defaults |

You can mark a checkbox to Automatically save query parameters on
close. If you have not saved a query before, when you close it (whether or
not it has been run), the Save Query As screen appears so you can name
and save the query. If you already saved the query, when you close it after
making changes, any new parameters are automatically saved without the
Save Query As screen appearing. We recommend you mark this checkbox
and always name and save your queries for future use.

Define a Default query type for new queries. If you create one type of
query more often than others, entering it as your default can speed data
entry. For example, if you run constituent queries more often than any

other type, entering it as your default saves time when you create queries.

Enter a Default query format. Select either “Dynamic” or “Static”. If
you want most of your queries to include new records each time you run
them, select “Dynamic”. If you want most of your queries to include only
the records selected at the time you create the query, select “Static”. For
more information on dynamic and static queries see “Query Formats” on
page 22.

Select a Constituent name format to determine how constituents display
in the query results grid. For Output and Criteria tabs, the Name field
appears as you define it to display in Query User Options.

Parameters refer to any

field, option, or filter
that narrows information
used in a query. By naming
and saving the query, you
can reuse it or open and
modify it and save it under a
new name instead of starting
anew.

We recommend you

select Constituent as
your Default query type
and Dynamic as your
Default query format.
These are the most
commonly used options.
Constituent queries give you
access to all fields in your
database. Dynamic queries
automatically update every
time they are used.
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7. Inthe You can choose to display the number of records found on all
gueries and to automatically run a query when it is opened frame,
mark the Display number of records found on all queries checkbox if
you want the number of records to automatically display on the Results
tab. You may want to include this number as a quick reference when you
run your queries.

8. If you want to save time by going directly to the Results tab when you
open a query, you can mark the Automatically run queries when
opened checkbox.

9. To display row numbers on the Results tab, mark the Display row
numbers checkbox.

10. Click Apply to save your selections and keep User Options open, or click
OK to save your settings and exit User Options.
> Set Advanced query options
Advanced options include establishing criteria and sort field defaults.

1. From the shell menu bar, select Tools, User Options. The Options screen
appears.

Select the Query tab.

From the list on the left, select Advanced. The Advanced query options
appear on the right.

Options
Adrminiztration I Caolar I Printifig | File Locations I Memberzhip Scanning
General I Home I Becords Querny | Export I Reports I Mail I Batch
Q"‘.
@ Yiou can use these options to set perzonal preferences for creating ar running quenies.,
General when displaying ves/Mo fields, show: IYesx’No j
Code tables

i'ou can chooge whether or not the system should automatic ally
apply filter criteria to summary fields.

= Autoratically apply all querny criteria
= Do not automatically apply all query criteria

f+ Ask me each time | zelect a summary field

'ou can chooge ko automatically add criteria ar zort fields az output,
W Automatically add criteria fislds as output fields

¥ Automatically add sort fislds a3 output fields

Feset to System Defaultsl u] I Cancel | Spply |

4. Use the When displaying Yes/No fields, show field to determine how
values for fields that require an “either, or” entry display. The default is
Yes/No, but you may want to use another variation such as True/False or
Y/N.
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5. Inthe You can choose whether or not the system should automatically
apply filter criteria to summary fields frame, you can mark an option to
Automatically apply all query criteria, Do not automatically apply all
query criteria, or Ask me each time | select a summary field.

If you mark Automatically apply all query criteria, any field you select
as criteria is automatically applied to any applicable summary field you
choose. For example, you may filter constituents by gifts given to your
Annual Fund. If you elect to automatically apply filters to summary
fields, the total amount for a constituent includes only gifts given to this
fund. If you do not automatically apply filters to summary fields, the total
amount reflects all gifts given by a constituent. Automatically applying
your criteria to all summary fields can save a great amount of time, as
opposed to specifying whether you want the criteria to apply each time
you select a summary field.

If you mark Do not automatically apply all query criteria, when you
select a summary field, you must specify if you want the filter fields you
already selected to apply to the summary field.

If you mark Ask me each time I select a summary field, each time you
select a summary field, and at least one applicable criteria field is already
selected, a message appears asking if you want to apply applicable criteria
to the summary field. Click Yes to apply the criteria.

6. Inthe You can choose to automatically add criteria or sort fields as
output frame, you can mark a checkbox to Automatically add criteria
fields as output fields, so whenever you run a query, any fields you select
as criteria also appear as output for the query. You can do the same with
the fields you select to sort the query when you mark the Automatically
add sort fields as output fields checkbox.

7. Click Apply to save your selections and keep User Options open, or click
OK to save your settings and exit User Options.

> Set Code tables query options

You can select how code tables, such as State and Constituent code, display
and sort in queries.

1. From the shell menu bar, select Tools, User Options. The Options screen
appears.

2. Select the Query tab.

Summary fields

display sum values for
fields. For example, Total
Amount of Gifts and Total
Number of Job
Assignments are summary
fields.

@ If you usually make
s your criteria or sort
fields output for your
queries, you can save time
by marking a checkbox to
automatically include them
as output every time you run
a query.

A field with a down

arrow to the right is a
code table. You can display
entries for some tables in
either a short or long
description. Once you
become familiar with your
entries, you may want to
display the short entries to
save time.
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@ If you want to undo
any changes you made
and reestablish all program
settings, click Reset System
to Defaults. To exit User
Options without saving your
most recent changes, click
Cancel.

3. From the list on the left, select Code tables. The Code tables query
options appear on the right.

Options
Admirigtration I Colar I Printing I File Locations I Memberzhip Scanning
General I Home I Becords Quen | Export I Reports I Mail I Batch
b=

A - - . -
%;“ Yiou can uge these options to et perzonal preferences for creating ar running queries.,

General
Advanced

“r'ou can chooge bo dizplay code tables by their zhort or long
dezcription in queries.

£~ Short description
&+ |Long description

Y'ou can chooge the default zort order when code tables are
zelected as zort fields.

f+ Sort alphabetically
£~ Sort by table order

ok I Cahcel I

4. Inthe You can choose to display code tables by their short or long
description in queries frame, you can mark an option to display the
Short description or Long description. For example, if you want to
view the constituent code Volunteer as “VVOL” in Query, select Short
description. If you want to view the word “Volunteer”, select Long
description.

5. Inthe You can choose the default sort order when code tables are
selected as sort fields frame, you can mark an option to Sort
alphabetically or Sort by table order.

Rezet to Systemn Defaults | Sl |

6. Click Apply to save and apply your changes and keep the Options screen
open. Click OK to save your changes and exit the Options screen. For
more information about User Options, see the User Options chapter of the
Program Basics Guide.

Query Record Components

A query is a file containing all records that meet the criteria you specify. A query
also stores criteria fields selected, criteria operators used, and the sorting order of
output fields. You can customize your query record. This is helpful if you want to
create templates for the queries you run most frequently. For example, you can
establish default query types and formats based on what you use most often, or
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you can create a list of your favorite query fields. Creating a list of your favorite
or most often used query fields is very helpful in reducing the time it takes to
search each information category to find the fields you want to use. You can also
establish preferences to automatically add criteria and sort fields to the query’s
output. All these options simplify the querying process and help you save time.

A query record screen is composed of four tabs:
the Criteria tab, the Output tab, the Sort tab, and the Results tab.

Criteria Tab

On the Criteria tab, you can select the criteria fields and enter criteria operators to
determine which records to include in the query. For example, if you are creating
an individual guery to find the names of everyone with a home telephone number
for a phonathon, you can use the criteria field Phone Type “equals” Home to
group all individual records with a value in this field.

@, New Constituent Query - The Raiser's Edge

File Edit “iew Fommat FBecords Favorikes Toole Help

a2 7

| g:Dutputl Q:Sorll ﬂ:HesuItsl

The filters entered here will determine the records that are output,

V¥ Include inactive constituents |V Include deceased constituents [ Include constituents with no valid address
—&vvailable Fields — Filters
Shaw: | <Al =l

- Queny Fields -
|- Fawarites
- Congstituent Information

- Spouze

-Aliazes

- Credit Cards

Constituency

- Solicit Codes

- Constituent Solicitor Informat

- Primary Alurnni Information—lj
| B

@ Find | oo |

- |

i 3 e i
Bun Mow |

| 7

GHEEMEVE I [Ehange.. |

< Btk | Hest » | Cancel |

On the Criteria tab, the

Name field appears as
you define it to display in
the Constituent name
format field in Query User
Options.
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@ On the Output tab, the
Name field appears as
you define it to display in
the Constituent name
format field in Query User
Options.

Output Tab

On the Output tab, you can select the output fields corresponding to the
information you want to see in the query results. These fields appear as column
headings in your query Results tab. Output fields are optional, but they facilitate
the viewing and interpretation of your query results. For example, if you are
creating an individual query to find the names of everyone with a home telephone
number for a phonathon, you probably want to have Name and Phone Number as
output fields. Remember, the more output fields you select, the longer the query
may take to run.

@, New Constituent Query - The Raiser's Edge
File Edit “iew Fommat FBecords Favorikes Toole Help

Wt A
1:Criteria | Q:Sorll ﬂ:HesuItsl

Select the fields to display in the Besultz grid. “when exporting, theze are the fields to export.

—&vailable Fislds—————————————— ~ Output
Show: | <All> =]
Query Figlds -
+]- Favorites
- Congstituent Information

- Spouze

-Aliazes

- Credit Cards

- Constituency

- Solicit Codes

- Constituent Solicitor Informat

- Primary Alurnni Information—lj
| B

@ Find | oo |

- |

<-F|emu:|ve| [Ehange.. ll LI

< Back | Hest » | Cancel |
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Sort Tab

On the Sort tab, you can select the fields you want to sort by and the sorting order.
You can sort in ascending or descending order. Sort fields are optional. For
example, if you are creating an individual query to list the name and home
telephone number of individual constituents for a phonathon, you can select an
ascending sorting order using the last name of the individual.

42 New Constituent Query - The Raiser's Edge

File Edit “iew Fomat Hecords Favortes Tools Help

B e =6 ?-

1:Cliteria| 2 0utput I é_i:FHesuItsI

The recards returned by the querny will be sarted by the fields selected here.

— Awvailable Fields —Sort By
Show: | <Al =]
-+ Query Fields -
-- Favarites
-- Constituent [nformation
-- Spouse
B Aliases

-- Credit Cards

[ Constituency

E- Solicit Codes

-- Constituent Solicitor Infarmat
B Primary Alumni Infomation |
4 »

dh Find...I Select-)l <-Hemnve| [Ehamge.. ﬁIEILILI
< Back | Hest > | Cancel | Bunanl

| | | /4

If you choose the Name field on the Sort tab in Query, the query sorts by Last
Name, First Name, and Middle Name for individuals and by Organization
Name for organizations.

In addition, you can use the Sort Key field to alphabetize your records. The Sort
Key field is used most often for exporting purposes. This way, you can easily
maintain the original sorting order in another software application, such as Crystal
Reports. For Individuals, Sort Key combines Last Name, First Name, Middle
Name, and Import ID. For example, John D. Campbell, with an import ID of
12345, sorts by “Campbell,John, D.,12345”. For Organizations, Sort Key
combines the Organization Name and Import ID. For example, AAA Concrete,
with an import 1D of 45678, sorts by “AAA Concrete,45678".

@ If you enter a backslash
(\) in the constituent
name on the constituent
record, Query sorts as if that
name started with the letter
after the backslash. For
example, if you enter
The\Computer Warehouse
in the Org Name field on
the Bio 1 tab of an
organization’s record, The
Computer Warehouse is
sorted using the C from
“Computer”, rather than T
from “The”.

It is important to use

Sort Key if your query
contains two constituents
with the same name. This
way, you can easily
recognize the constituents as
two individuals rather than
one because Import ID is
used in the sorting. Note:
Import ID does not appear
in query results. However, it
does appear in Export.
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Results Tab

The Results tab displays the filtered data organized in columns resulting from
your Criteria, Output, and Sort field selections. This is a listing of the actual data
found in your database. To determine how names display in the query results grid,
select a name format in the Constituent name format field in Query User
Options.

&, New Constituent Query - The Raiser's Edge

File Edit “iew Fomat Records Favorkes Tools Help

=TE BRI YR
1:Eliteria| g:Dutputl 350t §
Mame Congtituent 10| Current Standinig =
Adg Concrete
ABC Learning Center 164
ABC Learning Center-Downtor 165
Adamzon, Mark Daniel 3 Active |
All Track International 139
Andrews, Allizon Eve 4 Active
Andreves, Dugtin Smith 180
Azhton, Elizabeth finn 2 Active
Auturnn [ndustries, Ihe. 143
Avdeenko, Lucy Gaylor 48 Active
Bach, Julie Marie 3 Active
Baker, Demick Julian
Baker, Francis Evelyn 149
Baldwin Entertainment Corpor. 118
Barclay Furniture 132
The Bean Grinder 102
Beckrer, Geoffrey Todd 5] -
< Back | k= | Cancel Bun Mo |

| 238 records | A

Query Types

Understanding the different query types is essential to using Query properly.
Selecting a specific query type instructs the program to select that particular
record type for inclusion in the query. Query types determine the field categories
available to include in a query.

Hew Query

ak. I Cancel |
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Selecting query types can be considered the first step in narrowing the information
available for your query.

You can create queries based on the major record types found in the program
(constituent, gift, fund, etc.). Records are characterized by a series of tabs that
organize specific information. You can also create queries using the major
information categories found in The Raiser’s Edge (for example, action,
relationship, constituent, gift, and fund). Information categories are usually tabs
within a constituent record.

You can select from the following query types.

Action. Action queries are based on action records on the Action tab of a
constituent record. For example, if you schedule a meeting with 20 of your
organization’s volunteers and want to print a quick list with their names, you
can use an action query to group the records on which you entered this
meeting as an action.

Appeal. Appeal queries are based on the appeal record. For example, the
Development Director for your organization wants to locate all appeals with
outstanding expenses. You can use the appeal query to group this appeal
information and export the results for further analysis.

Campaign. Campaign queries are based on the campaign record. For example,
one of your board members wants his company to match the amount donated
to your organization’s Literacy Campaign and requests information about
certain solicitors for your campaigns. You can use a campaign query to group
this information for the board member.

Constituent. Constituent queries are based on the constituent record.
Constituents are individuals or organizations in your database who have
donated time, funds, or resources to your organization. Constituent queries
give you access to all fields you find in other query types. The Constituent
query gives you a complete picture of the entire constituent record, including
information about gifts, relationships, memberships, and actions. For
example, you want to change the area codes for all donors (both individual
and organization constituents) who reside or are based in the Miami area. You
can use a constituent query to group these records.

Event. Event queries are based on the event record and are available only if you
use the optional module Event Management. For example, you are finalizing
your Annual Conference preparations and want to see if any of your
concurrent conference events have the same participants registered for them.

You can use an event query to group all participants with scheduling conflicts.

Fund. Fund queries are based on the fund record. For example, you are
preparing the book of acknowledgments for the Youth Literacy Campaign and
want to make sure you mention the total amount of donations to all the
campaign funds. You can use a fund query to group and list these records.

Gift. Gift queries are based on the gift record. For example, you are preparing for
your organization’s board meeting and need a list of all gifts donated to the
Annual Fund this year. You can use the gift query to group and list these
records.

@ In User Options, you
can establish your

default query type on the
Query tab of the Options
screen. We recommend you
select Constituent as your
default. Constituent queries
give you access to all the
fields in your database. For
more information, see
“Query User Options” on
page 12.

@ The constituent query is
the query you will
probably use most often.
This query type gives you
access to all information
contained in a constituent’s
record.



22 CHAPTER 1

You can use query type
as filters when
searching for a query.

5 You can use query
format as a filter when

searching for a query.

Individual. Individual queries are based on the individual constituent record.
For example, your organization is planning the Annual Banquet and the
Development Director wants to invite all individuals who have not bought a
ticket for the Annual Banquet in two years. You can use the individual query
type to group these individuals and export their mailing information to create
an invitation letter.

Jobs. Job queries are based on the job record and are available only if you use
the optional module Volunteer Management. For example, you are planning a
training session for your volunteers and need to know how many of them have
CPR certification listed as a job qualification. You can use the job query type
to group these volunteer records.

Member. Member queries are based on the membership record. This query type
is available only if you use the optional module Membership Management.
For example, you are updating the membership status of your constituents and
need to know which constituents have memberships expiring this month. You
can use the membership query type to group those records.

Organization. Organization queries are based on the organization constituent
record. For example, you are planning a new matching gift campaign and
want to see how many of your constituents are matching gift organizations.
You can use an organization query to group and list these records. You can
then use this list to send out announcements about your new program.

Participant. Participant queries are based on the participant information found
on the Participant tab of the event record. This query type is available only if
you use the optional module Event Management. For example, the Finance
Director for your organization wants to know how many of the Annual
Conference participants will receive the early registration discount. Early bird
registrants need to register by the close of the business day on May 30th. You
can use a participant query to group all individuals who paid their registration
by the early bird registration deadline.

Relationship. Relationship queries are based on the relationship information on
the Relationship tab of the constituent record. For example, Mother’s Day is
approaching and your organization has decided to send roses to all mothers
listed as constituent relationships in your database. You can use the
relationship query to group and list all mothers found in your database.

Query Formats

The query format determines what records are included when you run your query.
Query formats can be used to filter queries listed on the Query page. The two
query formats are static and dynamic.

Static Query

A static query is like taking a “snapshot” of your database at the time you are
creating the query. Only the records selected when the query is originally created
are included when the query is used in the program.
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For example, you want to gather information about the first 50 constituents to
donate over $5,000 to a new fund in June. You can create a static query with the
constituents’ names, gift amounts, gift dates, and addresses as the output, so that
you can send them special mailings and benefits. By using a static query, no other
constituents will automatically be included when you use the query again. The list
of the 50 constituents is frozen when you create it and remains the same, unless
you choose to “refresh” the query. For more information about refreshing a static
query, see “Refresh a Static Query” on page 62.

Dynamic Query

A dynamic query is automatically refreshed each time it is used. When you use a
dynamic query, the program searches the database for any new records meeting
the criteria you specify and adds them to the results.

For example, you can use a dynamic query to determine how many new
constituents donated to the Literacy Fund at the end of each month. When you use
the query to compile a list of constituents at the end of April, the program searches
the database and compiles a list of all constituents who donated. Then, when you
use the query to print the list at the end of July, the program again searches the
database and compiles a list of constituents who donated to the fund. If new
constituents donated in May, June, or July, they appear on the July report because
the query added all new records meeting the criteria you defined.

Understand Query Criteria
Operators

When you define a query, you establish a set of conditions each record must meet
to be selected. You establish these requirements using the criteria fields. You can
use criteria fields to make a global selection of records. For example, if you want
to create a query of all constituents who donated $10 or more in cash gifts to your
organization, you can use the criteria fields Gift Type and Gift Amount to
“group” the constituent information. You use criteria operators in the criteria field
to define more precisely the exact conditions a record must meet to be selected. In
other words, criteria operators are additional filters you assign to the criteria fields
you select. Using the example above, if you want to see only constituents who
made a $10 or more cash donation to your organization, use a criteria operator to
specify that the Gift Type “equals” Cash and the Gift Amount is “greater than or
equal to” $10 for the record to be selected.

You can select from many different criteria operators to narrow your queries, but
not all of them are appropriate for every field.

Equals. When you choose this operator, the records selected in your query must
have the exact entry you define. For example, if you choose Constituency
Code “equals” Board Member, only records with the exact entry of Board
Member in the Constituency Code field are selected.

Does Not Equal. When you choose “does not equal” as your operator, the
records selected for your query must not match the entry you define. For
example, if you choose Constituency Code “does not equal” Board Member,
the program selects every record that does not have Board Member entered as
the constituent code.

@ If most of your queries
are dynamic, we
recommend you select
“Dynamic” as your default.
You can establish your
default query format on the
Query tab of the Options
screen of User Options. For
more information about
User Options, see “Query
User Options” on page 12.
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The asterisk (*) can

be used as a wildcard
character with certain query
operators. For more
information about wildcard
characters, see “Understand
Wildcard Characters” on
page 27.

5 The “blank” operator is
helpful if you want to
maintain consistency in data
entry or if you want to see
which records have empty
fields.

Greater Than. If you select “greater than” as your operator, the records selected
must have a value greater than the one you define. For example, if you select
Gift Amount “greater than” $100, only records with gift amounts of more
than $100 are selected.

Greater Than or Equal To. Selecting “greater than or equal to” as your
operator limits the records selected to those with a value greater than or equal
to the one you define. For example, if you select Gift Amount “greater than
or equal to” $100, only records with a gift amount of $100 or more are
selected. This operator includes the value you selected, in this case $100.

Less Than. When you select “less than” as your operator, you limit the records
selected to those with an entry less than the value you define. For example, if
you select Gift Amount “less than” $100, only records with a gift amount of
$99.99 or less are selected. Records with a gift amount of $100 are not
included.

Less Than or Equal To. When “less than or equal to” is selected as an
operator, the records selected must have an entry less than or equal to the
value you define. For example, if you select Gift Amount “less than or equal
to” $100, only records with a gift amount of $100 or less are selected. This
operator includes records with the value you selected, in this case $100.

One Of. Choosing “one of” as the operator means that records selected must
have at least one of the entries you define. The “one of” operator acts as an
“or” between the entries you select. For example, if you select Campaign
Category “one of” Annual, Capital, and Event, records selected must contain
on of the campaigns chosen.

Not One Of. Choosing “not one of” as the operator means that records selected
must not contain any of the entries you define. For example, if you select
Campaign Category “not one of” Annual, Capital, and Event records
selected must not contain any of the campaigns you defined.

Between. When you choose “between” as the operator, the records selected
must fall within the range you define. This criteria operator is inclusive. For
example, if you select Gift Amount “between” $100 and $300, records with
gift amounts between $100 and $300 are included. Amounts equal to $100
and $300 are also included.

Not Between. If this operator is selected, the records included in your query
must not fall within the range you specify. This operator is exclusive. For
example, if you select Gift Payment Amount is “not between” $100 and
$300, only records with gift payments of less than $100 and more than $300
are included. Gift payments between $100 and $300 are not included.

Blank. If you select “blank” as the operator, the records selected for your query
must have a blank in the field you specify. For example, if you choose
Constituent ID is “blank”, the program selects records with an empty
Constituent ID field.

Is Not Blank. When “is not blank” is selected as the operator, the selected
records must have an entry in the field you specify. For example, if you select
Constituent ID “is not blank”, the program selects all records with an entry in
the Constituent ID field.
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Contains. Choosing “contains” as the operator selects records containing the
defined value anywhere in the field. For example, if you select Last Name
“contains” G, any records with the letter “G” anywhere in the Last name field
are selected. You can use wildcard characters with this operator.

Does Not Contain. Choosing “does not contain” as the operator selects records
that do not have the defined entry anywhere in the field you specify. For
example, if you select Last Name “does not contain” G, only records without
a “G” anywhere in the Last name field are selected. You can use wildcard
characters with this operator.

Begins With. Selecting “begins with” as the operator means that records
selected must have an entry beginning with the value you define. For
example, if you choose Last Name “begins with” Bell, only constituents
whose last name begin with “Bell” are selected (for example, Bell, Bellmont,
or Bellingham). You can use wildcard characters with this operator.

Does Not Begin With. When you choose “does not begin with” as the
operator, the records selected must not have an entry beginning with the value
you define. For example, if you choose Last Name “does not begin with”
Bell, only constituents whose last name does not have “Bell” at the beginning
are selected. You can use wildcard characters with this operator.

Like. The “like” operator allows you to use wildcard characters to replace a
character or a set of characters in a field. This operator and the wildcard
characters are particularly useful when you are not sure of the spelling of a
name or if you suspect something might be misspelled. For example, if you
select Last Name “like” B?rd, the program selects all records with a similar
spelling for example, Berd, Bird, or Byrd).

Not Like. The “not like” operator selects the records that are not spelled like the
entry you define. You can use wildcard characters with this operator. For more
information about wildcard characters, see “Understand Wildcard Characters”
on page 27.

Sounds Like. The “sounds like” operator can be used when you want to select
records based on a field for which you do not have the exact spelling. For
example, you want to add a note about a conversation you had over the phone
with a constituent who says their name is Smith. However, their name is
actually spelled Smyth, which sounds like Smith. When you query, if you
search for “sounds like” Smith, the program will find their record. You can
also use wildcard characters with this operator.

Ask. The *“ask” operator means Ask at Runtime. This operator lets you postpone
the selection of specific values for your criteria fields (filters) until the time
you actually run the query. For more information about the Ask at Runtime
wizard, see “Understand the Ask Operator” on page 26.

Wildcard characters

allow you to replace a
character or a set of
characters in a field. For
more information about
wildcard characters, refer to
“Understand Wildcard
Characters” on page 27.

The “sounds like”
operator is available
only for text fields.
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The Ask at Runtime
operator is not available
for summary fields.

The “is <any value>”

criteria operator acts as
a combination of the “not
blank” and “blank” criteria
operators. It functions as the
“not blank” operator when it
selects records with any
value in the field you
specify. It functions as the
“blank” operator when it
selects records with no value
in the field you specify.

Understand the Ask Operator

The Ask at Runtime operator lets you postpone the selection of specific values for
your criteria fields (filters) until the time you actually run the query. For example,
you may have a query you run on different dates that otherwise has identical
criteria and output. As you create the query, you can select the appropriate date
criteria fields and select the “<ask>" operator for that criteria field. When you run
the query, an Ask at Runtime wizard appears, asking you to define the values for
any fields with the “<ask>" criteria operator selected.

Edit Field Critena

| Age

Operar: [CEESS -

ak I Cancel

Once you select all your criteria fields and attempt to run the query, the wizard
displays all criteria fields you selected with the “<ask>" operator. You can select
any of the standard criteria operators defined earlier. The Ask at Runtime
processing includes Field Criteria screens for every field you selected with the
“<ask>" operator.

In addition to the criteria operators defined earlier, you can also select the

“is <any value>" criteria operator, which is the default for the Ask at Runtime
function. This criteria operator selects all possible entries for the filter field you
selected. By using “is <any value>" you are telling the program you want all
possible values for a field, including blanks. For example, if you select Gift Type
with the criteria operator “is <any value>", the program selects all records with a
value in that field.
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In other words, you are selecting such gifts as Cash, Pledges, Gifts-in-Kind, and
Stocks. You also select all records for which no value exists in the gift type field.

Aczk at Runtime Wizard Step 3 of 3

Query Name: Yolunteers

Description:

Yiou have entered all of the required information for processing this query. [F pou
want to review or change any criteria, click Back. |F you are satisfied with the
criteria, click Finizh to begin proceszing the queny.

Review Criteria

Show:  All criteria & "Azk at Buntime" criteria only

AMND Job Azsignment is <any value>
AMD Pogiion iz <any valuer

Kl

Review Eriterial < Back | 0t = |

After the Ask at Runtime processing has concluded and before you view the
query results, you can view all the other criteria set for this query by clicking the
Review Criteria button. You can select to view all filtering criteria selected for
the query or just the filtering criteria with the Ask at Runtime operator selected.

Understand Wildcard
Characters

Some criteria operators allow you to use special characters or a series of
characters to define conditions a record must meet in order to be selected. These
special characters are called “wildcards”. Wildcards are extremely helpful when
you are not sure about the spelling of a name or when you suspect something may
be misspelled. Below is a list of wildcard characters and examples of how they are
used.

Question Mark (?). You can use the question mark symbol to replace a
character. By typing a question mark within a word, you are asking the
program to search for every possible spelling of the word with the question
mark in that specific spot. More than one question mark is allowed within a
word. For example, if you want to locate any constituent with a last name
such as Smith or Smyth you can use the criteria Last Name “like” Sm?th. The
program selects all constituents whose last name fits the pattern you
described.

Use wildcard characters

with the following
operators: “begins with”,
“does not begin with”,
“contains”, “does not
contain”, “like”, “not like”,
and “sounds like”.
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@ You should only use
brackets ([ ]) when
searching for a single
character. If you need a
wildcard to replace a series
of characters, use the
asterisk (*).

Asterisk (*). You can use the asterisk to replace a series of characters. For
example, to locate all constituents with a last name ending with the letters
“son”, you can enter the criteria Last Name “like” *son. The program selects
all constituents whose last name ends in son (for example, Simpson,
Henderson, or Michaelson).

Brackets ([ ]). You can use brackets to query for a range of characters or to
locate several characters. For example, use the criteria Last Name “begins
with” [A-C] to locate all constituent records with a last name beginning with
A through C. When you use the brackets with a comma between characters,
you are searching for records with the specific values listed. For example, if
you select the criteria Last Name “begins with” [A,C,F], the program selects
all constituent records with last names beginning with A, C, and F and skips
those with last names beginning with B, D, and E.

Understand Combining
Operators

Combining operators allow you to narrow your query even further by combining
two separate sets of filtering criteria to make one. Combining operators are
characters that provide a link between selected criteria and define the records
included in the query.

And. You can use the And button between criteria fields to indicate that records
must meet both criteria to be selected. For example, if you use the field
criteria Last Name “equals” to Smith And Constituency Code “equals” to
Board Member, the program locates all constituents whose last name is Smith
AND who are board members. The records selected have to meet both criteria
to be included in the query. The default combining operator used in a query
record is And.

Or. You can use the Or button between fields to indicate records can meet either
criteria to be selected. For example, if you use the field criteria Last Name
“equals” to Smith Or Constituency Code “equals” to Board Member, the
program locates all constituents whose last name is Smith OR constituents
with a constituency code of board member.

Parentheses (). You can use the parentheses buttons to make two pieces of a
criteria a whole. If you select the following criteria: State “equals” South
Carolina And (Constituency Code “equals” Board Member Or Gift
Amount “greater than or equal to” $1,000) the records selected must first
have South Carolina as a value in the State field, and must have either a
constituent code of Board Member or a gift amount of $1000 or more. In this
case, records must meet the first criteria and at least one of the criteria within
the parentheses.
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Work with Basic Query
Functions

Once you are familiar with the terms and concepts associated with Query, you are
ready to begin creating queries. You can create, open, edit, delete, save, run, and
send a query through electronic mail. You can also organize queries into
categories, change a query’s properties, and print a control report. The procedures
detailed in this section provide the basic information needed to perform the more
advanced querying tasks presented later in this chapter. In general, you can
complete each task in many ways. The procedures section shows one way you can
accomplish each described task.

Create a Query

The query process lets you group records based on criteria you define. Once you
create a query, you can edit, delete, and print the results. You can also perform
more advanced query functions like formatting the query results, merging two
gueries, or using an output query. The following procedures take you step-by-step
through two of the ways in which you can create a query. The query types may
differ, but the process for creating a query is basically the same for all query types.
For more information about query types, refer to “Query Types” on page 20.

» Create a constituent query

A constituent query is based on the records found in the constituent record.
Constituents are individuals or organizations in your database who have
donated time, funds, or resources to your institution. Constituent queries give
you access to all fields you find in other query types. Constituent records
include information about gifts, relationships, actions, and addresses.

E} The development director of your organization asks you to create a list of
all constituents who donated $10 or more to your organization’s Annual or
Capital Campaigns, between January and June of 2003. The list should be
sorted in ascending alphabetical order and should list the names of the
constituent and how much each donated. You may want to update this list
next month.

1. From the Query page, on the action bar, click New Query. The New
Query screen appears. For more information about accessing a Query
page, see “Navigate in Query” on page 5.

New Query E

Huery type: ([

Glueny farmat; IDynamic 'I

ak I Cancel |

@You can determine your
default query type and
query format in User
Options. We recommend
you select “Constituent” and
“Dynamic” as your defaults.
These are the most
commonly used options. For
more information about
Query User Options, see
“Query User Options” on
page 12.
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If you do not have

rights to certain records
in The Raiser’s Edge, you
do not see that query type in
the Query type field. For
example, if you do not have
rights to gift records, you do
not see the query type of
Gift. For more information
about Security, see the
Configuration & Security
Guide.

You can add the

criteria fields you use
most often to your list of
favorite fields. For more
information about creating a
list of favorite query fields,
refer to “Customize Query
and Use Favorites” on
page 65.

sure this list is refreshed each time you run it.

42, New Constituent Query - The Raiser's Edge

File Edit “iew Format Hecords Favortes Tool: Help

EN=IEINETE Y

Click OK. The New Constituent Query record screen appears.

2. Inthe Query type field, select “Constituent” because you want to access
information from both organization and individual records.
3. Inthe Query format field, select “Dynamic” because you want to make

Z:Dutputl Q:Sortl Q:Hesultsl
The filters entered hare will determineg the recards that are output.
W Include inactive constituents W Include deceased constituents

W Include congtituznts with no valid address

— &wvailable Fields — Filters

Show: | <All =l

+~ Query Fields

¥ Favarites

Constituent Information
Spouse

Aliages

Credit Cards

Constituency

Solicit Codes

- Congtituent Solicitor Informat
Primary Alumni Information | ¥

-

L5 B E-E-E R EE

<-Hemoye | [Ehange... |

T s

3
& Find...l Selents |

< Blach | MNext » | Cancel |

Bun MNow |

v

5. Mark the Include inactive constituents, Include deceased constituents,
or Include constituents with no valid address checkbox to indicate
whether or not you want these constituents in your queries.

You generally do not want to include inactive constituents, deceased
constituents, or constituents with no valid address in your queries.
However, checking any of these checkboxes gives you the ability to
include them for historic purposes. For this procedure, leave the default

marks in the checkboxes.

6. Inthe Show field, select “<AlI>". You can select a specific group of
fields, or select “<All>" to see a complete list of Available Field

categories.

7. Click the plus sign to the left of the group name to reveal criteria fields
under each group. Click the Gifts group to reveal the Gift Amount and
the Gift Date fields. Click the Gifts, Campaigns group to reveal the

Campaign Category field.
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8. Inthe Available Fields box, highlight Gift Amount and click Select. The
Edit Field Criteria screen appears.

Edit Field Cntena
| Gift Amount

ak I Cahicel |

9. Inthe Operator field, select “greater than or equal to”. For more
information about criteria operators, refer to “Understand Query Criteria
Operators” on page 23.

10. In the Value field, enter the amount $10.00. Because the field is already
formatted for monetary amounts, you do not have to enter in the $, only
the amount.

Edit Field Cntena
| Gift Amount

BT e ater than of equal to

W alue: |$‘I 0.oo

Ok I Cancel

You can use the Find

4 button to easily locate a
field in the Available Fields
list.

You can also select a

4 filter and access the
Edit Field Criteria screen by
highlighting the field and
dragging it into the Filters
frame, or by double-clicking
on the field.
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You can install sample

queries in The Raiser’s
Edge. Some of these queries
save the time it takes to
create them yourself. Others
may serve as a starting point
to get the specific results
you are seeking. To access
the Sample Installer, select
Tools, Install Samples from
the shell menu bar. For more
information about installing
samples for your database,
see the Program Basics
chapter in the Program
Basics Guide.

11. Click OK. The criteria field with the criteria operator appears in the

Filters box.

42, Mew Constituent Query - The Raiser's Edge

File Edit “iew Fomat Fecords Favorites Tool: Help

H %W 2 a2

1.Criteria IZ:DutputI Q:Sortl ﬂ:HesuItsl
The filkers entered here will determine the records that are output,
IV Include inactive constituents v Include deceased constituents

¥ Include constituents with no valid address

—&wailable Fields — Filters

Show: | <All

- Date Lagt Changed ;I
- EFT?

- Expirez On

- First Installment Due |y
- Gift Amount

- Gift Code

- [Gift D ate

- Gift 1D

- Gift |5 Anonymous

- [Gift |3 Linked To & Mem ¥
4 I I 3
i Find...l <-F|em0\re| Change... |

j ----- Gift Amount greater than or egual to $10.00

L 0 ] o[ ] 2

< Bachk | Next = | Cancel |

Bun Now |

| | v

12. In the Available Fields box, highlight Gift Date and click Select. The

Edit Field Criteria screen appears.

Edit Field Criteria

| Gift Date

Operator: TR ~ |

Date: |<Specific datex j

W alue: I EI

ok I Cancel
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13. In the Operator field, select “between”.

Edit Field Critena [ x|
| Gift Date

Operatar: |between j

Walue 1: =

Value 2: [F

ak. I Cancel |

14. In the Value 1 field, enter the date 01/01/2003.
15. In the Value 2 field, enter the date 06/30/2003.

Edit Field Criteria

| Gift Date
Operatar: | between =
Yalue 1: ID‘I A01/2003 ﬁl
Yalue 2 IDE;’ED;"2DD3 ﬁl

Cahicel |

16. Click OK.

33
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17. Inthe Available Fields box, highlight the field Campaign Category and
click Select. The Edit Field Criteria screen appears.

Edit Field Criteria

Campaign Category

Operatar: [

W alue: I.-’-‘mnual j

ak I Cahicel |

18. Inthe Operator field, select “one of”. The Campaign Categories and
the Campaign Categories to boxes appear.

19. In the Campaign Categories box on the left, click the, highlight
“Annual” and “Capital” and click the single right arrow. The selected
campaigns move to the Campaign Categories to box on the right side of

the screen.
Edit Field Criteria E2
| Campaign Category
Operatar: I.;,ne of j
Campaign Cateqgories: Campaign Cateqaries to

Ewvent Capital
B3 |
<
<4 |

[ Each record must mest all specified criteria

ok | Cancel |
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20. Click OK. You return to the Criteria tab of the New Constituent Query

record screen. The criteria fields with the criteria operators appear in the
Filters box.

42, Mew Constituent Query - The Raiser's Edge

File Edit “iew Fomal Fecords Favorites Tools Help

H TR (a2
1.Criteria IZ:DutputI Q:Sortl =_1:F|esu|ts|

The filkers entered here will determine the records that are output,

¥ Include inactive constituents v Include deceased constituents [ Include constituents with no valid address
—&wailable Fields — Filter:

Showy; |<AII> j Gift Amount greater than or equal to $10.00

- - AND Gift Date betwesn 01/01/2003 AND 06/30/2003
- Tribute Gt ;I ‘- AMD Campaign Categomy one of Arnual, Capital
H- Sppeals

£
[+ Asttributes
£
E

- Benefits
- Campaighs
i Annatatian

mpaign Cateqon
Campaign 1D
Campaign |z Inactiv

D escription -
3

4
i Find...l Select-» | <-F|em0ve| Ehange...l _[I _]I ﬂl il LILI
| < Bachk | Next = | Cancel | Bun Mow |

I | I /

21. Select the Output tab. If you marked the Automatically add criteria

fields as output fields checkbox in User Options, the fields you select on
the Criteria tab automatically appear in the Output box of the Output tab.
For more information about Query User Options, see “Query User
Options” on page 12.

42, New Constituent Query - The Raiser's Edge

File Edit “iew Fommat Hecords  Favortes Tool: Help

B 1= Sl ?-
1:Criteria | Q:Sortl Q:Hesultsl

Select the fields to dizplay in the Besultz and. “when exporting, these are the fields to export,

— Available Fields — Dutput

Show: | <Al ELT - it Amount
i Gift Date

Guety Fields j Campaign Categorny

Fawvorites

Constituent Information
Spouze

Aliazex

Credit Cands

Constituency

Solicit Codes

Constituent 5 olicitor [nformat

Primary Alumni Information | =
3

& Find...l Select->| <-F|emove| Change...l LIL'
| < Back | MNext > | Cancel | EunNowl

| v

L5 R E

e You can move from one
S/ tab to another by
clicking the Next and Back
buttons.
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e You can set your User
S/ Options to
automatically include all
criteria and sort fields on the
Output tab. For more
information, see “Query
User Options” on page 12.

We recommend you

limit the number of
output fields you select.
Output fields increase
processing time.

22. Inthe Show field, select “<All>". You can select a specific group of
fields, or select “<All>" to see a complete list of Available Fields
categories.

23. To reveal output fields under a category, click the plus sign to the left of
the information category. In the Available Fields box, highlight the fields
you want as an output field and click Select. Select Name under
Constituent Information. The selected output field appears in the Output
box.

24. Using the up and down arrows, move Name to the top of the Output field
list. You can use the up and down arrows to change the order of the
Output fields, so the results appear in any order you like.

42, New Constituent Query - The Raiser's Edge

File Edit View Fommat Hecords Favorites Tool: Help

SIEIEEEIET IS

1.Criteria 2 Output |§:Sort| ﬂ:HesuIts'

Select the figlds ta display in the Besults arid. wWhen exporting, these are the figlds to expart.

— &vailable Fields — Dlutput
Shave <Al j o Mame
Lo (Gifk Arnount
- Max Match Tatal ﬂ . Gift Date
- Middle Mame )
i Campaigh Cateqgor
- Min Match Annual pag o
- Min Match Per Gift
- Win Match Total [
- Name
- Mickname

- Mo'Walid Addresses?
- Mo, Emplopess

- Mo, Subsidianies _lj
A I | 3
& Find...l Select-» | <-F|ernove| Ehange...l Ll

< Back | MNext » | Cancel | EunNowl

| v
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25. Select the Sort tab.

42, Mew Constituent Query - The Raiser's Edge

File Edit “iew Fomal Fecords Favorites Tools Help
H TR (a2

l:Eliterial 2 0utput |=_1:F|esu|ts|

The records returned by the querny will be zorted by the fields selected here.

— Available Fields —Sort By
Show: [ <l i

[ Query Fields -
+]- Favorites
Constituent |nformation

Spouge

Aliases

Credit Cardz

Constitugncy

Solicit Codes

Constituent S olicitar [nformat
Prirmary Alurni Information =

4 3
i Find...l Select | <-F|em0ve| Ehange...l ﬁl EI LILI
| < Back | Next = | Cancel | Bun Mow |

I | I /

26. Click the plus sign by Constituent Information to expand the group.
Highlight Last Name, and click Select. The selected sort field appears in
the Sort frame with (Asc) as its default alphabetical sorting order.

12 New Constituent Query - The Raiser's Edge

File Edit “iew Fomst Fecods Favontes Tool: Help
=1E EEEEN RS

1:Eriteria| Z0utput  2:Sart |£_1:F|esults|

The records retuned by the querny will be zorted by the fields selected here.

— &wvailable Fields —Sort By
Show | <alls j ----- Last Mame [&sc)
- Income d
- ndustry
- Key Indicator

-~ Lazst Changed By |
Marmne:

- Maiden Mame

- Marital Status

- Match Notes

- Matching Gift Factor

- Max Match Annual A

4 3
@ Find...l Select-» | <-F|em0ve| Ehange...l il EI lILl
| < Back | MNext > | Cahcel | Bun Maw |

| v

If the field you want to
sort by is already used

in the query, you can select
it by expanding the Query
Fields category.
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@After you assign your
criteria, output, and sort

fields you can click Run
Now to view the query
results.

27. Select the Results tab to view the results of your query.

42, New Constituent Query - The Raiser's Edge

File Edit “iew Fomat Records Favortes Tool: Help

=i = S ? -

1:Eliteria] Z:Dutput] IS0t 4:Results l

Mame Gift Amount Gift D ate Campaign Category | Last Mame =

D avis & Johnson Pharmar $‘IDDDD.EID 01/27/2003  Annual

City Insurance Compary $2500.00 02/22/2003  Annual
The Computer wWarehous:  $2,000.00 02/22/2003  Annual
City Irnsurance Compary $5.000.00 01,/31/2003  Annual —
RCS Corparation $15,000.00 0542242003 Annual
Eotting Unlimited $2,000.00 05/23/2003  Annwal
RCS Corporatioh $4,000.00 061442003 Annual

Adamzan, Mark D aniel $300.00 061 3/2003 Annual Adamsan

Ashtan, Elizabeth Ann $5,000.00 034742003 Annual Ashtan

Baker, Francis Evelyn $200.00 04/21/2003  Annual Baker

Beckner, Geoffrey Todd $200.00 0315/2003  Annual Beckner

Bernatein, Joseph $150.00 0414/2003  Annual Bernstein

Clower, Zachery Johnathc $900.00 0118/2003 Annual Claver

Compton, Autumn Lynn $125.00 03/24/2003  Annual Compton

Crenzhaw, Ellen Hensley $2.000.00 020142003 Annual Crenshaw

Direzta, Jozeph Patick $50.00 02/28/2003  Annual Diresta -

< Back | | Cancel | Bun MNow

B4 recards

28. Because you only want to sort the results by Last Name, you do not need
to view this column on the Results tab. From the menu bar, select
Format, Show Columns to hide this column. For more information, see
“Format query results” on page 101.

42, New Constituent Query - The Raiser's Edge

File Edit “iew Fomat Records Favortes Tool: Help

=i = S ? -

1:Eliteria] Z:Dutput] IS0t 4:Results l

Mame Gift Amount Gift D ate Carpaign Cateqaory =
g Lnlimited

Davis & Johnson Pharmar  $10.000.00 01/27/2003  Anrual
City Insurance Compary $2500.00 02/22/2003  Annual
The Computer wWarehous:  $2,000.00 02/22/2003  Annual
City Irnsurance Compary $5.000.00 01,/31/2003  Annual —

RCS Corparation
Bottling Unlimited

$15,000.00 05/22/2003  Annual
$2,000.00 05/23/2003  Annual
RCS Corporatioh $4,000.00 061442003 Annual
Adamzan, Mark D aniel $300.00 061 3/2003 Annual
Ashtan, Elizabeth Ann $5,000.00 034742003 Annual
Baker, Francis Evelyn $200.00 04/21/2003  Annual
Beckner, Geoffrey Todd $200.00 0315/2003  Annual
Bernatein, Joseph $150.00 0414/2003  Annual
Clower, Zachery Johnathc $900.00 0118/2003 Annual
Compton, Autumn Lynn $125.00 03/24/2003  Annual
Crenzhaw, Ellen Hensley  $2,000.00 02401/2003  Annual
Direzta, Jozeph Patick $50.00 02/28/2003  Annual -

< Back | | Cancel Bun MNow

B4 recards
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30.
31.

32.
33.

34.

35. Click Save. The query is saved and appears in the grid on the Query page.
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On the toolbar, click Save. The Save Query As screen appears.

Query name: I | Save I
Description: ;I Cancel |
|~

Guerny format: I Dypramic A l

[v Other users may execute this quen

v Other users may maodify this query

Create in:

j e Categolyl

I General

In the Query name field, enter “Jan.- June Donors”.

In the Description box, enter “This query contains the names of all
constituents who donated $10 or more between January and June 2000.”

To authorize other users to run your query, mark Other users may
execute this query.

To authorize other users to change your query, mark Other users may
modify this query.

In the Create in field, select the category to store the query. By default,
“General” appears.

To create a new category for the query, click New Category. On the New
Category screen, enter a name for the new category and click OK.

Save Query As E
Query name: IJan.-\June Donars | Save I
Description: | This queny containg the names of al ;l

constitugnts who donated $10 or more Cancel |

bebween January and June 2000.

Cluerny format: I Dypnamic A l

v Other users may execube this query

[ |

W Other users may modify this query

Create in: I General

j W Categolyl

e You can also save a
S/ query by selecting File,
Save from the query record.

@We recommend you
assign unique names
and descriptions to your
queries. This facilitates
locating them if you use this
function extensively.
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If you do not have

rights to certain records
in The Raiser’s Edge, you
do not see that query type in
the Query type field. For
example, if you do not have
rights to gift records, you do
not see the query type of
Gift. For more information
about Security, see the
Configuration & Security
Guide.

@You can determine your
default query type and
query format in User
Options. We recommend
you select “Constituent” and
“Dynamic” as your defaults.
These are the most
commonly used options. For
more information about
Query User Options, see
“Query User Options” on
page 12.

> Create a relationship query using address processing

Relationship queries are based on the relationship information found in the
constituent record. Using the relationship query, you can retrieve information
about a constituent’s financial, personal, institutional and fundraising
affiliations.

You are planning your organization’s annual father-daughter dance and
want to create a query to group all father-daughter pairs found in your
database. On the Output tab, select address processing fields to prepare the
invitations. To verify the results, print a list of all the constituents and their
daughters in alphabetical order.

1. From the Query page, on the action bar click New Query. The New
Query screen appears. For more information about accessing the Query
page, see “Navigate in Query” on page 5.

New Query E

Buery type: [EERETISTANE |
Query format; IDynamic ’I

QK I Cancel |

In the Query type field, select “Relationship”.

In the Query format field, select “Dynamic”.

New Query E

—

(DN R e ationship

Query format: IDynamic 'I

(]9 I Cancel |
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4. Click OK. The New Relationship Query record screen appears.

2, Mew Relationship Query - The Raiser's Edge
File Edit “iew Fomal Fecords Favorites Tools Help
B S
Z:Dutputl Q:Sortl =_1:F|esu|ts|
The filkers entered here will determine the records that are output,
¥ Include inactive constituents v Include deceased constituents [ Include constituents with no valid address
—&wailable Fields — Filter:
Show: | <Al =

- Queny Fields
-- Favorites

-- Caonstituent
(- Individuals
-- Organizations
B VBA

i Find...l Select | <-F|em0ve| Ehange...l _[I _]I ﬂl il LILI
< Bachk | Next = | Cancel | EunNowl

I | I /

5. Mark the Include inactive constituents, Include deceased constituents,
or Include constituents with no valid address checkbox to indicate
whether or not you want these constituents in your queries.

You generally do not want to include inactive constituents, deceased
constituents, or constituents with no valid address in your queries.
However, checking any of these checkboxes gives you the ability to
include them for historic purposes. For this procedure, leave the default
marks in the checkboxes.

6. Inthe Show field, select “<AllI>". You can select a specific group of
fields, or select “<All>" to see a complete list of Available Fields

categories.

7. Click the plus sign to the left of the category to reveal criteria fields under You can use the Find
each category. Expand the Individuals category to reveal the button to easily locate a
Relationship and Reciprocal fields. field in the Available Fields

box.
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@ You can also select a
s/ filter and access the
Edit Field Criteria screen by
highlighting the field and
dragging it into the Filters
frame, or by double-clicking
on the field.

The criteria fields

selected for a query are
stored in the Query Fields
category of information.
Accessing fields from this
category reduces the time it
takes to locate a field.

8.

10.

In the Available Fields box, highlight Relationship and click Select. The

Edit Field Criteria screen appears.

Edit Field Critena [ x|

Relationship

Operatar: [N

Walue: | Attomey

o]

Cancel |

In the Operator field, select “equals” from the list of criteria operators.
For more information about criteria operators, refer to “Understand Query

Criteria Operators” on page 23.

In the Value field, select “Daughter” from the list of available options.

Edit Field Critena E
| Relationship
Operatar; quuals j

Yalue: I Daughter

=l

(o |

Cancel |

11. Click OK. The criteria field with the criteria operator appears in the
Filters box.
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12. Highlight Reciprocal and click Select. The Edit Field Criteria screen

appears.
Edit Field Critena [ x|
| Reciprocal
Operatar; quuals j
Walue: |Attamey =l

ar. I Cancel |

13. In the Operator field, select “equals”.
14. In the Value field, select “Father”.

Edit Field Critenia

I Reciprocal
Operator: quuals ﬂ
Vale

ak. I Cancel
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15. Click OK. You return to the Criteria tab of the New Relationship Query
record screen. The criteria fields with the criteria operators appear in the

Filters box.

2, Mew Relationship Query - The Raiser's Edge
File Edit “iew Fomat Fecords Favorites Tool: Help

H TR (A2
1.Criteria IZ:DutputI Q:Sortl ﬂ:HesuItsl
The filkers entered here will determine the records that are output,

¥ Include inactive constituents v Include deceased constituents [ Include constituents with no valid address

—&wailable Fields — Filters
Showy; |<AII> j |ndividual Relationzhip equals Daughter
L AND Individual Relation Feciprocal equals Father

-~ Orgamzation Mame ;I
- Position

- Primary Buginezs Informs

- Print Qrganization Mame

- Prirt Posgition

- Relationship J
- Sort Key

- Specific Record

L EER -

4 I I 3
i Find...l Select-» | <-F|em0\re| Ehange...l _[I _]I ﬂl il LILI

< Bachk | Next = | Cancel | EunNowl

I | | 7

16. Select the Output tab. If you marked the Automatically add criteria
fields as output fields checkbox in Advanced User Options, the fields
you select on the Criteria tab automatically appear in the Output box of
the Output tab. For more information about Query User Options, see
“Query User Options” on page 12.

2, Mew Relationship Query - The Raiser's Edge
File Edit “iew Fomat Fecords Favorites Tool: Help

?-

EN=IEAEAT

5ot I A:Results |

1:Criteria

Select the fieldz to display in the Resultz grid. When exporting, these are the fields to export.

— Available Fields — Dlutput

Show | <allz j Individual Relationzhip
i |ndividual Relation Feciprocal

[#- Query Fields
- Favorites
Constituent
- Individualz
-- Organizations
- VBA

i Find...l Gielest | <-F|em0\re| Ehange...l LILI
< Back | Next = | Cancel | EunNowl

| v
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18.

19.

20.

QUERY 45

In the Show field, select “<All>". You can select a specific group of
fields, or select “<All>" to see a complete list of Available Fields
categories.

To reveal output fields under a category, click the plus sign to the left of
the information category. In the Available Fields box, highlight the
Name field under Constituent and click Select. The field appears in the
Output box.

In the Available Fields box, highlight Address Line 1 under Constituent,
Addresses, Address Processing and click Select. The Address Processing
screen appears.

Address Processing E

1: Ind. Address |2: Org. .ﬁ.ddressl

‘ Complete the steps below ta determine which address will export. Click here to learn about address processing,

Step 1:Indicate if seazonal addrezses should be considered far this export. |F seasonal addreszes are
conzidered the first walid seasonal address will be used.

W ‘Conzder addreszes with seasonal dates 2z of I Include all dates j

Step 2:Specily, in the order of importance, the addresses to consider if & valid seasonal address iz not found.

Addreszes: Addresses bo uge:

First address in list i’ Prefered Address ﬂ
Primary Buzinezs A ﬂ
Spouse Primary Business LI ﬂ

DC 7 RN A Adrmmn T imrmioen

Step 3: You may check for special requirements by first considering addresses with the specified attribute(s).

Address Attributes. .. | <Mo attributes specified. >

Step 4:Specify what happens if no address i= Found:l Export with ho address j

(]9 I Cancel |

In Step 1, mark the Consider addresses with seasonal dates as of
checkbox if seasonal addresses should be considered as eligible addresses
for the mailing. When you mark this checkbox, you need to select a date,
such as Today, Yesterday, or <Specific date>, in the corresponding field.
When you select <Specific date>, the Date field appears so you can enter
a date, such as 06/30/2003.

The program uses the date you enter to determine whether a seasonal
address is valid. For example, if you mark the Consider addresses with
seasonal dates as of checkbox, select <Specific date> in the
corresponding field, and enter 12/01/2003 in the Date field, an address
with Seasonal from date of 04/03 and a Seasonal to date of 07/03 is not
selected for this mailing. If the program considers seasonal addresses, it
selects the first valid seasonal address found. If a valid seasonal address is
not found, the program uses your selections in Step 2.

You can set your User
4 Options to
automatically include all
criteria and sort fields in the
output fields list. For more
information about Query
User Options, see “Query
User Options” on page 12.

Address processing

fields are also found in
the query types of
Constituent, Individual,
Organization, Relationship,
Action, Gift, Event and
Participant (if you use the
optional module Event
Management), and
Membership (if you use the
optional module
Membership Management).
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5 The program checks
only the address types
listed in the Addresses to
use box. If you want the
program to check all address
types during address
processing, move all
available address types from
the Addresses box to the
Addresses to use box. To
consider the Preferred
address and then all other
addresses after that, if the
Preferred address is not
valid, select First Address
Found.

An ellipsis appears at

the end of the display if
the attributes you selected
do not fit in the area
provided. You can hold your
cursor over the attribute to
view atool tip displaying the
entire attribute.

21.

22.

In Step 2, specify the addresses to consider when a valid seasonal address
is not found in Step 1 or if you did not consider seasonal addresses for the
mailing. To select an address, highlight the address in the Addresses box
and click the right arrow to move it to the Addresses to use box. If you
list multiple addresses in the Addresses to use box, you need to sort the
addresses in order of their importance. To move an address within the
Addresses to use box, highlight the address and click the up or down
arrow.

For example, you can include the Preferred address and the Primary
business address by highlighting them in the Addresses box and clicking
the right arrow to move them to the Addresses to use box. If a constituent
has both addresses in his record, you want to use the Preferred address.
Because the program selects the address based on its position in the
Addresses to use box, you need to use the arrows to move the Preferred
address to the beginning of the list.

In Step 3, you can use attributes to choose the address type to print by
clicking the Address Attributes button. When you click Address
Attributes, the Address Attributes to Consider screen appears.

Addrezs Attributes to Consider
—Addreszs Attributes to Conzider for thiz Mailing

Seazohal addreszes will be checked for one of the attributes below, IF no valid address
iz found then addrezzes in the ‘Address to use' list will be checked for the attributefz].If
no address iz found, the process iz repeated disregarding the attribute criteria,

Category Short Desc I

- MNCOA Confirmed? Yes

Cescription

ak | Cancel |

You can select an attribute category and description that, if present on an
address, give it priority consideration to be used for the mailing. For
example, if you want to include addresses with the attribute Category of
NCOA Confirmed? and a Description of Yes, enter the information on
this screen. For more information about entering address attributes, see
the Constituent Mailing Information chapter of the Constituent Data
Entry Guide. After entering the necessary address attributes, click OK. A
display appears to the right of the Address Attributes button and lists the
attributes you selected. When you do not specify any attributes, the label
displays <No address attributes specified>.



23.

24.
25.

26.

QUERY 47

In Step 4, select the address type the program should use if it cannot find
an address meeting your selections in Steps 1 through 3. You can print the
individual’s name with no address, remove the record from printing in the
mailing, or select a specific address to print. If you select a specific
address to print, the Address to print field appears so you can select the
address type to print on the mailing when no other valid address is found
for the constituent. If no valid address has yet been found by this step in
processing, the address type selected here prints regardless of selections
made in previous steps.

Click OK. The Address line 1 field appears in the Output box.

Repeat these steps to move Address Line 2, City, State, and ZIP (under
Constituent, Addresses, Address Processing) from the Available Fields
box to the Output box. The highlighted output fields appear in the
Output box.

Using the up and down arrows, move Name to the top of the Output box.
You can use the up and down arrows to change the order of the Output
fields, so the results appear in any order you like.

2, Mew Relationship Query - The Raiser's Edge

File Edit “iew Fomal Fecords Favorites Tools Help

H TR (a2
1.Criteria ¥ Q:Sortl =_1:F|esu|ts|

Select the fieldz to dizplay in the Resultz grid. “When exporting, these are the fields to export.

—&wailable Fields

— Dutput

Showe: | <Al j - Mame
- Address Line 1
Seasonal.TD . ;I - Address Line 2
- Send Mail To This Address City, State
- State 7P
- Subub ‘- Individual Relationship
Val?d Date From s | . Individual Relation Reciprocal
-~ Walid Date To
- ZIP
- attributes
- Preferred Phaones
S pecific Address Types i
il T ¢
@ Find...l Select-s | <-F|em0ve| EhEtiae. | ll Ll
< Back | MNext > | Cahcel | Bun Maw |

| v

For more information

about the Address
Processing screen, see the
Mail Guide.
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27. Select the Sort tab.

2, Mew Relationship Query - The Raiser's Edge
File Edit “iew Fomat Fecods Favorites Tool: Help

?-

BN

A:Results |

1.Criteria | 2 0utput |

The records returned by the queny will be zoted by the fieldz selected here.

— Available Fields —Sort By
Show: [ <l =l

[#- Query Fields
Favorites
Constituent
(- Individuals
-- Organizations
B VBA

i Find...l Gielest | <-F|em0\re| Ehange...l &IMLILI
< Back | Next = | Cancel | EunNowl

I | | v
If the field you want to 28. Expand the Constituent category by clicking the plus sign. Highlight the
sort by is already used Last Name field and click Select. The selected sort field appears in the
in the query, you can select Sort by box with (Asc) as its default alphabetical sorting order.
it by expanding the Query
Fields Category. 2 New Relationzhip Query - The Raizer's Edge

File Edit “iew Fommat Hecods Favontes Tool: Help

B 1w e s a2

1:Eriteria| Z0utput  2:Sort |5:F|esults|

The records returned by the queny will be zoted by the fields selected here.

— &wvailable Fields —Sort By
Show | <l j ----- Last Mame [&zc)
- Income d
- |ndusty
- Key Indicator
- Lazt Changed By _I

= Last Mame

- Maiden Mame

- Marital Status

- Match Notes

- Matching Gift Factor

- Mau Match Annual A
»

4
@ Find...l Select-» | <-F|em0\re| Ehange...l ﬂl EI Ll Ll
| < Back | MNest > | Cahicel | Bun Now |

| v
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30.

31.

32.

33.

34.

35.

QUERY 49

To view the results, select the Results tab.

2, Mew Relationship Query - The Raiser's Edge

File Edit “iew Format Records Favortes Tools Help

H AW 3w n|[2-

1:Criteria | 2 0utput I FSort Results I

Hernandez,

Taylor, Max Gerome 3327 Dawsan Street Pittzburgh, Pd 15208

Taplor, Max Gerome 3327 Dawson Street PFittsburgh. P&, 15208

Campbell, Jazon Douglas 911 Sycamore Drive Athens, Ga 30E06

Goodzon, Harry Ermnest 201 Brentwood Avenue Greenville, SC 29602

Taplor, Max Gerorme 3327 Dawson Street Pittsburgh. P4, 15208

Wincent, Nicholas 1425 Jefferson Lane Orlandao, FL 32803

rontgormery, Otbo Gregory 11 Shell Strest Oklahoma City, OK, 73114

4| »

< Back | Hert > | Cancel | Bun Mow |

| | A reconds | i

After you assign your criteria, output, and sort fields, you can also click
the Run Now button on the action bar to view the query results.

Select File, Save to save the query. The Save Query As screen appears.

Save Query As E
Query name: I | Save I

Description: ;I Cancel |

-

Cluerny format: I Dypnamic A l

v Other users may execube this query

W Other users may modify this query

Create in: I General j Mews Category |

In the Query name field, enter “Daughter’s Dance”.

In the Description field, enter “This query contains the names of all
constituents and their daughters who are potential invitees to the
Daughter’s Dance.”

To authorize other users to run your query, mark Other users may
execute this query.

To authorize other users to change your query, mark Other users may
modify this query.

In the Create in field, select the category to store the query. By default,
“General” appears.

You can also save a
4 query by clicking Save
on the toolbar.
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@,We recommend you
assign unigue names
and descriptions to your
queries. This helps you
locate them if you use this
function extensively.

36.

To create a new category for the query, click New Category. On the New
Category screen, enter a name for the new category and click OK.

Save Query As [ x|
[uery name: IDaughter's Dance | Save I

Description;  |Mames of constitugnts and their daughters ;I Cancel |

who are potential invitees to the Daughter's
Darnce.

Guery forrmat: ID_l,lnamic 'l

W Other users may execube this query

[

W Other users may modify this query

j W Categolyl

Create in: I General

Click Save. The query is saved and appears in the grid on the Query page.

Save a Query

Once you create your query and verify the query results are correct, you can save
it and apply the filters you selected to any new records you enter into your
database. If any new records meet the specifications defined in the example, they
will be included in the query results the next time you run this query.

> Save a query

1.

From the query record screen, click Save on the toolbar. The Save Query
As screen appears. For more information about accessing the Query page,
see “Navigate in Query” on page 5. For more information about creating a
query, see “Create a constituent query” on page 29.

Save Query As
Cluery name: I | Save I
Description: ;I Cancel |

[~

Query format: ID_l,lnamic 'l

W Other uzers may execute this query

W Other users may modify this query

j Mew Categor_l,ll

Create in: I General

In the Query name field, enter a name for the query.

In the Description field, enter a description of what information the query
contains.

In the Query format field, select the query format.

If you want to authorize other users to run your query, mark Other users
may execute this query.

If you want to authorize other users to change your query, mark Other
users may modify this query.
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7. Inthe Create in field, select the category to store the query.
To create a new category for the query:
a. Click New Category. The New Category screen appears.
b. In the Name field, enter the name of the new category.
c. Click OK. You return to the Save Query As screen.

Save Query As E
Query name: IJan.-\June Donors | Save I

Description: | This queny containg the names of al ;l
constitugnts who donated $10 or more Cancel |
bebween January and June 2000.
[ -]

Cluerny format: I Dypnamic A l

v Other users may execube this query

W Other users may modify this query

Create in: I Relationzhip j Mew Category |

8. Click Save. The query is saved and appears in the grid on the Query page.

Review Query Results

Once you create a query, you can review the accuracy of the results by opening
and reviewing the individual records listed in the results. This is extremely useful
if you query a group of records to use in other applications like Mail or Reports.
You can verify the query results and make sure you have the correct group for
your mailing or to generate your report.

o1
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Once you open one
record in the Query
Results grid, you can scroll
through the entire group
using the arrows on the

toolbar.

5 If you want to hide a
column on the Results
tab, select Format, Show
Columns on the menu bar.
For more information, see
“Format query results” on
page 101.

» Open individual records from a query

1. From an existing query, select the Results tab. For more information
about accessing the Query page, see “Navigate in Query” on page 5. For
more information about creating a query, see “Create a constituent query”

on page 29.
& Jan. - June Donors - The Raiser's Edge H=E
File Edit “iew Fomat Records Favortes Tool: Help
u ? —ﬁ |||J ﬁ" % ﬁ ? =
1:I:riteria] Z:Dutput] Z5ort 4:Results l
Gift Amount | Gift Date | Campaign Category -

Davis & Johnzon Pharmae $10,000.00 017272003 Annual

$2500.00 02/22/2003  Annual
$2.000.00 02/22/2003  Annual
$5.000.00 M/3/2003  Annual -
$15,000.00 09/22/2003  Anrwal
$2.000.00 05/23/2003  Annual
$4.000.00 06142003 Annual
$300.00 061342003 Annual
$5.000.00 03/77/2003  Annual
$200.00 04/21/2003  Annual
$200.00 0315/2003  Annual
$150.00 04/74/2003  Annual
$800.00 MA18/2003  Anrwal
$126.00 03/24/2003  Annual
$2,000.00 02/01/2003  Annual
$50.00 02/28/2003  Annual hd

Bun Mow

City Insurance Company
The Computer W arehous
City Insurance Company
RCS Corporation

Battling Unlimited

RCS Corparation
Adamzon, Mark D aniel
Ashton, Elizabeth 2nn
Baker, Franciz Ewvelyn
Beckner, Geoffrey Todd
Bernstein, Jozeph

Clover, Zachery Johnathc
Compton, Autumn Lynin
Crenshaw, Ellen Hensley
Diresta, Jozeph Patrick

< Back | | Cancel |

59 records

2. Highlight the specific record you want to verify and right-click. The
right-click menu appears.

i Jan. - June Donors - The Raiser's Edge H=E
File Edit “iew Fomat Records Favontes Tool: Help
W tawW e S R L
1:Eriteria] Q:Dutput] 350 Flesults
MHame | Gift Amount | Gift Date | Campaign Cateqony | Last Hame | o

Bottling Unlimited

Davig & Johnson Pharmaceuticals

City Inzurance Compary

The Computer ‘W arehouse

City Inzurance Compary

RCS Corparation

Bottling Unlimited

RCS Carparation

Adamzon, Mark Daniel
:hton, Elizabeth dnn

$5.000.00 05/30/2000  Annual
$10,000.00 01,/27/2000  Annual
$2,500.00 02/22/2000  Annual
$2,000.00 02/22/2000  Annual
$5.000.00 0143142000 énnual —
$15,000.00 05/22/2000  Annual
$2,000.00 09/23/2000  énnual
$4.000.00 061442000 Annual

$300.00 06/13/2000  Annual
i : Annual Aghto
Annual Baker

Adamnzon

Ashton

Baker, Francis Evelyn

Beckner, Geoffrey Todd Find... Annal Beckner

Bermstein, Jozeph Calumn Heading... Anrual Bermstein

Clewver, Zachery Johnathon Mtk Bl Annual Clavver

Compton, Autumn Lynn Brems Calin Annual Compton

Crenshaw, Ellen Hensley Anrual Crenzhaw

Diresta, Jozeph Patiick Annual Diresta v

< Back | |

Cancel

Bun Mow

59 records
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3. From the right-click menu, select Open. The selected record appears.

== Elizabeth A_ Ashton

File Edit “iew Constituent Letter Favortes Toole Help

ESaveandClose'|u|§'@"|l‘ 4 » “|—’|2'|?E||| ?'|@'|' |

v Attributes I Media I v Actions I Honor/kemarial I Wolunteer I v Prospect I v Membership | v Events |

] »Bin2 I v Addiesses I v Addressees/S alutations I v Relationships I v Appeals I v Motes I v Gifts

— Biographical

Last name: IAshton

v Aliages

First name: IEIizabeth

Middle name: IAnn

Titles: IMrs. j I

=

Sulffines: I j I

|

Mickname: ILiz

Maiden name: IEarter

ID: |2

Gender: IFemaIe

Birth date: |D4.-"2?.-"1 956 Ell Age: 43

[T Deceased?

=]/ 58N: [233-26-5948

Date: I El

Marital status: IManied

=

Spouze | IDennis Aghton

Solicit code: I

— Preferred Address - Home
Courtry: IUnited States

j e More... |

Address lines: | 2457 Maorrison Drive ;I

|

City: ISavannah

State: m Georgia

2IF: [31406 #| oPc
Phanes{EmailfLinks
DNCI Type INumber,l’Ema\IAddr...I Shared? I
Horne 912-927-1215 Shared

 This constituent
I |z inactive

[ Gives anonymously

[ Iz a solicitor [etas |

[ Has no valid addresses

™ Requests no e-mail

Board Member

Education | + Buziness | Bank |

4. Click Save and Close to return to the query Results tab.

Edit a Query

You can change a query’s filtering criteria and formatting options at any time.
This may be necessary if you need to include additional output fields in an
existing query or if you want to change the values or the criteria operators

assigned to certain criteria fields.

53
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> Editaquery

E You already created, saved, and closed the query of all constituents who
donated $10 or more to the Annual Campaign, but you realize that it would
be useful to include as one of the output fields the name of the appeal to
which they responded and the gift type you received. You notice the date on
the query results has different formatting than the one you prefer. You also
want to include in the query constituents who donated in December. This
scenario uses the query Jan.- June Donors added in “Create a constituent
query” on page 29 of this chapter.

e From the Query page 1. From the Jan.- June Donors query record, select the Criteria tab. For more

X4 you can open a query information about opening a query, see “Open a query record” on page 8.
by highlighting it and

double-clicking, by using

4, Jan. - June Donors - The Raiser's Edoge

Open, or by selecting File, File Edit View Fomat Fecods Favortes Tools Help
Open from the menu bar. B 1R 2(A 2 ‘

1:Criteria IZ:DutputI Q:Sortl Q:Hesultsl
The filters entered hare will determineg the recards that are output.

¥ Include inactive constituents W Include deceased constituents W Include constituents with no valid address

— &wvailable Fields — Filters
Showy; |<AII> j +- Gifk Amaunt greater than or equal to $10.00

— - AMD Gift Date betwesn 01/01/2003 AND 06/30/2003
Tribute Gift ;I ‘.. AND Campaign Categary one of Annual, Capital

[+ Appeals

-- Attributes

-- Benefits

E| E:ampaigns

- fnnaotation

ampaign Category
- Campaign 1D

- Campaign ls Inactiv
- Description hd
3

‘ H H
& Find...l Select-» | <-F|emove| Change...l _[I _]I ﬂl il Ll Ll
| < Blach | MNext » | Cancel | Bun MNow |

I | | /

The Change button is 2. To modify the Gift Date field to include donations made in December,
enabled only on the highlight the Gift Date field on the Available Filters box of the Criteria

Criteria tab. You cannot use tab. Click Change. The Edit Field Criteria screen appears.
it to edit information on the

Output or Sort tabs. Edit Field Criteria

| Gift Date

Operatar: |between j

Value1:|D1£D1£2DEI3 ﬁl
Walue 2 IDEBDEZDDS ﬁl

ak. I Cancel
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3. Change the dates to include donations made in December. Change the
date in the Value 1 field to 12/01/2002. The Value 2 field date remains

06/30/2003.
Edit Field Criternia
| Gift Date
Operater | between =]

Yalue 1: I‘I 2/0/2002 ﬁl
Yalue 2 IDE;’SD;‘?DDS ﬁl

ak I Cahicel

4. Click OK. You return to the Jan.- June Donors query screen.

& Jan. - June Donors - The Raiser's Edge

File Edit View Fommat Hecords Favortes Tool: Help

B 1w 3al?-
1.Criteria IZ:DutputI §:Sort| 4_1:F|esults|

The filters entered here will determine the records that are output.

¥ Include inactive constituents ¥ Include deceased constituents W Include constituents with no valid addiess

— fwailable Fields — Filter:
Shiow: |<AII> j Gift Armount greater than or equal ta $10.00
— - AMD Gift D ate between 12/01/2002 AND DB/30/2003
- Tribute Gt [ | AMD Campaign Categon one of Annual, Capital
[+ Appeals

- Attributes

-- Benefits

Campaignz

Annotation

Campaign Categomny

Campaign ID

Campaign |z Inactiv

- Description =
3

- H
& Find...l Select-» | <-F!emove| Change...l _[l _]I ﬂl il LIL'
| < Bach | Mext » | Cancel | Bun Mow |

59 records | A
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5. Select the Output tab.

& Jan. - June Donors - The Raiser's Edge
File Edit “iew Fomat Fecods Favorites Tool: Help

1:Criteria

Select the fieldz to display in the Resultz grid. When exporting, these are the fields to export.

— Available Fields — Dlutput
Show: | <Al j ¢ Mame
- i Gift ALt
- Min Match Annual ;I Gift Date
M?n Match Per Gift - Campaian Categary
- Min Match Taotal © Last Name
- Mame
- Mickname

- Mo Valid Addreszes?

- Mo, Employees

- Mo, Subsidianies

- Organization Matches G

- Organization Marme hd
»

4
i Find...l Select-» | <-F|em0\re| Ehange...l LI LI
| < Back | Next = | Cancel | Bun Now |

| | 53 records | i

6. From the Available Fields box, click the plus sign beside Appeals to
expand the tree view. Highlight Description and click Select.
Description moves to the Output box.

7. From the Available Fields box, click the plus sign beside Gifts to expand
the tree view. Highlight Gift Type and click Select. Gift Type moves to
the Output box.

& Jan. - June Donors - The Raiser's Edge

File Edit “iew Fomat Fecords Favorites Tool: Help
=IEEEEIEN RS

1.Criteria 2 0utput |§:Sort| ﬂ:HesuItsl

Select the fieldz to display in the Resultz grid. When exporting, these are the fields to export.

— Available Fields — Dlutput
Show: | <Al j - Mame

- - - Gilft Asrnaunt
- Gift |5 Linked To &n EVE;I Gift Date
- [Gift |3 Linked To &n Eve - Campaign Categary
- Gift Status L Last Name
t Subpe ey Appeal Description
= Gift Type :../Gift Type
- GL Post Date
- 6L Post Status
- |mport |0
- |ngtallment Frequency
- Ingtallment Mumber hd

3

4
i Find...l Select-» | <-F|em0\re| Ehange...l LI LI
| < Back | Next = | Cancel | Bun Now |

53 records | i
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Select the Results tab to ensure you gathered the appropriate information
in your query.

4 Jan. - June Donors - The Raiser's Edge

Fill= Edit “iew Fomat Fecords Favortes Tool: Help
FIEFEEEE IR S |

1:Criteria | Z0utput I 3Sort

I arne:

Carter Pharn ticals, Inc. a0 00 e 5
Ag8 Concrete 2002 Phanathe b
Carter Pharmaceuticals, Inc. $5,326.00 12/06/2002  Annual b
Bell, Eyle Maorbert $75.00 121042002 Annual Bel Unsolicited  C
Bernztein, Joseph $30.00 12/01/2002  Annual Bernstein C
Clover, Zachery Johnathon $75.00 12/01/2002  Anrual Clover C
Cone, Agnes Mahalia $75.00 12/01/2002  Annual Cone C
Connor, Benjiman Edward $75.00 12/07/2002  Anrwal Conrnor 2002 Phonathe C
Dranigls, Clara Myrtle $75.00 12/02/2002  Anrual Daniels C
Elzy, Melizza Christina $30.00 12/01/2002  Annual Elzy 2002 Phonathi C
Frantz, Paul Robert $75.00 12/02/2002  Anrwal Frantz C
Garrity, Stanley $150.00 124012002 Annual Garrity C_|
Haas, Lisa $75.00 12/01/2002  Annual Haaz C
Judson, Hampton Louis $75.00 05/25/2003  Annual Judson Unsgolicited
Ohar, Chioe Venetia $75.00 12/01/2002  Annual Ohar C
Ray, Scarlett Karen $75.00 12/07/2002  Annual Fay Cw
f | of

< Back | Hests | Cancel | Bun Mow |

| | 99 records | A

Because you want to keep the original query and create a new query based
on the edits you just made, select File, Save As from the menu bar. The
Save Query As screen appears.

Gluery name: I | Save I
Description: ;I Cancel |
| -]

Guery forrmat: ID_l,lnamic 'l

W Other users may execube this query

W Other users may modify this query

Create in: I General j Mews Category |

In the Query name field, enter “December 1999 - June 2000 Donors”.

In the Description field, enter “Includes appeal and gift type
information”.

To authorize other users to run your query, mark Other users may
execute this query.

To authorize other users to change your query, mark Other users may
modify this query.

In the Create in field, select the category to store the query. By default,
“General” appears.

@ If you want to hide a
column on the Results
tab, select Format, Show
Columns on the menu bar.
For more information, see
“Format query results” on
page 101.

To replace the original

query with the one you
just edited, click Save on the
toolbar.
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15.

To create a new category for the query, click New Category. On the New
Category screen, enter a name for the new category and click OK.

Save Query As E

[uery name: IDecember 1999 - June 2000 Donors | Save I

Desciption:  |Includes appeal and gift twpe information ;I Cancel |
[~

Guery forrmat: ID_l,lnamic 'l

W Other users may execube this query

W Other users may modify this query

Create in: I General j Mews Category |

Click Save. The query is saved and appears in the grid on the Query page.

Run a Query

From the Query page, you can run a dynamic or static query without opening it. If
you saved a query and want to view the query results, you can run and view the
results automatically. If you selected the “<ask>" query operator for any criteria
fields, the Ask at Runtime wizard appears before you can view the results.

» Runaquery

1.

From the Query page, highlight the query you want to run. For more
information about accessing the Query page, see “Navigate in Query” on
page 5.

[E The Raiser's Edge =] E3
File Edit View Go Favorites Tools Help
4 Back % Forvard | Openin separate window
~
wRquery”
) New Query.. % Open Merge Queries . ¢ Delete.. < Pirt % Run Query &3 Expot (3 Find.. Organize Categories
Type: | Giift | Format: | <4 Fomats» |
Mame Type Description Format  Created Created by Records
Gift search for Supervisor Used by the... Dynamic  08/24/1999 Supervisor 1624 (@p...
Gift Amount = ASK Gift Dynamic ~ 05/25/2000 Supervisar 1101 (ap...
Gifts Marked as Acknowledged Gift Al gifts give.., Static 06/16/2000 Supervisar 121
Gifts that need to be ackno... Gift Dynamic ~ 12/04/2001 Supervisar 33 (approx)
Gifts for 'This Week' Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 2 {approx)
Gifts for ‘This Month' Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 18 (approx)
Gifts for ‘This Year' Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 185 (app..»
Gifts Acknowledged on = <., Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 503 (app...
@ Mapping Campaign = <ask> and Dat... Gift Blackbaud s... Dynamic  07/17/2002 Supervisar 939 (app...
Fund = <ask> and Date Ra... Gift Blackbaud s... Dynamic  07/17/2002 Supervisar 939 (app...
ﬁ Admin Appeal = <ask> and Date ... Gift Blackbaud s... Dynamic  07/17/2002 Supervisar & (approx)
: Batch Mumber = <ask> Gift Blackbaud s... Dynamic  08/29/2002 Supervisar & (approx)
g Config Hon/Memarial Name = <ask... Gift Blackbaud s... Dynamic  10/03/2002 Supervisar 18 (approx)
% Scanning
i}
E‘% NetSoluti...
G~
@Elashbo. N
I Orly show my queriss
AuctionM R R N
Recently Accessed Queries Quick Find
Gift search for Supervisor | I Al
Hon/Memorial Name = <ask and Date Range = <ask>
Gifts Marked as Acknowledged |
Welcome to The Raiser's Edge 7 4
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2. On the action bar, click Run. The query runs and the Results tab of the
query appears.

4 Action search for Supervizor - The Raiser's Edge

File Edit “iew Fomat Records Favortes Tool: Help
FIEFEEEE IR S |

1:Criteria | Z0utput I 3Sort

Constituent Ewent Action Date | Action Categor Action Type Ay~

Jozeph P. Diresta 07/19/1999  Meeting Lunch Mesting
Jozeph P. Diresta [dngela Diresta) 07/19/1999  Meeting Lunch Meeting Clc
Timothy D Bilingz 01/01/2002  Task/Other Birthday Co
Timothy D. Bilings [Ruth Anne Bilings) 01/01/2002  Task/Other Birthday Co—
Benjiman E. Connor 01/01/2000 - Task/Other Birthday Co
Cole Henzsley /012000 TaskAOther Birthday Co
Phillip B. F.eller 01/01/2002  Task/Other Birthday Co
Barett J. 0'Malley 01/01/2000  Task/Other Birthday Co
Scarlett k. Ray /012000 TaskAOther Birthday Ca
Scarlett k. Rayp [Scarlet: Thompson) 01/01/2000 - Task/Other Birthday Co
David A, Undenwood 01/01/2000 T ask Other Birthday Co
Christopher T. Young 01/01/2003  Mailing Birthday Ca
Christopher T. oung [Mary oung) 01/01/2003  Mailing Birthday Co
Zachem ). Clover 02/01/2000  Task Other Birthday Co
ZachemJ. Clover [Cynthia Clover] 02/01,/2000  Task/Other Birthday Ca
delizza C. Elzy 02/01/2000 - Task/Other Birthday Cow
4| »

< Back | Hests | Cancel | Bun Mow |

| | 1877 records | A

3. From the menu bar, select File, Close to close the query record.

Delete a Query

At any time, you can delete a query you created. We recommend you make a
backup copy of your database before deleting any information. We also suggest
you print a control report of any query you decide to delete. The control report
lists all filtering criteria used and the output and sort fields selected. This can be
extremely helpful if you decide to create the query again or if you need to
maintain a record for historic purposes. For more information about printing a
control report, refer to the next section about printing query records.

From an open query
4 record click Run Now

or select the Results tab to
run the query.
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You can also delete

queries from the Query
page. In the grid, highlight
the query you want to delete
and click Delete on the
action bar.

A warning message

appears if the query you
want to delete is used as part
of a merge, as a source for
another query, or if the
query is associated with a
business rule or action track.
If this is the case with the
latter two, the query cannot
be deleted.

> Delete a query

1. From a query record, select File, Delete the menu bar. A warning
message appears, asking if you are sure you want to delete the query. For
more information about opening a query, see “Open a query record” on

page 8.

42, Gift zearch for Supervizor - The Raiser's Edge

Fille Edit View Fomat Fecods Favorites Tool: Help

2o S8 2

2 0utput I 5ot I 4 Results |
The filters entered here will determine the records that are output.
W Include inactive constituents B Include deceazed constituents

¥ Include constituents with no valid address

— &wailable Fields "Filters
[#- Query Figlds x|

Shous [ <All =l

Favorites The Raiser’s Edge
Gift Information
Constituent
Spouze
Primary Busziness Informe
Campaigns Yes

@ Are you sure pou want to delets this queny?

[

-- Funds

-- Appeals |

[#- Packages -
4 | »

<-Hemoye | Ehange... |

R T s

& Find...l Selents |

< Bach | Mext » | Cancel |

Bun Now |

| | v

2. To delete the query, click Yes. You return to the Query page.

Print Query Records

For each query you create, you can print the query results or a control report.
Query results are simply a list of all records meeting the criteria you specified.
Query results display a grid with all the output fields you selected for the query.
When you select to print query results, you are selecting to print an exact replica
of what is displayed on the Results tab of the query. The control report lists all
criteria fields, criteria operators, sort fields, and output fields used to define the

conditions records must meet to be selected.
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> Print a query control report

The control report lists all criteria fields, criteria operators, sort fields, and
output fields used to define the conditions the records must meet to be
selected. Printing a control report is useful if you plan to delete the query, but
want to maintain a record of the fields used to create it. The control report also
contains details about a query, including the name, description, type, format,
the date the query was created and last run, the number of records, the access
rights, the filter fields, the sort, and the output fields.

E One of your co-workers wants to duplicate the Daughter’s Dance
constituent query you created earlier and needs a list of the filters, sort
fields, and output fields you used to create the query. This scenario uses the
Daughter’s Dance query created in “Create a relationship query using
address processing” on page 40 of this chapter.

1. On the Query page, highlight the query for which you want to print a
control report. For this example, highlight the Daughter’s Dance query.
For more information about accessing the Query page, see “Navigate in
Query” on page 5. For more information about opening a query, see
“Open a query record” on page 8.

2. From the menu bar, select File, Properties. The Properties screen You can also access the
appears, which lists details of your query. control report by
selecting File, Properties
Properties - Daughter's Dance [ ] from the menu bar of the
Selected Fields | query record, or by clicking
the Properties on the
Query Type: Relationship toolbar.

Description: Names of constituents and their daughters who are potential invitees to the
Daughter's Dance.

Last run: 05/10/2003

Elapsed time: 1 second Spstem Record ID: 130
Mumber of records: MA4 VBA Macro: Mane
Created by Supervisar Last modified by Supervisar
Created on: 05/09/2003 at 12:10 Ph Last modified on: 05,/10/2003 at 09:09 40
Format: Dynamic Output limits: Mo output limits applied
Suppress duplicate rows Mo Select from query:

Rights: Others may modify and execute this query

Created from: Qluery

ak. I Presiew
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3. From either the General tab or the Selected Fields tab, click Preview. A
preview of the control report displays on the screen.

lg New Query Control Report [_[5]x]

x| 1| 101 >|>||- §|§® N :ﬂ Total2?  100% 270f 27

Preview

Blackbaud Demo
Query Control Report

Daughter's Dance
Descriptionr Hames of corstinient, and their dmghters who are
Dy Relatiskip
Femat: Dyramic

Doag Tast ey 0LOG/2001
Haued fime: 000001
Mnber gfrecords: 10
Bxpert i nepne:

Cyeated B Bupervisar Last madified Iv.  Supervisor
Cheated e OLOGHZ00] 2:29:23 FIM Last modified o OLOGF2001 2:20:25 P

Heppwess dphicae vows: Fale Chaendt firets. Mo output livdts aprlied
FRigts:  Others nay modify and exeoute this query SeTeat o quicry.

Created fromr Cery

Criteria Fields
FieldHame

4. Click Print on the toolbar to print the report.

5. To close the Preview screen, click the red “X” in the top left corner of the
screen. You return to the Properties screen.

6. To close the Properties screen, click OK. You return to the Query page.

Refresh a Static Query

One way of understanding a static query is to think of the query as a snapshot of
your database. When you create a static query, only the records selected at the
time the query was originally designed and run are included when the query is
used in the future. For example, you may create a static query of all constituents
who made a donation in December to your organization’s Annual Fund. In
February, you use that query to print a report of all constituents who donated to
the Annual Fund. Only the records that existed in the system in December and
were selected when the query was created are included. To include the records of
the constituents who donated since December, you must refresh the query. If you
create a static query and rerun it at a later time using the Run Query button, you
will update the query to include any new records that meet the specified criteria.

For information about refreshing a static merged query, see “Refresh a Merged
Query” on page 95.
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» Update a static query

Y You can also click
4 Refresh to refresh a

1. From the Query page, highlight a static query you want to refresh. For
more information about accessing the Query page, see “Navigate in

Query” on page 5. For more information about opening a query, see query from the Query page,
“Open a query record” on page 8. but you will still have to

open the query to view the
[l The Raiser's Edge M= £ refreshed results.

Fle Edit View Go Favorites Tools Help

4 Back # Forward

Open in separate window

.
d_ Query

|Mew Query.. <) Open Mergs Queries.. ¢ Delete.. =4 Print % RunQuery &3 Export 3 Find .. Organize Categories
5 Genera
w Query Type:lGlll j Farmat; |<AH Famats> j
Mame Type Description  Format  Created  Created by Records
é. Export Gift search for Supervisor Gift Used by the... Dynamic  08/24/1999 Supervisor 1884 (approx)
Gift Amount = ASK Gift Dynamic  05/25/2000 Supervisor 1101 (approx)
e Reporis Gifts Marked as Acknowledged Gift Al gifts give... 06/16/2000 Supervisor
Gifts that need to be ackno... Gift Dynamic  12/04/2001 Supervisar 38 (approx)
a Mail Gifts for "This Week' Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 2 (approx)
Gifts for This Month' Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 25 (approx)
“ Batch Gifts for "This Year' Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 165 (approx)
Gifts Acknowledged on = <... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 503 (approx)
@' Mapping Campaign = <ask> and Dat... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 939 (approx)
Fund = <ask> and Date Ra... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 939 (approx)
0 Admin Appeal = <ask>and Date ... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor & (approx)
g Batch Number = <ask> Gift Blackbaud s... Dynamic  08/29/2002 Supervisor 6 (approx)
" Config Hon/Memorial Name = <ask... Gift Blackbaud 5... Dynamic  10/03/2002 Supervisor 18 (approx)
% Scanning
) N
E‘z NetSoluti
P 4 3
@ Dashbo... 5
[ Only show my queries
AuctionM... R ~ ~
Pro Recently Accessed Queries Quick Find
B Gift search for Supervisor ;I Y
Dat:
(RN | | it for s Mo I [
L Tt Gifts for 'This Year' =
Welcome to The Raiser's Edge 7 v

2. On the action bar, click Open. The query record screen appears.

48, Gifts Marked as Acknowledged - The Raiser's Edge

File Edit “iew Fomat Hecords Favontes Tool: Help

CIE R EESIE TR

2:0ut|:uut| 3:80rt| 4_1:Flesults|

The filterz entered here will determine the records that are output.

V¥ Include inactive constituents [V Include deceased constituents [ Include constituents with no valid address

r— Available Fields — Filter:
Sheuw: | <Al =l

Gift Acknowledge equals Acknowledged
AND Gift Date between 01/01/2000 AND 12/31/2000

[#- Query Fields -
- Favorites

Gift Infarmation

Constituent

Spouge

Primary Businezs Infarmation
Campaignz

unds

Appeals

[+ Packages h
< | »

& Find...l Select->| <-F|ernove| Ehange...l _[l _]I ﬂl il LIL'
| < Blach | Mest » | Cancel | EunNowl

| v
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The Records menu
option is available only
from the Results tab of a

query.

5 Keys in a static query
are equivalent to the
number of records in a static
query. This number is also
visible at the bottom of the
Results tab.

If you want to change any of the filtering criteria you used in this query,
select the Criteria, Output, and Sort tabs and make your changes.

. Select the Results tab or click Run Now on the toolbar to process the

query results.

. From the menu bar, select Records, Refresh.

The updated results in a static query save when you click Save on the
toolbar or select Records, Refresh from the menu bar. If you select the
Results tab or click Run Query on the toolbar, the static query updates,
but the changes are not automatically saved.

. A confirmation message appears. The program searches the database for

any new records meeting the criteria you defined and adds them to the
query results.

The Raizer's Edge

Thiz iz a static queny. After the guemn has been zaved the spstem will generate keys for
the records that meet the zpecified criteria.

I:ancell

. Click OK.
. When the program is finished counting keys, or records in the query,

another message appears telling you how many records the static query
contains.

The Raiser's Edge E

record(z) met specified criteria.

@ F.eys for ztatic queny 'Giftz Marked az Acknowledged' were successfully created. 37
Elapzed Time = 00:00:00
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9. Click OK. You return to the Results tab of the query record.

4 Gifts Marked as Acknowledged - The Raiger's Edge
File Edit “iew Foimat Records Favorites Tool: Help

B 12 @0« n2-

1.Criteria | 2 0utput I 3Sort

Mame 1=
RCS Corporation Acknow 01/01/2000
Itmian, Travis Dylan Acknowledged 01/08/2000
F.ovalak, Spencer Acknowledged 01./10/2000
Haaz, Lisa Acknowledged 0112000
Mashwile Healthcare Acknowledged 01./14,/2000 _
Finley, George D avis Acknowledged 01,/15/2000
Justin, Larre! May Acknowledged 011/A15/2000
Parker, Madizon Rhoads Acknowledged MA742000
Sadler, Harns Frederick Acknowledged 01,/18/2000
Kaowalak, Spencer Acknowledged 01/26/2000
Langley, Roger Brian Acknowledged 01/27,/2000
Carter Pharmaceuticals, Inc. Acknowledged 01/27/2000
Adamson, Mark Daniel Acknowledged 02/02/2000
Mivens, Lavem Elenar Acknowledged 02/08/2000
Korbin, David M atthew Acknowledged 02/A8/2000
Kessler, Marlyn Andrea Acknowledged 0282000
City Ingurance Compary Acknowledged 02/22/2000 -
< Back | Hert > | Cancel | Bun Mow |

| | A7 records | i

10. Click Save to save the results of your refreshed static query.
11. From the menu bar, select File, Close to close the refreshed static query.

Customize Query and Use Favorites

With The Raiser’s Edge, you can customize Query to reduce the amount of time it
takes to create, find, open, or perform any other functions with your queries. For
example, you can create shortcuts for easy access to the queries you use most
frequently. You can further customize Query by making certain decisions
affecting your query record screens. You can establish a default query format and
type, depending on the selections you use most often. You can also create a list of
your favorite query fields to reduce the time it takes to find the fields you want to
use. User Options provide another option for customizing the query record screen.
You can establish user options to automatically add criteria and sort fields to a
query’s output. All these options simplify the querying process and help save you
time. For more information about Query User Options, see “Query User Options”
on page 12.

65
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For more information

about Favorites on the
Home page, see the
Program Basics Guide.

§We recommend creating
a list of query favorites.
A list of queries you use
most often saves time when
you want to locate a query.

> Add a query to the list of favorites

If you create query templates or have queries which you use constantly, you
can add them to a list of favorites. Adding frequently used queries to your list
of favorites provides easy access to them, especially if the list displayed in the
Query page is extensive. Your favorites are listed in the order in which they
are added, unless you specify an alternate order. Once you compile your list of
favorite queries, you can run a query without opening it, right from the
Favorites shell menu or the Home page.

1. From the Query page, highlight the query you want to add to your list of
favorites. For more information about accessing the Query page, see
“Navigate in Query” on page 5. For more information about opening a
query, see “Open a query record” on page 8.

[E The Raiser's Edge [ (O[]

Fle Edit View Go Favorites Tools Help

4 Back # Fove | Open in separmte window

Sv Home 2— r“'""rv

‘ Records 1 Mew Query... <] QOpen Merge Queries... ¢ Delete.. =4 Print '? Run Query &M Export @h Find... Organize Categories..
3 I General
® ouery Tope:[ <Al Types> =l Farmat: [ <&l Formatsy =l
Name Type Description Farmat Created Created by Records ;I
&y Export Received amount greater th... Appeal List of Appe... Dynamic  05/24/2000 Supervisar 8 (apprt
Events with other donations  Event  All events th... Dynamic  05/24/2000 Supervisor 33 (appr:
e Reports List of All Vendors Partici... Vendor listin... Dynamic  05/24/2000 Supervisor 14 (appr:
Solicit Code of 'Do not phone’  Indivi... Dynamic  05/24/2000 Supervisor 7 (appri
a Mail All Members Memb... Al Members ... Dynamic  05/24/2000 Supervisor 141 (appr:
Relations with Daughter/Son  Relati... Relationswi... Dynamic  05/24/2000 Supervisar 47 (appri
" Batch Gift Amount = ASK Gift Dynamic  05/25/2000 Supervisor 1101 (appri
Members (active and dropped) Consti... Dynamic  05/25/2000 Supervisor 175 (appr:
@ Mapping Gifts Marked as Admowledged Gift Al gifts give... Static 06/16/2000 Supervisor
Blank Primary Addresses Consti... Blackbaud s... Dynamic 06/20/2000 Supervisor 14 (appri

ﬁ Admin

Previous Donors .. Al constitue.... Dynamic  06/21/2000 Supervisor
Participant search for Super... Partic... Usedby the... Dynamic  06/22/2000 Supervisor 228 (appri

g Config Trustees Consti... Query ofall ... Dynamic  07/12/2001 Supervisor 11 (appr:
MoValidAddress Consti... Constituent... Dynamic 09/04/2001 Supervisar 9 (appri

% Scanning Volunteers with Birthdays in... Consti... Volunteers ... Dynamic  03/13/2001 Supervisor 11 (appri
“ Gifts that need to be ackno... Gift Dynamic  12/04/2001 Supervisor 33 (appri
E‘%?Netsmuu All volunteers Indivi... Query foru... Dynamic  12/04/2001 Supervisor 26 (appri

Blmle Firimmess €2 sbm b, e Blacbieid a Pumemis | ATHTOAAT S imaeinne A e
4 3

™ Orly show my queries

@Dashbn

AuctionM... . . .
Pro Recently Accessed Queries Quick Find

Yata Gift search for Supervisor B F
& P | i for i von I &

e Gifts for 'This Year' =
Center

Welcome to The Raiser's Edge 7
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2. From the menu bar, select Favorites, Add to Favorites. The New
Favorite screen appears.

New Favarite E
Mame: IF'levious Donors 0k I
Dezcription:  |Donors who have given previously sorted by Date Camzs] |

¥ Use Tihe Faiser's Edge toopen this item,

Create in: I:JFavnrites [GE j Mew folder |

|terns it thiz folder will be awvailable from the R aizer's Edge
Shell 'Favorites' menu

Default Action:

Leave the default information in the Name and Description fields.

. In the Default Action field, select if you want to run, open, export, or
send the query as email from the Home page.

Once the task is added to Favorites, you can also right-click the task to
select these options from a menu that appears.

5. Inthe Create in field, click the drop-down arrow and select the “Queries
and Records” folder.

New Favorite =}
M ame: IF'levious Dronors (]9 I
Descnption:  |Donors who have given previously sorted by Date Capims] |

Default Action:

¥ Use Tihe Faiser's Edge toiopen this item,

i

Create in: I:Juueries and Records j Mew folder

[ueries and Records

6. Click OK. The query is added to the favorites list on the Home page.

Favorite Query Fields

You can select the fields you use most often and include them in a list of favorites.
This shortcut is helpful because it reduces the amount of time it takes to search all
field categories to access the fields you want to use in your query. For example, if
you work in the Development Office, you may use the summary criteria field gift
amount often. You can include this field in your list of favorites and you do not
have to search for it every time you want to use it. Your list of favorite query
fields can be accessed from the Criteria, Output, and Sort tabs. You can create
your list of favorite query fields from an existing query or you can create it from a
new query.

The Use The Raiser’s

Edge to open this item
checkbox only enables if
you are adding an external
document to the Home page.
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Due to the unique

customization of fields
that begin with “Specific”,
you cannot include these in
your list of query favorites.
For example, if you attempt
to move Specific Attributes
to the Fields to include box,
the right arrow button
disables.

@ You can use Find for
S/ quick access to a field.

@ From the Available
S/ Fields frame of a query
record, you can also add
fields to your list of favorites
by highlighting the field and
selecting Add to Favorite
Fields from the right-click
menu.

> Create a list of favorite query fields

1. From a query record, from the menu bar select File, Organize Favorite
Fields. The Favorite Fields screen appears. For more information about
accessing the Query page, see “Navigate in Query” on page 5. For more
information about opening a query, see “Open a query record” on page 8.

Favonte Fields

Query Type: | [

Available Fields: Fields to [nchude:

- Comstituent | nfarmation - arn -
85 onstituent
é__'&:ij‘::;: Last Name

Ba Credit Cards

- Corstituenicy

&- Solict Codes |
Ea Prirmany Alurnni Information

Ba Primary Buziness Information ;l
- Primary Constituency Information

Eia--.t'-\dclresses

- Addresses/S alutations

- Felationships

Eia--.t'-\ssigned Appeals ;I

o | concel | Find. |

2. You can include favorite fields for each query type available in the
program. In the Query Type field, select the query type you want to
select favorite fields for.

3. Inthe Available Fields box, expand the category containing the fields
you want to include in your list of favorites. To expand a category, click
the plus sign to the left of the information category.

4. Inthe Available Fields box, highlight the fields you want to use and click
the right arrow button to move them to the Fields to Include box.
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5. Once you compile your list of favorites, click OK to save it. Your favorite
fields display under the Favorite category in the Available Fields box.

Query Properties

You can review the properties for an existing query. Query properties are the
overall characteristics of the query. These settings include type, format,
description, formatting options, and access/editing rights information. This is
especially useful if you want to determine if the query can be used to perform
another function in The Raiser’s Edge. For example, if you want to assign output
limits to a query, you need to make sure you are working with a static query,
because you can only establish limits to queries with that format.
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You can also view

query information by
highlighting the query and
selecting File, Properties
from the menu bar of Query
page or by selecting File,
Properties from the menu
bar of an Open query screen.

> View a query’s properties

1. From the query record, click the Properties button on the toolbar. The
Properties screen appears. For more information about accessing the
Query page, see “Navigate in Query” on page 5. For more information
about opening a query, see “Open a query record” on page 8.

Properties - Daughter's Dance [ x|

H || Selected Fields |

Query Type: Relationship

Description: Wames of constituents and their daughters who are potential invitees to the
Daughter's Dance.

Last run: 0541042003
Elapzed time: 1 zecond
Murmber of recards: MAA

System Record 1D: 1590
VEBA Macro: Mone

Lazt modified by: Supervizor
Last modified on: 05/10/2003 at 09:09 Ak

Created by Supervizor
Created on: 05/03/2003 at 12:10 P

Format; Dynamic Output limits; Mo output limits applied

Suppress duplicate rows: Mo Select fram queny:

Rightg: Others may modify and execute this query

Created from: Query

(0] 4 I Presiew |

2. To view general information about the query, select the General tab. This
tab includes information about the query type, format, description, date
the query was run, and date the query was last modified.

3. To view the filter, output, and sort fields used to define the query, select
the Selected Fields tab.

une Donors E

Properties - Jan

General

Filter Fields:

Output Fields:

Sort Fields:

Fift Amaunt greater than or equal to
AND Gift Date between 12/01,/195

Marme
Gift Amount

Last Mame [tzc)

AND Campaign Categom one of Ar Gift Date
Campaign Categomny
Last Mame

Appeal Description
Gift Type

ok, I Presview |

4. To preview the properties before printing, click Preview. From the
preview screen, you can print or email the properties of the query.
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5. To close the screen, click OK.
6. From the menu bar, select File, Close to close the query record.

Organize Query Categories

To help manage and organize the gueries you create, you can create directories, or
categories, in which to group them, such as by user or by the query’s intended use.
To create and organize query categories, select Organize Categories from the
menu bar of the Query page. On the Organize Categories screen, you can create,
rename, and delete query categories. You can also adjust the order in which they
appear on the Query page.

Categories that appear on the Query page are not specific to individual users. By
default, the General category appears. You cannot rename or delete this category.
» Create query categories

1. From the Query page, on the menu bar, select Organize Categories. The
Organize Categories screen appears.

Organize Categories

Ok | Cancel |

2. To create a new query category, click New Category. The New Category
screen appears.

Hew Category )

M arme: I

[k I Cancel |

3. Inthe Name field, enter a name for the new query category.

@When you save a query,
you can add it to an
existing category or create a
new category.
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4. Click OK. You return to the Organize Categories screen.

Organize Categories

ategary  Rename Delete

1 General
B Relationship

(1] | Cancel |

5. Click OK. You return to the Query page. In the box on the left, the new
category appears.

1 feners
'I [ JRelationship

6. To add an existing query to the new category:
a. Inthe query grid, select the query to add to the category.
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b. Right-click and select Change Category.

e Raiser’

Edge H=l E3

Ele Edit View Go Favorites Tools Help
| Open n separate window
e Query
1 New Query... % Open Merge Queries... 24 Delete.. (4 Print  § RunQuery &M Export (3 Find... Organize Categories
® (General Format [<Al Formats> ~
Query [ Relationship
Name Type Desaription Format Created Created by Records d
a Expart Fundswithno ending date Fund  These funds... Dynamic  05/24/2000 Supervisor 22 (appr:
Received amount greater th... Appeal  Listof Appe... Dynamic  05/24/2000 Supervisor 8 (appr:
e Reports Events with other donations  Event  All events th... Dynamic  05/24/2000 Supervisor 33 (appn
List of All Vendors Partici... Vendor listin... Dynamic  05/24/2000 Supervisor 14 (appri
° Mail Solicit Code of 'Do not phone'  Indivi... Dynamic  05/24/2000 Supervisor 7 (appr_|
All Members Memb... Al Members ... Dynamic  05/24/2000 Supervisor 141 (appri

" Batch

2 Open

Gift Amount = ASK Gift Dynamic  05/2¢

i3 Mapping Members (sctive and dropped) Consti... Dynamic osja 2% Delete..
Gifts Marked as Acknowledged Gift Al gifts give... Static 08/1¢ N (BSiEte Baipl Glicrs

ﬁ Admin Blank Primary Addressee Consti... Blackbaud s... Dynamic ~ 05/2( & RENEME...

. Previous Donors Consti... All constitue... Dynamic =
v Config Particiant search for Super. . Used by the... Dynamic

Trustess Query of all ... Dynamic

Q Scanning NoValidAddress Constituent... Dynamic  0%/0< & EXDE‘"‘;QUEW e
Valunteers with Birthdays in... . Volunteers .. Dynamic 09/ =

w NetSaluti... Gifts that need to be ackno... Dynamic  12/0¢ :‘i::'t LGk B
Ayt i i 3nins Y

Eyoestoo EXE e

%' Properties

T~ Only show my queries

AuctionM.. )
Recently Accessed Queries

Previous Denors\Blank Primary Addressee
Gift search for Supervisor
Gifts for This Month’

‘Welcome to The Raiser's Edge 7

The Query Options screen appears.

Query Twpe: | Felationszhip ~| Query FUlmatlD_l,lnamic vl

Query Mame: IHeIations with D aughter/Son

Category: IGeneraI j

Description; [Felations with Daughter/San ;I

[+ Other users may rn this querny
[v Other users may madify this querny

ok, I Cancel
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c. Inthe Category field, select the new category.

Query Options E3

General | Record Processing | Gift Processing I Advanced Processing |

Query Type: IFleIationship VI Cluery Format: IDynamic 'I

Cluemy Wame: IFIeIations with D aughter/Son

Category: | Relationship =l
Description: [Felations with Daughter/San ;I
|-

[v' Other users may mn thiz quany
v Other users may maodify this query

(14 I Cancel |

d. Click OK. You return to the Query page.

Work with Advanced Query
Functions

You should attempt After you master the basic knowledge necessary to create and edit queries, you

advanced query can begin to manipulate the results using more advanced query functions.
functions only after you Advanced query functions add flexibility to The Raiser’s Edge. You can delete
master basic query concepts. multiple queries, refresh and merge queries, change the appearance of query
Advanced query functions, results, or you can eliminate duplicates from your query results.

such as deleting multiple
queries, can be reversed

only from a backup of your Create Advanced Queries

database.

After you master basic query concepts, you can begin to expand your knowledge
and usability of Query. A common advanced query involves combining multiple
fields of the same group into one query to achieve results you need for other
functions such as reports, exports, or mail merges.
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> Create a query of records with nothing in common

3.

Your top five major donors deserve special attention in various ways.
These donors have nothing in common, but you need to create a query of
these constituents to group them together for special tasks, such as
processing specific reports or sending event invitations. Create a query of

these records that having nothing in common using the Specific Record
field.

From the Query page, on the action bar, click New Query. The New
Query screen appears. For more information about accessing a query
page, see “Navigate in Query” on page 5.

New Query

Query type: [{aem

Cluery format: ID Phanic 'I

0K I Cancel |

In the Query type field, select “Constituent” because you want to access
information from both organization and individual records.

In the Query format field, select “Dynamic”.

New Query

. 7557
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4. Click OK. The New Constituent Query record screen appears.

42, Mew Constituent Query - The Raiser's Edge

File Edit “iew Fomat Fecods Favorites Tool: Help
BN A

Z:Dutputl Q:Sortl ﬂ:HesuItsl

The filkers entered here will determine the records that are output,
¥ Include inactive constituents v Include deceased constituents [ Include constituents with no valid address

—&wailable Fields — Filters

Show: | <All =l
- Queny Fields -
-- Favorites
-- Constituent [nformation
-- Spouge
[l Aliases

Credit Cards

Constituency

[#- Solicit Codes

-- Constitwent Solicitar [nformat

-- Prirmary Alurni Information | ¥
»

4
i Find...l Gielest | <-F|em0\re| Ehange...l _[I _]I ﬂl il LI LI
< Bachk | Next = | Cancel | Bun Now |

I | | 7

5. Mark the Include inactive constituents, Include deceased constituents,

or Include constituents with no valid address checkbox to indicate
whether or not you want these constituents in your queries.

You generally do not want to include inactive constituents, deceased
constituents, or constituents with no valid address in your queries.
However, checking any of these checkboxes gives you the ability to
include them for historic purposes. For this procedure, leave the default
marks in the checkboxes.

In the Show field, select “<All>”". You can select a specific group of
fields, or select “<All>" to see a complete list of Available Field

categories.
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7. Click the plus sign to the left of the group name to reveal criteria fields
under each group. Click the Constituent Information, and highlight the
Specific Record field.

8. Click Select. The Edit Field Criteria screen appears.

Edit Field Critena [ x|

9.

42, Mew Constituent Query - The Raiser's Edge
File Edit “iew Fomal Fecords Favorites Tools Help

B = 6 2

1.Criteria IZ:DutputI Q:Sortl =_1:F|esu|ts|
The filkers entered here will determine the records that are output,
IV Include inactive constituents v Include deceased constituents

—&wailable Fields

¥ Include constituents with no walid address

— Filter:

Show: | <Al =

- Parent Corporation ;I
- Receipt Type

- Religion

- Reguests No E-mail?

- Sort Key
L GEM

- Suffis 1
- Guffix 2

- System Recard 1D hd
N

<-Hemowe | Ehange.. |

o o I s

4
i Find...l Select-» |

< Bachk | Next = | Cancel

Bun Mow |

4

Specific Record

Operatar: [N

Walue; I

o]

Cancel |

In the Operator field, select “one of”. For more information about query

operators, refer to “Understand Query Criteria Operators” on page 23.

77
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10. Place your cursor in the first line of the Constituent 1D grid.

Edit Field Critena [ x|

| Specific Record

Operatar; Igne of

=

Constituent [0 I

KIS

Lo |

o)

Cancel |

11. Press F7 on your keyboard. The Open screen appears.

i, Open

Find: I Cianztituient ﬂ

Search using queny: |<Default> ng

Find Constituents that meet these criteria:

Last/Drg name: I

First N ame: I

Constituert D: I

SSN:I

tembership [D: I

Bank acct. no.: I

Sl [pEn

Cancel

"] fadd New

Optiohs

b0k it

Mew Search

I

Previous Search

j Address lines: I j
=l City: | =l
=l State: I =l
=] 2P | =1
j Class af: I j
j Credit card no.: I j

[V Display inactive constituents = Check spouse name [T Exact match anly " Eheck rickname

I Display deceased constituents [~ Check aliases I” | Chiesk contact name

Lp

Expand Results
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12. Search for the record you need and click Open. The constituent name
appears in the Constituent ID grid.

Edit Field Critena [ x|

| Specific Record
Operatar; Igne of j
Constituent [0 I
b ark. Adamzon ﬁl
[« | i
ar. I Cancel |

13. To move your cursor to the next line, press TAB on your keyboard.
14. Repeat the previous steps to enter your remaining four major donors.

15. Click OK. The criteria field with the criteria operator appears in the
Filters box.

42, New Constituent Query - The Raiser's Edge

File Edit View Fommat Hecords Favorites Tool: Help

B e S Al2-

1.Criteria IZ:DutputI §:Sort| ﬂ:HesuItsI

The filterz entered here will determine the records that are output.

¥ Include inactive constituents ¥ Include deceased constituents W Include constituents with no valid address
r— Awvailable Fields r— Filter.
Show: |<AII> j ----- Specific Recaord one of Mark D, &damson, Julie M. Bach, Robert C.

-~ Parent Corporation ﬂ
- Receipt Type

- Religion

- Reguests No E-mail?

- Sort Key

- Specific Becord |
- 55N

- Suffin 1

- Suffis 2

- Syztem Record 1D _lﬂ | | _I
A I I 3 4 3
& Find...l <-F|ernove| Ehange...l _[l _]I ﬂl il LI Ll

< Blach | Mest » | Cancel | EunNowl

| v
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For more information

about selecting fields on
the Output tab and Sort tab,
and viewing query results on
the Results tab, see “Create
a constituent query” on
page 29.

§We recommend you
assign unique names
and descriptions to your
queries. This facilitates
locating them if you use this
function extensively.

16. On the toolbar, click Save. The Save Query As screen appears.

Query name: I | Save I
Description: ;I Cancel |
|~

Guerny format: I Dypramic A l

[v Other users may execute this quen

v Other users may maodify this query

Create in: I General j Iew Category |

17. In the Query name field, enter “Top 5 Major Donors”. For more
information about the Save Query As screen, see “Save a Query” on
page 50.

18. Click Save. The query is saved and appears in the grid on the Query page.

» Create a query using Summary Information fields

E The board members of your organization ask for a list of constituents
donated gifts greater than $50 each year in the years 2000, 2001, and 2002.
Create a query for this request and sort the results alphabetically by Name.

1. From the Query page, on the action bar, click New Query. The New
Query screen appears. For more information about accessing a Query
page, see “Navigate in Query” on page 5.

New Query E

—

ey ype: [V =]
Query format: IDynamic 'I

(]9 I Cancel |

2. Inthe Query type field, select “Constituent” because you want to access
information from both organization and individual records.
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3. Inthe Query format field, select “Static” because the board members
request is for previous years.

New Query [ ]

—

uery type: IConslituent vI

(uery format:

Ok I Cancel |

File Edit “iew Fomat Fecods Favorites Tool: Help

Z:Dutputl Q:Sortl =_1:F|esu|ts|
The filkers entered here will determine the records that are output,
¥ Include inactive constituents v Include deceased constituents [ Include constituents with no valid address

—&wailable Fields — Filter:
Show: | <Al i
- Huery Fields -
[ Favorites
ohstituent Information

- Credit Cards

- Constitugncy

- Solicit Codes

- Constituent Solicitor Informat

- Prirnary Alurani Information | >
»

i Find...l Select | <-F|em0ve| Ehange...l _[I _]I ﬂl il LILI
< Bachk | Next = | Cancel | EunNowl

A - EE

I | I /

5. Mark the Include inactive constituents, Include deceased constituents,
or Include constituents with no valid address checkbox to indicate
whether or not you want these constituents in your queries.

You generally do not want to include inactive constituents, deceased
constituents, or constituents with no valid address in your queries.
However, checking any of these checkboxes gives you the ability to
include them for historic purposes. For this procedure, leave the default
marks in the checkboxes.

6. Inthe Show field, select “<AllI>". You can select a specific group of
fields, or select “<All>" to see a complete list of Available Field
categories.
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For information about

the default gift types
included in query results
when using Summary
Information fields, see
“Default Gift Types for
Summary Information
Fields” on page 89.

7. Click the plus sign to the left of the group name to reveal criteria fields
under each group. Click the Summary Information, Summary For Gift

group, and highlight the Total Amount of Gifts field.

42 New Constituent Query - T

he Raiser's Edge

File Edit “iew Fomat Fecords Favorites Tool: Help

EN=EINE T Y

1.Criteria IZ:DutputI Q:Sortl ﬂ:HesuItsl

The filkers entered here will determine the records that are output,

V¥ Include inactive constituents

IV Include deceazed constituents

¥ Include constituents with no valid address

—&wailable Fields

— Filters

Show: | <All

=

- Pledge Balance

Total Receipt Gift

+- Summary For Actions
+- Summary For Appeals

i GainfLoss Amaount ;I

Total Arnourt of Gif
i Tatal Mumber of Gift

+- Surmrmary Faor HonorAk el

A

3

<-Hemowe | [Ehange.. |

O o T e s e

4
i Find...l Gielest |

< Back | Nest > | o — | Bun Now |
| | 4
8. Click Select. The Edit Field Criteria screen appears.
Edit Field Criteria

9.

Criteria | Filter |

You hawe selected a

Total Amount of Gifts_1

summany field. After
entering the criteria for
this field, wou may
further refine the
results by selecting
the filter tak.

Operator: quuals

Walue: I

[

Cancel |

In the Operator field, select “greater than or equal to”. For more
information about query operators, refer to “Understand Query Criteria
Operators” on page 23.
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10. In the Value field, enter the amount $50. Because this field is already
formatted for monetary amounts, you do not have to enter in the $, only
the amount.

Edit Field Criteria [ x|
Criteria |Ei|tel |

Total Amount of Gifts_1
You hawve selected a

sumnmary field. After Operatar: Igreater than or equal to = |
entering the criteria for

this field, vou may Value:|$50.DU
further refine the
results by selecting
the filter tak.

Cancel |

11. Select the Filter tab.

Edit Field Critena

Fller

—&wvailable Fields r— Filters

[=- Gift Infarmation il
- deknowledge

- Acknowledge Date

- fdded By

-~ Amnount Billz

- Amount Coing

- mount To Credit To Ce

- ippeal Ligt
- Authorization Code

- Bank Name -
izl
Selent | <-F|em0ve| g = = | _[I_]Iﬂlilllll

] I Cancel |
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12. Inthe Gift Information group, highlight Gift Date and click Select. The
Edit Field Criteria screen for the Gift Date appears.

| Gift Date

Olperator: (e

Date: |<Specific dater j

Walue: I ﬁl

ak. I Cancel |

13. Inthe Operator field, select “between”. For more information about
criteria operators, refer to “Understand Query Criteria Operators” on
page 23.

14. In the Value 1 field, enter the date 01/01/2000.
15. In the Value 2 field, enter the date 12/31/2000.

Edit Field Criteria (%]
| Gift Date

Operatar; |between j

Walue 1: ID‘I.-’DUZDDD EII
Yalue 2: |1 24312000 EII
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16. Click OK. You return to the first Edit field Criteria screen.

Edit Field Criteria E
Criteria ~ Filter |

—Awailable Fields — Filters
... Direct Debit Beceived ﬂ ----- Gift Date between 01/01/2000 AND 12/31/2000

- EFT?

- Expires On

- First Installment Due |
- Fund Lizt

- [ift Arnount

- Gift Code

- Gift 1D
- [ift | Anonymous

PR e 'iﬁj
Select-> | <-F|em0ve| Change... | _[I_]Iﬂlililﬂ

Ok I Cancel |

17. Click OK. The criteria field with the criteria operator appears in the
Filters box.

12 New Constituent Query - The Raiser's Edge
File Edit “iew Fomat Hecords Favontes Tool: Help

CIE R EESIE TR

1:Criteria Ig:Dutputl Q:Sortl 4_1:F|esults|

The filterz entered here will determine the records that are output.

V¥ Include inactive constituents |V Include deceased constituents [ Include constituents with no valid address
r— Awvailable Fields  Filter.
Shows: |<AII> j +- Total Amount of Gifts_1 greater than or equal to $50.00

i GainLoss Amount d

Median

Made

i-- Pledge Balance

Total Armount of Gift:

- Total Mumber of Gift
Total Receipt Gift Ar

+- Summary For Honor/bder

+- Surmmary For Actions

+- Summary For Appealz

4 I I 3

@ Find...l <-F|em0ve| Ehange...l _[l _]I ﬂl il lILl
< Bachk | MNext > | Cahcel | EunNowl

I | I /

18. Highlight the Total Amount of Gifts field a second time in the Available
Fields box to select the gift dates for 2001.
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This message appears

if you select Ask me
each time | select a
summary in the You can
choose whether or not the
system should
automatically apply filter
criteria to summary fields
frame of Advanced Query
User Options.

Click Yes if you want

to retain the filters you
select on the Filter tab, but
need to change the operator
and values for the Total
Amount of Gifts field on
the Criteria tab.

19. Click Select. A message appears.

The Raizer's Edge

@ Do you wizh to apply applicable criteria to this zummary figld?

Mo | Cancel |

20. To select the filters you need on the Filter tab of the Edit Criteria screen,
click No.

21. Repeat the previous steps to complete the query for the years 2001 and
2002.

22. Because you want constituents that have given at least $50 all three years,
you must change the combining operators. To do this, highlight the
second filter and click And below the Filters box.

File Edit “iew Format Hecords Favortes  Tools

&

W %W A

42, New Constituent Query - The Raiser's Edge

Help

1.Criteria IZ:DutputI Q:Smtl ﬂ:HesuIts'

The filterz entered here will determine the records that are output.
W Include inactive constituents W Include deceazed constituents

r— Awvailable Fields

¥ Include constituents with no valid address

r— Filters

Show: | <All =

- Gain/Logs Amaunt ﬂ
- Median
- Mode
-- Pledge Balance
Total Amount of Gift:
i Total Mumber of Gift
Total Receipt Gift Ar
+- Summary For Honor/bd e
+- Summary For Actions
+- Summary For Appeals

A
& Find...l Select> |

3

<-Remove | Chanae... |

+- Total &mount of Gifts_1 greater than or equal to $50.00
+- OR Total Amount of Gifts_2 greater than or equal to $50.00
+- OR Total Amount of Gifts_3 greater than or equal to $50.00

o] o] o] 2] 2]

Cancel

e

< Blach |

Bun Mow |

4

23. Highlight the third filter in the Filters box and click And. For more
information about combining operators, see “Understand Combining
Operators” on page 28.
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24. Select the Output tab.

42, Mew Constituent Query - The Raiser's Edge

File Edit “iew Fomal Fecords Favorites Tools Help

H TR (a2
1.Criteria Q:Sortl =_1:F|esu|ts|

Select the fieldz to dizplay in the Resultz grid. “When exporting, these are the fields to export.

— Available Fields — Dutput
Show: [ <l i

- Query Fields -
Favorites
Constituent |nformation

Spouge

Aliases

Credit Cardz

Constitugncy

Solicit Codes

Constituent S olicitar [nformat
Prirmary Alurni Information =

+- Total Amount of Giftz_1
+1- Tatal Amaunt of Gifts_2
+- Total Amount of Gifts_3

2w EE-E R E

3
i Find...l Select | <-F|em0ve| Ehange...l LILI
| < Back | Next = | Cancel | Bun Mow |

I | I /

25. Click the plus sign to the left of the Constituent Information group.
Highlight the Name field.

26. Click Select. The Name field moves to the Output box. Use the up arrow
button in the lower right corner to move Name to the top of the list.

12 New Constituent Query - The Raiser's Edge

File Edit “iew Fomst Fecods Favontes Tool: Help
“IE I YRS \

1:.Criteria~ 2:0utput |§:Sort| 4_1:F|esults|

Select the fields to display in the Besultz grid. “When exporting, these are the fields to export.

— &wvailable Fields — Output
Showe: | <Al j - Name
- +|- Tokal Armaunt of Gifts_1
M!ddle Mame =] +1- Tatal dmount of Gifts_2
- Min Match Annual +- Tatal &rmount of Gifts_3
- Min Match Per Gift
- Min Match Total
- Name o
- Mickname

- Mo'Walid Addresses?
- Mo, Employees
- No. Subsidianes

-~ Organization Matches G *
4 I I 3
@ Find...l Select-» | <-F|em0ve| Ehange...l

< Back | MNext > | Cahcel |

Do not change the

filters for the Total
Amount of Gifts fields on
the Output tab. Use the same
filters on the Criteria tab and
the Output tab.
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27. Select the Sort tab.

42, Mew Constituent Query - The Raiser's Edge

File Edit “iew Fomat Fecods Favorites Tool: Help

H %W 2 a2

l:Eliterial 2 0utput § ; ¥ 4:F|esu|ts|

The records returned by the queny will be zoted by the fieldz selected here.

— Available Fields —Sort By
Show: [ <l =l
- Query Fields -
[ Favorites

Constituent Information
+- Spause
- Aliases

onstituent Solicitor Informat

rirnary Alurni Information |

4 3

i Find...l Gielest | <-F|em0\re| Ehange...l &I EI LILI
| < Back | Next = | Cancel | Bun Now |

A

28. Click the plus sign to the left of the Query Fields group. Highlight the

Name field.

29. Click Select. The Name field moves to the Sort By box.

42, Mew Constituent Query - The Raiser's Edge

File Edit “iew Fomat Fecods Favorites Tool: Help

E1E T Tk

l:Eliterial 20utput  2:Sort |ﬂ:F|esuIts|

The records returned by the queny will be zoted by the fieldz selected here.

— Available Fields —Sort By

Show: [ <l = - Name [&3c]

- Mau Match Tatal ;I
- Middle Mame

- Min Match Annual

- Min Match Per Gift

- Min Match Tatal =

==

- Mickname
- Mo Valid Addresses?
- Mo, Employess

- No. Subsidiaries hd
N

] el ] &

4
i Find...l Select-» | <-F|em0\re| Ehange...l

< Back | Next = | Cancel |

Bun Now |

A
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30. To view the results of your advanced query, click the Results tab.

12 New Constituent Query - The Raiser's Edge
File Edit View Format Records Favorites Tools Help

FIEEEEIET IR |
1.Criteria | 2 0utput I 3Sort I
Mame Total Amount of Gifts 1 | Total Amount of Gifts 2 | Total Amount of Gifts 3 =

Diresta, Joseph Patrick $450.00 2 6600 0o
Azhton, Elizabeth Ann $300.00 $10,000.00
Adamzon, Mark Daniel $6,100.00 $100.00 $750.00
Andrews, Allizon Eve $1,000.00 $£5.00 $15.750.00
Bach. Julie M arie $200.00 $5.350.00 $5.000.00
Compton, Auturmn Lynn $150.00 $1.050.00 $1.030.00
Davenport, Sean Alan $5.450.00 $100.00 $550.00 L
Ellis, &nthony Stephen $E00.00 $6.025.00 $5.075.00
Campbell, Jazon Douglas $3,300.00 $1.,500.00 $375.00
Firley, George D avis $375.00 $250.00 $1.150.00
Frantz, Paul Robert $1.,050.00 $50.00 $1.075.00
Grayson, wade Chiistopher $2,075.00 $400.00 $650.00
Henzley, Cale $1.000.00 $1.000.00 $2.000.00
Hart, Samantha Kelly $130.00 $2500.00 $6,100.00
|gley, Dean Pierce $500.00 $500.00 $4.500.00
Iwerny, Claudia Louize $1.800.00 $500.00 $2.500.00
Justin, Lorrel bayp $145.00 $250.00 $220.00 =
Kook In i b - b, 0 00 +0 00 41 000 O

< Back | et > | Cancel | Bun Mow |

| | 42 records | i

31. Save and close the query. For more information about saving a query, see
“Save a Query” on page 50.

If you use this query in another area of the program, such as Export, you
must use the same criteria for processing that is used in this query.
Default Gift Types for Summary Information Fields

For information about the default gift types when you use Summary Information
fields, refer to the following table.

Cash Pledge
Matching Gift Pledge Stock/Property
Stock/Property (Sold) Gift-in-Kind

Recurring Gift Pay-Cash | Other

If you need to include additional gift types in the query, select the Gift Type field.
Use the “one of” merge operator to select the additional gift types you need. For
information about merge operators, see “Understand Merge Operators” on

page 90.

To rename a column

heading, right-click
over the column name.
Select Column Heading
from the menu. Enter the
name you prefer in the
Column heading field and
click OK. You can also
rename a column heading
from the Output tab.
Right-click the field in the
Output box, and select
Column Heading from the
menu that appears. Enter the
column name you prefer in
the Column heading field
and click OK.

Pledge write-offs and

Matching Gift
write-offs are subtracted
from the totals.
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Merge Queries

Merging queries combines two queries to make a third. The records included in
the final query are determined by the merging operator selected. Merging
operators are simply the mechanisms that allow you to include or exclude records
from your final query. You can merge queries of different formats (for example,
merging a static query with a dynamic query), but both queries must be the same
type (for example, constituent, gift, or event). For more information about query
types and formats, refer to “Query Types” on page 20 and “Query Formats” on
page 22.

Understand Merge Operators

Merging queries allows you to create a new query from two previously created
gueries. Merge operators determine how your queries are merged and which
records are included in the final query. For example, if you want to send your
organization’s Annual Report to your constituents and you already mailed this
information to your Board of Directors, you can create a query for your mailing
using merging operators to exclude your Board of Directors.

Merge operators include AND, OR, XOR, and SUB. For the following examples,
the left circle represents the primary query containing residents of Texas. The
circle on the right represents the secondary query containing alumni. The
darkened areas are the records included in the resulting merged query.

AND. When you use the merging operator “AND”, only records that appear in
both queries are included in the final query. For this example, the merged
query consists of alumni living in Texas.

AND Results

'

Primary Secondary
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OR. When you use the merging operator “OR”, the two queries are combined to
make one query without record duplication. In other words, records can
appear in either query or in both. The final query contains all records found in
either query, but duplicate records will not appear. For this example, the
merged query consists of all alumni and all Texas residents. If John Doe is an
alumni and a resident of Texas, his name appears only once in the final query.

% Results

Primary Secondary
XOR. When you use the merge operator “XOR?”, the final merged query contains You can merge queries
only records that are in only one query or the other, but not in both. Records with different formats
found in both queries are eliminated from the final query. For this example, (for example, merginga
the merged query consists of Texas residents who are not alumni and alumni static query with a dynamic
who do not live in Texas. query), but they must be of
the same type (for example,
XOR Results Results constituent, gift, or event).

J

Primary Secondary
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@You can also merge
queries using Merge on
the Query page.

SUB. When you use the merge operator “SUB”, the final query contains records
found in the first (primary) query minus the records found in the second
(secondary) query. This is the only merging operator in which the order of the
queries is important. All records that appear in the secondary query and
records in both queries are eliminated from the final query. For this example,
the merged query consists of Texas residents who are not alumni.

Results SUB

Primary Secondary

> Merge queries

Merged queries combine records found in two previously created queries. The
records available in the merged query depend on the criteria operators used.
Merged queries can be either static or dynamic and their criteria cannot be
modified to include more filters. You can, however, include more output and
sorting fields.

1. From the Query page, from the menu bar, click Merge Queries on the
Query action bar. The Merge Queries screen appears. For more
information about accessing the Query page, see “Navigate in Query” on

page 5.
Merge Queries E
Brimary query: I ﬂ
Secohdary query: I ﬂ
erge operator: I'&ND vl
] I Cancel |
Click. here far a detailed explanation of merge operators.

2. Inthe Primary query and Secondary query fields, enter the name of the
queries you want to use.

You can also select the primary and secondary query using the binoculars
to access a list of available queries.
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3. Select the Merge operator. The operator determines which records from
each query are included in the merged query. For more information about
guery merge operators, refer to “Understand Merge Operators” on

page 90.

Merge Queries E

Erimary query: IBIank Prirnary Addreszes

|

Secondary query: IPrevious Doniors

Merge operator: IDH vl
[f I Cancel |

Click here for a detailed explanation of merge operators.

)

4. Click OK. The query record screen appears.

12 New Constituent Query - The Raiser's Edge
File Edit “iew Fomat Hecords Favontes Tool: Help

=N Y

2 0utput | 35ort | A:Results |

The filterz entered here will determine the records that are output.
M Include inactive constituents [V Include deceased constituents

¥ Include constituents with no walid address

r— Awvailable Fields

 Filter.

Sheuw: | <Al =l

- Query Fields -
B Favorites
-- Constituent |nfarmation

[#- Spouse

[ Aliases

[l Credit Cards

Constituency

Solicit Codes

- Constituent Salicitor [nfarmat

-- Primary Alummi Information | =
4 I | 3
@ Find...l Select |

<-Hemove | Eharge... |

] e

< Bachk | MNext > | Cahcel |

Bun Maw |

| | v

5. On the Output tab, select the output fields for your merged query. For
more information about selecting fields, see “Create a constituent query”

on page 29.
6. On the Sort tab, select the Sort field you want to use to sort the merged
query. For more information about selecting a sort field, see “Create a
constituent query” on page 29.

& If the queries you
choose for merging

have any filter fields with
the “<ask>" operator
selected, the Ask at Runtime
Wizard appears.

The Criteria tab of a

merged query is not
available because you
cannot add criteria fields or
criteria operators to a
merged query.
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Keys in a static query
are equivalent to the
number of records in a static
query. This number is also
visible at the bottom of the

Results tab.

7. Select the Results tab. A message appears informing you the program will
generate keys for a static query.

The Raizer's Edge |

Before a merged queny can be executed it must be zaved. After the query iz zaved the
zystemn will then generate kevs from the merged gqueries.

Do pou wish to continue?

o |

8. Click Yes to continue.
9. The Save Query As screen appears.

Save Query As (%]
Query name: I | Save I
Description:  |Menge of ‘Blank Primary Address’ OR ;l

"Previous Donars' Cancel |

Cluerny format: I Static X l

v Other users may execube this query

W Other users may modify this query

Create in: I General j Mews Category |

10. Enter the Query name for the merged query.

11. The Description appears automatically. This is the title of the Primary
and Secondary query used for the merged query. The merge operator you
select on the Merge Queries screen is also used in the Description.

12. The Query format field is disabled because a merged query can only be a
static query.

13. If you want to authorize other users to run your query, mark the Other
users may execute this query checkbox.

14. If you want to authorize other users to change your query, check the
Other users may modify this query checkbox.

15. Inthe Create in field, select the category to store the query. By default,
“General” appears.

16. To create a new category for the query, click New Category. On the New
Category screen, enter a name for the new category and click OK.

17. Click Save. A confirmation message appears.
The Raizer's Edge

Thiz iz a static querny. After the guemn has been saved the system will generate keys for
the records that meet the zpecified criteria.
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18. Click OK.

19. When the program finishes counting keys, or records in the query, another
message appears telling you how many records the static query contains.

The Raizer's Edge

created. 195 record(z] met zpecified criteria.

@ K.eys far static quen 'Previous Donorz'Blank Priman Addreszee’ were successully
Elapzed Time = 00:00:09

20. Click OK. The Results appear.

42 Previous Donors\Blank Primary Addreszee - The Raiser's Edge

Fil= Edit “iew Format Records Favortes Tool: Help

IE TSI IR

E:Dutputl F5ort |

Elahir Synagogue

Consulting Group, Ltd. 97

Buzineszs Information Systems 98

Bottling Unlimited 93 —

Cravis & Simms 100

Cotton Clothing, e, 1M

TheBean Grinder 102

Graphic Images. Inc. 103

Tyler & Hanson Aszsociates 104

Davenport Creamery 108

Jefferson Manufacturing 106

Charleston Developrment Corparation 107

South Carolina Blood Bank 108

Summerville Land & Lumber 109

Smith, "+ esley & Brennan 10

Qutside Investments m -
< Back | et | Cancel | Bun Mow |

| | 1595 recordz | A

21. To close the merged query, select File, Save from the menu bar.

Refresh a Merged Query

Merged queries that are static queries can be updated. When you want to refresh a
merged static query, the process varies slightly from updating a basic static query.
A basic static query would be a static query that is not created as a result of
merging two existing queries. For more information about updating basic static
queries, see “Refresh a Static Query” on page 62.

Keys in a static query
are equivalent to the
number of records in a static
query. This number is also
visible at the bottom of the

Results tab.
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@ If you want to update a
merged query by
changing the primary query
or secondary query, or by
changing the merge
operator, select Tools,
Query Options from the
menu bar. Select the Record
Processing tab and make the
changes you need in the
Merged Queries frame (this
frame is only visible for
merged query records).
Click OK to return to the
query tabs.

» Update a merged static query

1. From the Query page, select the merged static query you want to open.
For more information about accessing the Query page, see “Navigate in
Query” on page 5. For more information about opening queries, see
“Access a Query” on page 8.

& The Raiser's Edge JH[=] B3

Fle Edit View Go Favorites Tools Help

4 Back % Foert | Open in separate window

wrQuery

] Mew Query. .| 5| Open Merge Queries . 3¢ Delets . < Print ¥ Run Query &3 Export 3 Find . Organize Categories
Type: | N0 Format: | <all Formats> hd
Name Type  Descripton  Format  Crested  Crested by Records =
Lapsed Members Consti... Blackbaud s... Dynamic  07/17/2002 Supervisor 20 (appr:
Dropped Members with Dro... Consti... Blackbaud s... Dynamic  07/17/2002 Supervisor 5 (appri
Alumni with Class OF = <ask> Consti... Blackbaud ... Dynamic  07/17/2002 Supervisor 107 (zppri
Total Amount Given for Acti... Consti... Blackbaud s... Dynamic  07/17/2002 Supervisar 16 (appre
Partidpants with Event ID =... Partici... Blackbaud s... Dynamic  07/17/2002 Supervisor 15 (appri
Constituents with Defined T... Consti... Dynamic  07/30/2002 Supervisor 73 (appr:
Batch Number = <ask> Gift Blackbaud s... Dynamic  08/29/2002 Supervisor & (apprt
Fund ID = <ask> Consti... Blackbaud s... Dynamic  10/03/2002 Supervisor 1154 (appr:
@' Mapping Hon/Memorial Name = <ask... Gift Blackbaud s... Dynamic  10/03/2002 Supervisor 18 (appr:
Al Current Members Consti... Blackbaud s... Dynamic 01/08/2003 Supervisor 21 (appri
0 Admin All Campaigns Camp... Dynamic  10/08/2003 Supervisor 320 (appri
4 Local Residents Consti... Preferred ... Dynamic  10/20/2003 Supervisor 18 (appre
" Config Donors Since 2000 Consti... Dynamic  02/17/2005 Supervisor 1071 (appr:
5C Online Supporters Consti... South Caroli... Dynamic  03/29/2005 Supervisor 4 (appr:
% Scanning Constituent Code = Trustees  Consti... Dynamic  08/30/2005 Supervisar 11 (apprt
Donors for ‘This Month' Consti... Donors who ... Dynamic ~ 10/11/2006 Supervisor 21 (appri
E‘z"’ NetSoluti... Previous Donors\Blank Prim... H 07/22(2002 Supervisor
@ Dashbo... LI_I N .
||_ Only show my queries
& AuctionM R . .
Pro Recently Accessed Queries Quick Find
t\:a . P(evious Donurs\BIank.Pr\mary Addressee ﬂ | ﬂ
Gift search for Supervisor
Gifts for This Month' =

Welcome to The Raiser's Edge 7

2. On the action bar, click Open. The Merged Query screen appears.

42, New Constituent Query - The Raiser's Edge

File Edit “iew Format Hecords Favortes Tool: Help
B 1w 3 a2

2 0utput I 3Sort | 4:Rezults I

Select the fields to dizplay in the Besultz and. ‘w'hen exporting, these are the figlds to export,

— Available Fields — Dlutput
Show: | <Al j ;- Mame
- Constituent [D
- Inactive? ;I . Last Name
- Income
- |ndusty
- Ky Indicator |
-~ Last Changed By

- Maiden Mame
- Marital Status
- Match Notes

-~ Matching Gift Factor hd
4 I I 3
h Find...l Select-» |

< Bachk | Next = | Cancel |

<-F|em0\re| [Ehange... | LI LI
Bun Now |

43 records | i
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3. Click the Results tab. The list of results that appears is the original from
when the merged query was initially run.

& Previous Donorg\Blank Pnimary Addressee - The Raiger's Edge
File Edit “iew Format Records Favortes Tools Help

= e PoH| 7

E:Dutput] 3Sort

l

Mame Congtituent ID | Last Name |
Finley, George D avis 2 Finley
MeDionald, Susan Elizabeth 24 MeDionald
Hengley, Cole 29 Hengley
Furphy, David Benson 51 tdurphy
Molan, D ale Jeremy 55 Molan
Radcliffe, Keith Dwayne E7 R adcliffe
Battling Unlirmited 93 =
Cotton Clothing, Inc. 1m
The Bean Grinder 102
Tyler & Hansoh Azsociates 104
Davenport Creamery 105
South Carolina Blood B ank 108
Outzide [rvestments m
RCS Corporation 112
The Computer Warehouse 113
B aldwin Entertainment Corporation 118
“Wwegley & Sons 132 -
< Back | | Cancel Bun Mow
195 records

4. Click Save.

5. A confirmation message appears. The program searches the database for
any new records meeting the criteria you defined and adds them to the
query results.

The Raizer's Edge

i Thiz iz a static querny. After the guemn has been saved the system will generate keys for
the records that meet the zpecified criteria.

Cancel

Click OK.

When the program finishes counting keys, or records in the query, another
message appears telling you how many records the static query contains.

The Raizer's Edge

- K.eys for static quen 'Previous DonorssBlank Priman Addresses’ were successfully
created. 195 record(s] met specified criteria.
Elapzed Time = 00:00:09

8. Click OK. The list remains the same.

Keys in a static query
are equivalent to the
number of records in a static
query. This number is also
visible at the bottom of the

Results tab.
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You can also press F5
4 on your keyboard to
refresh.

The updated results in

a static query save
when you click Save on the
toolbar or select Records,
Refresh from the menu bar.
If you select the Results tab
or click Run Query on the
toolbar, the static query
updates, but the changes are
not automatically saved.

9. From the menu bar, select Records, Refresh to refresh the merged static
query.

4 Previous Donors\Blank Primary Addressee - The Raizer's Edoge

Favaorites Tool: Help

| Eirst P M| 7
4| Eievious
b Hext
N Ml Last =
McDionald, Suzan Elizabe McDonald
Henzley, Cale 29 Hengley
Murphy, David Benzon a1 turphy
Molan, Dale Jeremy 55 Malan
Radcliffe, Keith Dwayne &7 R adcliffe
Bottling Unlimited 99 fo
Cotton Clothing, Inc. o
The Bean Grinder 102
Tyler & Hanzon Azsociates 104
Davenport Creamery 105
South Caroling Blood Bank e
Outside Investments m
RCS Corporation 112
The Camputer Warshouse 113
B aldwin Entertainment Corporation 118
‘Wesley & Sons 132 hd
< Back | et > | Cancel | Bun MNow |
| | 195 records | A

The list updates to reflect the changes made in your database.

& Previous Donorg\Blank Pnimary Addressee - The Raiger's Edge

File Edit “iew Fomat Records Favortes Tools Help

RS M < » m|2-

Finley
MeDonald
Hengley, Cole 29 Hengley
Furphy, David Benson 51 b urphy
Molan, D ale Jeremy 55 Molan
Radcliffe, Keith Dwayne B7 R adcliffe
Battling Unlimited 99 Fe
Cotton Clothing, Inc. m
The Bean Grinder 102
Tyler & Hansoh Azsociates 104
Davenport Creamery 105
South Carolina Blood Bank 108
Outzide [rvestments m
RCS Corporation 112
The Computer Warehouse 113
B aldwin Entertainment Corporation 118
Wwegley & Sons 132 -
< Back | et > | Cancel | Bun Now |
| | 195 records | i

10. To close the refreshed, merged query, select File, Close from the menu
bar.
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Query Formatting

Once you create a query and produce the output, you may want to change the
appearance of the results. You can easily assign alternate formatting options for
the font size and style, column width, grid lines, and query headings. The
formatting options discussed in this section are enhancements that affect only the
appearance of the information you selected as output for the query.

You can also assign alternate formatting to certain criteria fields, but those
formatting options are defined on the Query tab of the User Options screen. For
more information about User Options, see “Query User Options” on page 12.

You can assign several formatting options to your query results.

Format Options

You can use 11 menu options to determine formatting for your query results.
These options are accessed from the Format menu of the Results tab. From the
Results tab, you can also access some Format menu options by using the
right-click menu.

42, Board Members - The Raiser's Edge

File Edt Wiew BN Fecords Favortes Tool: Help

B R Eon ?-
R I 20u Grid Properties. ..
LColumt Heading. ..
a referred Full Address |_azt Gift
Hide Colurmn iavannah, Ga 31406

Mrz. Kathleen Re s ElbiE. 2|0 akview Plantationllatanta, Ga 30066

kr. Sean Alan . o iami, FL 33147 k1
Mr. Paul Robert | 2utesis Columns - Ble& e )rd) OH 44104

Mz S amantha Ko Freeze idence, Rl 02907

Mr. Richard Jose Unfreeze 15 alt Lake City, UT 54106 ¥
M= Andrea Lynn EllLittle Rock, AR 72212 $10
kr. Michalas Yine IV_ﬂDliZDntEﬂ Gridlines Orlando, FL 32803

Dr. Christopher T IV_EerticaI Gridlines ington, DC 20010

Dir. Robert Carlos o, IL 60629

Report Properties...

1| | 3

< Back | et | Cancel | EunNowl

| | 10 records | i

Font. Several font formatting options exist for fonts. You can change the font
name, style, and size. You can define font formatting options for the
information contained in the results grid and column headings, or you can
choose to assign separate font options for the column headings.

Grid Properties. Grid Properties lets you determine the number of entries that
should appear on a row. You can also use this menu option to determine if you
want the program to automatically assign headings at the top of each column
and determine the number of rows allocated for the heading.
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Format menu options
are available only from
the Results tab of a query.

Column Heading. This menu option lets you select a specific name for a
column. The program automatically assigns a default column name depending
on the output fields selected. This menu option is not available from the
Format menu, only from the right-click menu.

Hide/Show Columns. You can choose to Hide Columns or Show Columns
of information contained in your query results.

Autosize Columns. This function automatically sizes columns to
accommodate the largest data field entry for that column.

Freeze/Unfreeze. Freezing a column prevents it from being moved or scrolling
off the page when you are viewing query results. All columns of information
can be moved by clicking on the heading and dragging it to another spot.

Horizontal Gridlines. Horizontal gridlines run from left to right in between the
rows of data fields. A check mark by the Horizontal Gridlines menu option
indicates the gridlines will appear. To remove gridlines, select this menu
option and the check mark disappears.

Vertical Gridlines. Vertical gridlines run from top to bottom between columns.
A check mark by the Vertical Gridlines menu option indicates the gridlines
will appear. To remove gridlines, select this menu option and the check mark
disappears.

Report Properties. The Report Properties menu options let you define
whether the query results print in landscape or portrait setting. You can also
determine the heading or title for the query report and decide if you want to
print the organization’s name or date with the heading. These menu options
also allow you to define information to include in a page footer.
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> Format query results

You can customize how your query results appear with The Raiser’s Edge
formatting menu options. These are extremely helpful if your query results are
prepared as reports or if certain information on the query results should be
highlighted or hidden. The following example shows only how to set a few
formatting menu options, but the procedure is basically the same for the
remaining menu options.

E} The Development Director of your organization wants you to format the
query results of the Tribute Records query to show only the constituent
name and tribute type. You are presenting this information to the Board of
Directors and want to change the heading font style and size.

1. From the Tribute Records query record, select the Results tab. For more
information about accessing the Query page, see “Navigate in Query” on
page 5. For more information about opening queries, see “Access a
Query” on page 8.

42 Tribute Records - The Raizer's Edge

File Edt “iew Fomat Record: Favortes Toolz Help
: EMI‘I%IMIR “ v M2
1 I:ntenal 2I:|ut|:|ut| 350

Idame Tribute Tyupe Tribute Description Tnbute From 4+

¢ In Special Recogn their o

Tuler & Hanzon # e
Mew Mexico Gaz & Electi In Special Recogn the donation of services to the Communlty 11;’1 999

MNashville Healthcare In Support OF the initiative toward increazing Cancer research 10/1937
trz. Allizon Eve Andrews In Special Recogn her committment to the Food Bank Outreach pre 03/2000

tdrz, Francis Baker In Special Recogn Francis and Derick's 25th Anniverzam 09/01.1937
trz. Kathleen Roze Bent In Honor OF Teacher of the Year 06/03/2002
tdrz. Angela Diresta In Special Fecogn receiving the Harizan Volunteer Award 124642000
tr. Hamy Ernest Goodzor In Honor OF hiz 2000 S ailing Regatta wickary 06/17/2000

[ir. Robert Carloz Hernan In Special Recogn Dr. Robert Hemandez, Pediatrician of the vear 09/1993

Dr. Fobert Carlos Hernan Far the Marriage of hiz daughter Camilia Hemandez-G arcia 041042000
tz. Wwilla Jane Kiger I b emany OF her life of dewvation ta our pouth
g, willa Jane Kiger In Special Recogn the dedication of the Hospice “Wing 08/1995
tr. Jozeph Alan Mahone Far the Birth of their Granddaughter Alexis 12/08/1993 —
tdr. Jozeph Alan Mahone In kMemary OF her loving husband Jozeph Mahoney 05/12/1938
tr. Otto Gregaony Montgal In Honor OF hiz birthday -
1| 3
< Back | [HERE> | Cancel | Bun Mow |
| | 17 records | 4

2. To show only the constituent name and tribute type, from the menu bar,
select Format, Show Columns. The Show screen appears with all the
columns shown on the query Results tab checked on.

Show Columns

St

[w] Trlhute Type 4|
[w] Tribute Descrption Hide |
Tribute From D ate

Tribute To D ate Close

From the Results tab

you can also access
certain formatting menu
options by right-clicking on
the grid.

All alternate query

formatting is saved and
replaces the formatting of
the original query. If you
refresh the query, the
formatting remains the
same.
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3. To hide the Tribute Description, Tribute From Date, and Tribute To

Date columns, unmark the checkboxes to the left of these fields.

4. Click Close. You return to the Results tab of the query record. Only the
name and tribute type appear in the grid.

4@ Tribute Records - The Raizer's Edge

File Edt %iew Format Records Favortes Tools Help

=IEIFEEEIET IR £

1:Eriteria| E:Dutputl 250t 4:Results |

Tyler & B In Special Recognition OF
MNew Mesico Gas & Electric In Special Recognition OF
M ashwille Healthcare In Support OF

Frz. Alizon Eve Andrews, Ph.OD. In Special Recognition OF
tdrz. Francis Baker In Special Recognition OF
trz. Kathleen Roze Bently In Honor OF

Mrz. Angela Diresta Ih Special Recognition OF
tr. Harry Ernest Goodson, Sr. In Honor OF

Dr. Robert Carlos Hernandez, M.D. In Special Becognition OF
Dr. Robert Carloz Hernandez, M.D. For the Marriage of

e willa Jane Kiger In b emory OF

tz. Willa Jane Kiger In Special Recognition OF

tdr. Jozeph Alan Mahoney Far the Birth of

k. Jozeph Alan Mahoney Ir Memony OF

tr. Otto Gregon Montgonmeny In Honor OF o

trz. Jenny Rhodes In Memory OF -
< Back | || =e | Cancel | Bun Mow |

| | 17 recards | 7

5. To change the heading font size and style, from the menu bar, select
Format, Font. The Font screen appears.

Font

Grid Fant... | M5 Sans Serif, Regular, 8 pt.

¥ Uze grid fant for colurmn headings

(St HEadmas Fant... | M5 Sans Serif, Regular, & pt.

(1]4 I Cancel

6. To access the column, heading, and font options, unmark the Use grid
font for column headings checkbox. The Column Heading Font button
is now enabled.
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7. Click Columns Heading Font on the Font screen. A second Font screen

appears so you can select the font, font style, and size you want for your
heading.

Fant style:

|F| eqular

Italic
Bald
Bold [talic

~Sample—————

| AaBbrygz

Script:

IWestern ;I

8. Inthe Font box, select “MS Sans Serif”. Select the font size and style you
want for your headings.

9. In the Font style box, select “Bold Italic”.
10. Inthe Size box, select “12”.
11. Inthe Script field, leave the default “Western”.

Font EHE
Font: Faont gtyle: Size:
M5 Sans Seri Biold Italic | oK. |
WS Sans Senf Regular o I SR
M5 Seri Italic B 10 I Cores |
Roman Bold
fﬂ:‘ S4Cr Bold [talic 14
T SatBar — 18
Script 24
Small Fonts LI LI j
—Sample
I AzBb s
Script:
IWestern LI

Use the Sample box to

view the font format
for your Heading on the
query Results tab.
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12. Click OK. You return to the Results tab. Notice the differences in your
font, style, and size.

4@ Tribute Records - The Raizer's Edge

File Edt %iew Format Records Favortes Tools Help
=E FEEEET IR £

1:Eriteria| E:Dutputl 250t 4:Results |

Hame frifite ype =
Tyler & H: cia

In Special Recognition OF

Mew Mexico Gaz & Electic
M azhville Healthcare

trz. Allizon Eve Andrews, Ph.D.

trs. Framciz B aker

In Special Recognition OF
In Support OF

In Special Recognition OF
In Special Recognition OF

trz. K.athleen Roze Bently In Honor OF
Mrz. Angela Diresta In Special Recognition OF
tdr. Hamy Ernest Goodson, Sr. In Honor OF

Cr. Robert Carlos Hernandez, b.0.
Cr. Robert Carloz Hernandez, .0,

In Special Recognition OF
For the Mariage of

tz. Willa Jane Kiger In bemory OF

tz. Wwilla Jane Kiger In Special Recognition OF

tr. Jozeph Alan Mahoney Far the Birth of —

tr. Jozeph Alan Mahoney In Memory OF

tdr. Otto Gregary Montgarmery In Honor OF =
< Back | || =e | Cancel | Bun Mow |

| | 17 recards | 7

13. To close the query record, select File, Close from the menu bar.

Eliminate Duplicates From a Query

With The Raiser’s Edge, there are multiple ways to avoid displaying duplicate
information in query results. When you first create the query, make sure to use the
correct query type. For example, you create a gift query. One constituent has five
gifts in the query. All five gifts appear in query results because they are not
duplicates and each gift is a separate record. If you want to query on an entire
constituent record, you need to create a constituent query. For more information
about query types, see “Query Types” on page 20.

To eliminate as many duplicates in your query as possible, follow these steps.

U Limit the number of output fields in the query. Specifically, limit the number
of one-to-many fields, such as Gift Type or Home Phone Number. For
example, if you place Home Phone Number in the output, and John has three
phone numbers, each number appears on a separate row in the query results.
However, when you save the query and use it to run labels, John’s name
appears only once.

U Increase the number of filters in the query. For example, when you filter
Phone Number, also filter Phone Type. This limits the phone number to a
specific type.

U Select Tools, Query Options from the menu bar. Mark the Suppress
duplicate rows checkbox and then save and run the query. Use this option if
your query does not contain one-to-many fields.



QUERY

> Suppress duplicate records

When you use the Suppress duplicate rows checkbox, duplicate rows may
still appear for one-to-many fields in query results. For example, if you select
to output Phone Number in the results, the rows do not necessarily contain
the same data. Therefore, the rows are not considered duplicates. Using this
example, one row for a constituent could contain the home phone number.
The second row for the constituent could contain the cell phone number.

To eliminate duplicates, use the query in other functions, such as Mail or
Reports. You can also export the query to Microsoft Excel to delete or hide

duplicates.

1. From the toolbar of a query record screen, select Tools, Query Options.
For more information about accessing the Query page, see “Navigate in
Query” on page 5. For more information about opening queries, see
“Access a Query” on page 8.

42, Gift search for Supervisor - The Raiser's Edge
File Edit Wiew Format Records Favorites | Tools Help

FIEEEEEIEE K

I[=] B3

1.Criteria | 2 0utput I 3Sont

why are there duplicates in my query resulks?

Query Options...

User Options. ..

Add Concrete

06/15/2008

Cash

$30.00 Botanical Garden

Afd Concrete 05,/30,/2005  Qther $40.00° Smith-Brown 5cha
AEC Learning Center 05/22/2007  Stock/Property $1.000.00 President's Develo__|
ABC Learning Center 01A14/2007  Cash $2.500.00° Intemational R eliel
ABC Learning Center 01/13/2004  Stock/Property $1.800.00 Acquizition Fund
Angela Diresta (Angela Abhrams) 0340172008 Gift-in-Kind $1.000.00 Building Fund
Angela Diresta (Angela Abhrams) 0E/25/2006 Cash $100.00° Building Fund
Aingela Diresta [Bngela Abhrams) Q70 /2005  Cash $30.00 Playground Site
Mark D. &damzon 11415/2008 Cash $75.00 2008 Annual Fund
Mark D. &damson 06/25/2008 Cash $50.00° 2008 Annual Fund
Mark D. &damson 06/06/2008 Cash $2.000.00 International Reliel
Mark D. &damson 06/01/2008 Cash $100.00 2007 Annual Fund
Mark D. ddamnzon 05,/30/2008 Cash $100.00 2008 Annual Fund
Mark D. &damzon 06A15/2007 Cash $60.00 International Feliel
b arl M A damean NASIESINNT  Cach A5 100 N0 |nbarn akional Falial
1 r | 3

< Back | Hewt > | Cancel | Bun Now |

1719 records | 4

The Query Options screen appears.
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2. Select the Record Processing tab.

Query Dptions E3

i| Gt Erncessingl Advanced Processzing

General :

™ Select from query:l ﬂl
™ Suppress duplicate rows
™ | Applh autmut limits:

) Bandom sampling. Mo, of recornds bo include:l—

§ Nt tartomraws. Lt o [Hurmber

WEBA Macro: I j

ok I Cancel |

3. Mark the Suppress duplicate rows checkbox.

Gift Processing | Advanced Processing

Query Options

General ;

™ Select from quer_l,J:I ﬁl
™ Suppress duplicate rows
I | Eppl antput limits:

) Hendemsampling Mo, of records to include: I—

& inmittatoprovws Limittal [Humber 2]

WEBA Macro: I j

ok I Cancel |

4. Click OK. You return to the query record screen.

5. Select your criteria, output, and sort fields and view the results.
6. To close the query record, select File, Close from the menu bar.

Use Output Queries as a Source for a New
Query

You can create queries to group records you used in program functions, such as
Mail and Reports. For example, if you are creating labels for the participants of a
conference, you can create an output query of the records you use in this function.
An output query, in this case, is simply a query of all records for which a label was
printed.
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Creating output queries is recommended, especially when you are performing
functions such as importing, globally adding constituents, and posting gifts to
General Ledger which can potentially change your entire database. You can use
the output queries generated in Reports or Batch to verify the results of your
process or to limit the scope of additional functions to the group of records
included in your output query. For example, you can import into your database the
information for new constituents and create an output query with these records.
Later on, you can use the output query to send this group of new constituents
letters, or you can use this group as a source for another query.

> Select records from an existing query

You can use an output query as the source for a new query. Selecting records
from a previously created query can reduce the time it takes the program to
generate results. It also limits the records used to the ones included in the
guery. You can select records from a dynamic or static query, but the records
must be the same type. For more information about query types, refer to

“Query Types” on page 20.

E} The Development Director for your organization previously asked you to
generate a list of volunteers for your national organization. You created an
output query to group these records, which you named Volunteers. Now,
your Director asks you to generate a list of all volunteers who gave gifts of
$50 or more, for a special mailing. To save time and effort, you want to
create a new query from the existing VVolunteers query.

1. From the Query page, on the action bar, click New Query. The New
Query screen appears. For more information about accessing the Query
page, see “Navigate in Query” on page 5. For more information about
creating a new query, see “Create a constituent query” on page 29.

12 New Constituent Query - The Raiser's Edge
File Edit “iew Fomat Hecords Favontes Tool: Help

?-

3 2| = 68

2 0utput | 3:Sart | 4:Results |

e filters entered here will determine the records that are output.
V¥ Include inactive constituents [V Include deceased constituents [ Include constituents with no valid address

r— Available Fields — Filter:
Sheuw: | <Al =l

- Query Fields -
+]- Favorites
- Constituent [nfarmation

- Spouze

- bliazes

- Credit Cards

- Constituency

Solicit Codes

Constituent Salicitor |nformat

- Primary Alurmni Information | *
»

& Find...l Select->| <-F|ernove| Ehange...l _[l _]I ﬂl il LIL'
| < Blach | Mest » | Cancel | EunNowl

| v

- -

A
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2. From the menu bar of the new query record, select Tools, Query
Options. The Query Options screen appears.

Query Options E3

ecord Processing | Gift Processing I Advanced Processing |

Query Type: IEonstituent VI Cluery Format: IDynamic 'I

Cluemy Wame: |
Categony: I Gereral j
Description: :I

|-
[v' Other users may mn thiz quany
v Other users may maodify this query
(14 I Cancel |
3. Select the Record Processing tab.
Query Options E

General Hecord Processing I Gift Elocessingl Advanced Processing

¥ Select from quel_l,l:l ﬂl
[~ Suppress duplicate rows
= Leppl cutmut linits

) Handom sampling. Mo, of records o include:l—

G0 Limit b fomrows: Lirit tol INumbet vl

(]9 I Cancel




QUERY 109

4. Mark the Select from query checkbox and enter “Volunteers™. You can @ You can only select the
also click the binoculars to access a list of available queries to search for same type of query as
your query. you want to create. For

example, a constituent query
Query Options [X] can only serve as a source to
General Becord Processing | Gift Emcessingl Advanced Processing create another constituent
query.
V¥ Select from queny: I\.fg|untee,s ﬂl

[~ Suppress duplicate rows
= | Zepply ot limits
) Bandom sampliig. Mo, of records to include:l

1 Limit tofom rows: Limit tol INumbel 'I

WBA Macr: I j

(1]4 I Cancel |

5. Click OK. You return to the new query record. @ If you just want to open
an output query, do this
from the Query page. When

6. On the Criteria tab for this new query, in the Available Fields box, under

Gifts, select Gift Amount. The Edit Field Criteria screen appears. you close and save the
a. Inthe Operator field, select “greater than”. output query, the Save
Query As screen appears.
b. In the Value field, enter $50. The name you selected when
you originally created the
42 New Constituent Query - The Raiser's Edge Output query (”’] another
File Edit Yiew Fomst Hecords Favortes Tools Help program function such as
(= RECN= A= Mail or Reports) defaults in
1.Criteria IZ:DutputI §:Sort| ﬂ:HesuItsI the Query name field. You
The filterz entered here will determine the records that are output. can keep the same OUtpUt
¥ Include inactive constituents ¥ Include deceased constituents W Include constituents with no valid address query name or rename the
~ Awailable Fields - Filter output query.
Show: |<AII> j Gift Amount greater than $50.00

First Installment Due ﬂ
First Prerium Due

Gift D ate

Gift Has Been Realized? ||
Gift Has Fealized FReveny
Gift 100

D
i Find...l Select->| <-F|ernove| Ehange...l _[l _]I ﬂl il iILl

< Bachk | MNext > | Cahcel | EunNowl

I | I /

7. On the Output tab, under Constituent Information, select Name. To move e You can set your User
it to the Output box, click Select. A4 Options to
] . automatically include all
Repeat this step to select Job Assignment, Department, and Start Date criteria and sort fields on the
under Volunteer, Assignments. Gift Amount automatically defaults in the Output tab. For more
Output box. information, see “Query

User Options” on page 12.
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8. Inthe Output box, use the up and down arrows to change the order of the
output fields. The results can appear in any order.

42, Mew Constituent Query - The Raiser's Edge

File Edit “iew Fomat Fecords Favorites Tool: Help
=1 = AR

1.Criteria 2 0utput |§:Sort| ﬂ:HesuItsl

Select the fieldz to display in the Resultz grid. When exporting, these are the fields to export.

— Available Fields — Dlutput
Show: | <All Zl{ (T - it Amount
i Mame

Lettel.Sent On ;I - Wolunteer Job Assignment
- Location i Wolunteer Job Assignment Department
- Notes “ Valunteer Job Assignment Start Date
- Pogition
- Requested On
- Start D ate
- Start Tirme:
- Statug i
- Supervizor
- T ask hd

4 I | »

& Find...l Select-» | <-F|em0\re| [EfatEe:.. | LI

< Back | Next = | Cancel | EunNowl

I | | 7

9. Select the Sort tab. In the Available Fields box, highlight Last Name and
click Select to move it to the Sort box. For more information about
selecting sort fields, see “Create a constituent query” on page 29.

42, Mew Constituent Query - The Raiser's Edge

File Edit “iew Fomat Fecords Favorites Tool: Help
=1 = AR

l:Eliterial 20utput  2:Sort |ﬂ:F|esuIts|

The records returned by the queny will be zoted by the fieldz selected here.

— Available Fields —Sort By
Show | <allz j ----- Last Mame [hac)
- Incarme: ;I
- |hidustry

- Key Indicator
- Lagt Changed By |
b M ame:

- bl aiden Mame

- Marital Status

- Match Naotes

- Matching Gift Factor

- Mau Match Annual hd

4 3
i Find...l Gielest | <-F|em0\re| Ehange...l &I EI LI LI
| < Back | Next = | Cancel | Bun Now |

| v
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10. Select the Results tab. The query automatically runs and the results
appear. The query output is limited to records found in the original report
output query.

42, Mew Constituent Query - The Raiser's Edge

File Edit “iew Foimat Records Favorites Tool: Help
Dz« |2

1.Criteria | 2 0utput I 3Sort

Adamson, Mark Daniel $1.000.00 Parking &ssistance Volunteers
Adamzon, Mark Daniel $375.00 Soup Kitchen Community Service 1AM .A2000
Adamzon, Mark Daniel $75.00 Lawn Care Maintenance 01/0./2000 —
Awdeenko, Lucy Gaylor $100.00 Mevsletter Business 12/16/1939
Avydeenko, Lucy Gaylor $100.00 Decorations Sporting Events 044272002
Awdeerko, Lusy Gaylor $100.00 % ait Staff for Lunch Break  Sporting Events 124072002
Awdeenko, Lucy Gaylor $100.00 wait Staff Wolunteers 124152001
Awdeenko, Lucy Gaylor $100.00 Promotion Committee Sporting Events /0272002
Baker, Francis Evelyn $1.000.00 Phone calls E ducation 0442722002
Bently, Kathleen Foze $1.000.00 Crowd Caontral Public 5afety 044272002
Bently, Kathlzen Rose $2.000.00 Computer Community Service 06/30/2000
Bently, Kathl=en Roze $150.00 W ait Staff for Lunch Break  Public Safety 1240742002
Bently, Kathleen Foze $175.00 wait Staff ‘Wolunteers 12M15/2001
Campbell, Jazon Douglas $75.00 Lawn Care M aintenance 09/13/2001
Clover, Zachery Johnathon $175.00 W ait Staff Wolunteers 124152001 |-
] s
< Back | ezt | Cancel | Bun Now |
| | 73 records | i

11. To close the query record, select File, Close from the menu bar.

Delete Multiple Queries

You can delete a group of queries from your database. We recommend you make
a backup copy of your database before you delete any records. We also suggest
you print a control report of all queries you decide to delete. The control report
lists all filtering criteria used and the output and sort fields selected. This can be
extremely helpful if you decide to recreate the query.
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You cannot delete

queries that are part of
an action track or business
rule.

You can also delete
multiple queries by
right-clicking on the Query
page and selecting Delete

Multiple Queries.

We recommend you

back up your system
before deleting any queries.
Deleted queries can be
restored only from a backup
of your system.

» Delete multiple queries

In The Raiser’s Edge you can delete a group of queries. We recommend you
use the Query type and Query format fields and the Only show my queries
checkbox to determine which queries are available for deletion. Using these
filters prevents you from unwittingly deleting queries you did not create.
Queries associated with business rules or action tracks cannot be deleted and
will be excluded from the delete multiple queries task.

1. From the menu bar of the Query page, select Tools, Delete Multiple
Queries. The Delete Multiple Queries screen appears. For more
information about accessing the Query page, see “Navigate in Query” on

page 5.

Usge the 'Delete? column to indicate which queries to Delete, Select 'Delste Mow' to delete the selected gquernies.

Guerm type: |<A|| typess vl Querny format: IDynamic vl

Delete? | Query Name I Description I Created On I Created Bgﬂ
- Action search for Supervigor Usged by the Search Screen for .. 12/28/1999 Supervisor
- Action Track: Completed =%es  Segments of the Action tracks ... 02/21/2000 Supervisor
- Action Track: Interest Generate... Segments of the Major Donor A, 02/21,/2000 Supervisor
- Action Track: Interest Generate... Segments of the Major Donor A, 02/21/2000 Supervisor
[l Appeal search far Supervizar Used by the Search Screen for ... 0842341999 Supervizor
- Board Members Thiz quemny is being used in aB... 124231999 Supervizor
- Campaign search for Supervisor | Used by the Search Screen for .. 0842341933 Supervizor
- Constituent search for Supervigor Usged by the Search Screen for .. 08/23/1999 Supervisor
- Development Committee [Const... This quemn iz beingused in a B... 01/31,/2000 Supewisol_lll

4 | I 3
[ Dnly show my queries

|TotalQueries; 29 |TotalQueries to Print; 0

Beside each of the queries you want to delete, mark the Delete?
checkbox. If you want to delete all queries in the grid, you can mark all
the Delete? checkboxes by clicking Select All on the action bar.

To delete all queries with the Delete? checkbox marked, on the action bar,
click Delete Now. A warning message appears.

Delete Multiple Queries (x|

Uze the 'Delete?' column to indicate which queries to Delete. Select 'Delete How' to delete the selected queries.

Huery type: IEonstituent 'l Query format: ID_I,Jnamic: 'l
= = % % '®
Delete? I Query Name I Description | Created On I Created Bgﬂ
- - .. . . - — PO -
:; The Raiser's Edge <]
r V'ou have selected a total of B guernies to be deleted, Are you sure you want to delete
Il them now?
W
m o |
[ -
v Prospects 0240722000 Supervizor
[ Solicitors 124131993 Supervisor | =
4 I I 3
™ Orly shaw my queries

|T0tal Queries: 15 |T0ta|l]ueries to Frint: 11
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4. Click Yes to continue.

5. Once the query deletion process is complete, a screen detailing the
number of records processed and the number of exceptions appears.

Delete Multiple Queries - The Raizer's Edge

Query Deletion Complete

[uenes Processed: 5}
Queries Deleted: 5
Total Exceptions: i}

6. Click Close. You return to the Delete Multiple Queries screen.
7. Click Cancel to return to the Query page.

Export a Query

Exporting is how you send (export) selected information from your database to
another software application. You can export the results of any query to a word
processor, spreadsheet, or reports program. You can use many export formats.
Export formats determine the way the data extracted from your query results
appears and with which software application it is used. Some export formats
include: Microsoft Excel, dBase, and Lotus 1-2-3.

When you export information from the Results tab of a query, what you see is
what you get. In other words, the exported information is limited to how it appears
in the query results. We recommend using Export for full exporting capabilities.
For example, you create a constituent query for those who donated $5,000 or
more, and you select the output constituent name, gift date, and gift amount. If
David Murphy donates over $5,000 on two separate occasions, you see results for
each gift given. If you export the query information through Export, you can
manipulate the results to get the name listed only once, with each gift and gift
date. For more information about exporting, refer to the Export chapter of this
book.

& Even though you can
export information from
Query, for full export
functionality we recommend
you use Export.
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When you export the

Results tab, you can use
only the data generated from
your output field choices. If
you create a query and use
the query in Export, you
have access to all
information contained in the
records.

gYou can also export a
query from the Query
page by highlighting the
query you want to export
and clicking Export on the
action bar.

Selecting certain file

types in the Export file
type field enables the
Include header checkbox.
If you mark this checkbox, a
header of the export field
names are included in your
data file.

@ You can click the

¢ Browse button to
easily name and locate your
export file.

> Export a query

Exporting a query’s results can be useful if you want to use only the
information generated from your output field choices. For example, you can
use data extracted from a query’s results to create a spreadsheet for further
analysis. You can export information within the results grid or the entire
display of information from the Results tab. You can also export directly to
Microsoft Excel, if you use that program.

1. From the Results tab of a query record, click Export on the toolbar. The
Export screen appears. For information about opening a query record, see
“Open a query record” on page 8.

Export E
Expart file tupe: ITE Comma-Separated Values j
Expart file name: IE:\,MyFiIes _I

W Include header

Export Mow I Cancel

If the selected query contains any filter fields with the “<ask>" operator,
the Ask at Runtime wizard appears. Once you select all criteria, the
Results tab of the query displays and the Export screen appears.

2. Inthe Export file type field, select the type of data in which you want
your file to export. For more information about export file types, see
“Export Formats” on page 134.

3. Inthe Export file name field, assign a location and name your data file.
For example, you may want to save this to C:\MyFiles or another folder
you prefer. After you assign the data file to a location, name the data file
“Export.csv” in the Export file name field.

Export E
Export file bype: IE Comma-Separated Yalues j
Expart file name: IE:\,MyFiles'\E:-:port.csv _I

¥ Include header

Export Mow I Cancel

4. Click Export Now. If the file already exists, a message appears asking if
you want to overwrite that file with the new version.

5. To overwrite the existing file, click Yes.
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When Query finishes exporting, a message appears informing you that
your export files have been created.

The Raizer's Edge

'C:AMuFileshE sport. cev' created successfully. 73 record(s] written.
Elapzed Time: 00:00:01

6. Click OK. You return to the Results tab.
7. From the menu bar, select File, Close to close the query record.

Send a Query’s Results as Electronic Mail

You can share information you grouped in Query with other users through
electronic mail. You can send the results of a query to another user for further
analysis or to use in other tasks. When you email query information, you perform
two tasks: you change the format in which the information appears on the Results
tab and you send it to another individual. Before you send an email of your query
results to another user, you must first assign it a format. The format determines the
appearance of the information and with which software applications it can be
used. Sending an email of your query results can be particularly useful for
situations in which you need to quickly reference the query results, but do not
need to access or edit the query record.

> Send a query’s result as email

When you send an email of a query’s results, you create a data file with the
information you want to send. You then assign a format (dBase IlI,

Lotus 1-2-3, Microsoft Excel) to the information in the data file. Once you
assign your format, another user can access the information without using
The Raiser’s Edge functions.

1. From the query record screen, on the toolbar click Send to. The Export
screen appears. For information about opening a query record, see “Open
a query record” on page 8.

Export
Export file: bope: Comma-Separated Walues ﬂ
Export file name: IE:\MyFiIes _I

¥ Include header

Export Mow I Cancel

2. Inthe Export file type field, select the type of data in which you want
your file once you send the email. For more information about export file
types, see “Export Formats” on page 134.

@ Selecting certain file
types in the Export file
type field enables the
Include header checkbox.
If you mark this checkbox, a
header of the export field
names are included in your
data file.
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3. Inthe Export file name field, assign a location and name your data file.
For example, you may want to save this to C:\MyFiles or another folder
you prefer. After you assign the data file to a location, name the data file
“Export.csv” in the Export file name field.

Export E
Export fil lype: ITE Comma-Separated Yalues j
Expart file name: IE:\,MyFiles'\Email.csv _I

¥ Include header

Ewport Mow I Cancel

'@f You can click the 4. Click Export Now. The program processes the information in the query
N ellipsis button to easily and exports it to the data file.

name and locate your export . . .

file. y P 5. The email message screen appears with the query results in the data

format you specified as an attachment.

o5 MEMBER_MDEB - Mezzage [Rich Text) O] x|
J File Edit Wiew Insert Format Tools Ackions Help
Jéiend|§|}'oﬁ ’,’J.ﬁ.rial = |#

|ﬂ This message has not been sent.

Ta... ||
=

Subiect: IMEMBER.MDB

e@ [—

MEMEER.MDE

6. Complete the email message and send it.

Query Options

Query options summarize the information that describes a query’s characteristics
and lets you decide specific processing options for your query. For example, if
you create a gift query and want to make sure you soft credit both the donor and
the recipient, you can establish that preference in the Query Options screen. The
Query Options screen is composed of four tabs: the General tab,

Record Processing tab, Gift Processing tab, and Advanced Processing tab. On the
General tab, you can define the query type and format, assigh a name and
description, and define the access/editing rights for the query. The

Records Processing tab lets you create a query using records found in an existing
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query, apply output limits to your query, and suppress duplicate rows of
information in the query results. On the Gift Processing tab, you can determine
how to credit soft credits and matching gifts. On the Advanced Processing tab,
you can select the optimal processing mode for queries with a large number of
attributes or code table fields.

» Change query options

You can edit the description of a query, allow access/edits rights to other
users, use a different query as a source, and limit the output of a query for
special purposes. Query options can often save time when you want to use an
existing query, but need to modify some of the features. For example, if you
want one of your co-workers to have access to a query you created, you can
mark the Other users may run this query and Other users may modify this
guery checkboxes on the Query Options screen to redefine access/editing
rights for that query.

You are creating a static constituent query with gift information and
want to make sure access to this query is given to other co-workers.
You do not want duplicates in the results and want your results to
include only the top ten percent of constituents meeting your criteria. In
this query, all matching gifts are credited to both the donor and the
matching gift company.

1. From the menu bar of a new query record screen, select Tools, Query
Options. The Query Options screen appears. For more information about
accessing the Query page, see “Navigate in Query” on page 5.

Query Options E3

General |Becord Processingl Gift Emcessingl Advanced Processing|

Query Type: IConslituent vl Query Format: ID_l,lnamic vl

Guery Mame: I
Cateqgarny: I General j
Description: ;I

[v' Other users may mn thiz quany
v Other users may maodify this query

(14 I Cancel |

2. Select the General tab. For example, to specify you want a static query,
select “Static” in the Query format field.

3. If you select query options for an existing query, the name defaults
automatically in the Query Name field. Because this is a new query, you
can enter a query name on the General tab.

4. If you select query options for an existing query, the category of the query
automatically defaults in the Category field. Because this is a new query,
select the category to store the category.

To rename an existing

query, select Tools,
User Options from the
menu bar. In the Query
Name field, delete the old
name and enter the new
name. To save the changes,
click OK.
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You can apply output
limits to static queries
only.

8.

10.

If you select query options for an existing query, the description of the
guery automatically defaults in the Description field. Because this is a
new query, enter a description on the General tab.

To authorize other users to run your query, mark Other users may
execute this query.

To authorize other users to change your query, mark Other users may
modify this query.

Query Options E3

General |Becord Processingl Gift Emcessingl Advanced Processing|

Query Type: IConslituent vl Query Format: ID_l,lnamic vl

Quer Mame: INew Members

Category: | General =l
Description: |Mew members az of September 1, 2001 ;I

[v' Other users may mn thiz quany
v Other users may maodify this query

(14 I Cancel |

Select the Record Processing tab.

Query Options E

General Gift Processing I Advanced Processing

™ Select from quel_l,l:l ﬂl
[~ Suppress duplicate rows
[~ &pply output limits

) Handom sampling. Mo, of records o include:l—

G Limit b fom rows: Lirit tol INumbet vl

WhA Macr: I ﬂ

(]9 I Cancel |

To suppress duplicate rows in the query results, mark Suppress duplicate
rows.

To limit your output to the top ten percent, mark Apply output limits.
This activates the options on the lower part of the screen.
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11. Select Limit to top rows. For example, in the Limit to field, enter “10”
and select “Percent”.

Query Options E

General Hecord Processing I Gift Elocessingl Advanced Processing

[ Select from quel_l,l:l ﬂl

¥ Suppress duplicate rows

v i
" Random sampling Mo, of records o include:lD—

& Limitto taprows — Limit to |1 o IPercenl vl

(]9 I Cancel |

You can select Random sampling to calculate the number of records you
want to use in a query. For example, your constituent query contains 600
records. You want to send an appeal randomly to 300 of these
constituents. In the No. of records to include field, enter “300”. Your
query results still display 600 constituent records, but only 300 records
receive the appeal when you use the query in Mail.

12. Select the Gift Processing tab.

Query Options E

General I Record Processing

Advanced Processing

r— Credit Soft Credits to
% Donor

" Recipients IFuII amount to Al

Laf L]

" Both IFuII arnount to all

— Credit Matching Gifts to
 Donar

' Matching gift company
" Both

(]9 I Cancel |

13. To credit soft credits to both the donor and the recipient, select Both on
the Credit Soft Credits to frame. In the field beside Both, select “Full
amount to all”.

If you select Tools,

Query Options from
the menu bar for a merged
query, a Merged Queries
frame appears on the Record
Processing tab. You can
update a merged query by
changing the primary query
or secondary query, or by
changing the merge operator
in this frame. For more
information about merging
queries, see “Merge
Queries” on page 90.
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3% If the output of your
query contains many
attributes or many code table
fields, using an alternate
SQL statement may increase
the processing speed of the

query.

14. To credit matching gifts to both the donor and the matching gift company,
select Both on the Credit Matching Gifts to frame.

Query Options E

Eenerall Record Processing  Gift Processing | Advanced Processing

r— Credit Soft Credits to
" Donor

" Recipients IFuII amount to Al

[~ |
¢ Bath IFuII arnourt to all j

— Credit Matching Gifts to
" Donhar

 Matching gift company
&+ Holhy

(1]4 I Cancel |

15. Select the Advanced Processing tab.

Query Options

[ Use alternate SOL method for code table fields

[ Use alternate SAL methad for multiple attibutes

(1]4 I Cancel |

16. Mark Use alternate SQL method for code table fields to optimize
processing time if you select many code table fields on the Output tab.

17. Mark Use alternate SQL method for multiple attributes to optimize
processing if you select many attributes on the Output tab.

18. Click OK. You return to the new query record screen.

19. Select your criteria, output and sort fields and view the results. For more
information about selecting criteria, output, or sort fields, refer to “Create
a constituent query” on page 29.
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Exporting is extracting information from your database and sending it to some
other place, mainly, another software application. There may be times when you
want to take data from The Raiser’s Edge and send it to another program, perhaps
to a word processing program for a mailing or to a spreadsheet program for further
analysis. You can also use The Raiser’s Edge Export in conjunction with other
program functions, like Mail and Reports or with outside programs like Microsoft
Word and Microsoft Excel. In Export, you can indicate the type of export you want
to create, the format you want to use for the data extracted, determine which
records the program should use, and select the fields to export.

This process is also useful if you routinely create custom reports using your
Raiser’s Edge data. Using Export, you can select the appropriate criteria, extract
the information you want to use, and create a customized report. You can update
the data in your export by saving the export record and using it as a template for
similar exports. You can also document and print information pertaining to an
export by using a control report.

The Raiser’s Edge can create several types of exports. These export types provide
access to all the fields found in your database. You can use the export type as a
way of filtering the fields available for your export. This is especially helpful if
you already have an idea of what fields you want to use to design your export or
what information you need to extract from your database.

Frequently Used Terms

To use Export correctly, you must have a basic understanding of the different
terms used to describe parts of the exporting process. If you come across an
unfamiliar term when reading this or any chapter in The Raiser’s Edge
documentation, make sure you check the online glossary in the help file.

Available Fields to Export. The Available Fields to Export box contains a
list of all the fields and their parent groups you can use in your export. The
fields you can export are based on the type of export you are creating and
other filtering criteria established in the export record. Fields for each export
type are listed in categories of information, which can be expanded to reveal
all the fields that fall under each category.

Control Report. This is a report summarizing the characteristics of an export. A
control report provides detailed information about an export, including an
export’s data file name and the data file location. This report also displays the
multiple fields selected and how many records of information are in the
export. We also recommend you print a control report before deleting any
export files to keep a record of all export records you delete.

Criteria Group. A criteria group is defined as a set of related fields from the
same record type. For example, the constituent information group contains all
the fields found on the main constituent record. There are two types of criteria
groups in export: One-to-One groups and One-to-Many groups. One-to-One
and One-to-Many groups illustrate the relationship between groups of fields.
For example, the spouse group has a one-to-one relationship with the
constituent information group because each constituent can only have one
spouse. The gifts group has a one-to-many relationship with the constituent
information group because each constituent can have many gifts.
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Export formats are

especially important if
you are extracting
information to send to a
mailing house for address
updating and verification,
because formats can vary,
and each mailing house
requires a specific data
format. For more
information contact your
mailing house.

Data File. The data file is the file containing the actual information extracted
from your database. For example, if your output fields are First Name and
Last Name, your data file contains all the first and last names found in your
database (John Doe, Mary Smith, etc.).

Export. An export sends selected information from your database to another
software application. When you export information, it is very much like
packing for a vacation. You select the items you want to take (output fields)
and put them in your suitcase (data file) and take your suitcase to your final
destination (another software application).

Export Format. An export format determines the way the data extracted from
your database appears and with which software application it is used. Some
export formats include Microsoft Excel, Microsoft Access, and Lotus 1-2-3.

Export Record. An export record contains all the output fields selected for your
export. This record also stores information regarding the filters and formatting
options selected for certain output fields. If you export certain information on
a regular basis, you can use the same saved export record to run multiple
exports.

Export Styles. An export style is how data in the data file is presented. In
The Raiser’s Edge you can create two export styles: the flat style, which is
one-row-per-record and suitable for mail merges or easy reporting; and the
relational style, with separate record types in separate tables.

Output Field. An output field is the field you want to include in your export.
These fields correspond to fields found in The Raiser’s Edge. For example, if
you want to export the names of all constituents in your database, one of your
output fields will be Name.

Navigate in Export

The Export page contains the commands necessary to complete all exporting
functions. You can customize this screen with shortcuts to facilitate your access to
export records and reduce the time it takes to perform certain Export functions.
For more information about customizing the Export page, see “Customize Export
and Using Favorites” on page 199.
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Parts of the Export Page

In order to navigate through Export, you must understand the parts of the Export
page. To access the Export page, click Export on the Raiser’s Edge bar. The
Export page appears.

#% The Raizer's Edge

Fle Edit “iew Go Favortes Tools Help
4 Back & Furward| Open in separate window

—

B2 Home (PO
¢
iﬁ - Mew Export.. '« |Open 3 Delste.. Ewport (3 Find...
=11 as
Type: I <Al Types: 'I Format: I <l Farmats> =l

Description Expart Type File Format Last Changed
hone Lizt Export Exported figld... Constituent Blackbaud R... 00« 2000
CRYSE_T export for gam... Constituent Blackbaud R... 05/24/2000 05/24/2000

DIRECTORY export for sam... Constituent Blackbaud R... 05/24/2000 05/24/2000
GDET_COMST export for zam... Constituent Blackbaud R... 05/24/2000 05/24/2000
Natepad Infarmation Motepad infar... Constituent Microzoft Wao... 04/05/2000 05/25/2000
PLGSTATEMENT export for zam... Constituent Blackbaud R... 05/24/2000 05/24/2000
eI /|

[ Only show my exports

Recently Accessed Exports Quick Find

‘Welcome to The Raiger's Edge 7 A

The Export page contains four main components: export action bar, export filters,
export grid, and export locators.

Export Action Bar

Links on the action bar provide a shortcut to the commonly performed export
tasks. From the Export page, you can create, open, delete, refresh, run and find an
export. To begin any of these tasks, simply click the export link and the screen for
that function appears.

" Mew Queny.. | (v |Open  Merge Queries.. | 3¢ Delete... | & Print ?Bun Huery g4 Export ﬁ Find...
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Export Filters

Export filters help you determine which exports display in the export grid. You
can filter by export type or export format, or you can elect to show only the
exports you created. The Type and Format fields and the Only show my exports
checkbox are extremely helpful because they can reduce the amount of time it
takes to locate an export. For example, if you are searching for a gift export you
created, you may want to use export Type and the Only show my exports
checkbox as filters.

Type:|<A|| Types> 'l

Format: I <&l Formatss

[T Orly show my exports

Export Grid

The export grid displays all the exports matching the selected export filters. The
information displayed in this grid is entered, and can be edited, from the export
record. To find an export, click the up and down arrows to scroll in the list.

Mame

Address/Phone List Export
CRYSE_7

DIRECTORY
GOET_COMNST

Motepad Information
PLGSTATEMENT

Dezcription

Esported field...
export for sam...
export far gam...
expart for sam...
Motepad infor...
export far gam...

Export Type
Constituent
Constituent
Constituent
Constituent
Constituent
Constituent

File Farrnat

Blackbaud R...
Blackbaud R...
Blackbaud R...
Blackbaud R...
Microsoft Wo...
Blackbaud R...

Created Last Changed
03/22/2000 04/05/2000
05/24/2000 05/24/2000
05/24/2000 05/24/2000
05/24/2000 05/24/2000
04,/05/2000 05/25/2000
05/24/2000 05/24/2000

Last Run File Mare
03/22/2000  D:ARE7éAmyP
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Export Locators

Below the export grid are two areas you can use to search for exports. The
Recently Accessed Exports area displays a list of the most recently opened
exports. You can use the Quick Find field to enter the name of an export and
locate it without opening the export search screen. If you have numerous exports
in the export grid, you can hide these two areas if you select View, Expand
Export List from the shell menu.

Recently Accessed Exports Quick Find

GOET_COMST ;I IAddress;’F‘hone List Export ﬁl
Address/Phone List Export

PLGSTATEMENT LI

Access an Export Record

Once you create an export record, you can save and reuse it to update the
information in your database. You can also modify the criteria or add and delete
output fields. You can open an export record directly from the Export page.

The Open screen for Export serves a dual purpose. First, it helps you locate an
export you cannot see in the list of export records displayed on the Export page,
and second, it serves as a searching mechanism. Use some or all the fields in the
Find Exports that meet these criteria frame to narrow your search.

» Open an export record

1. On the Raiser’s Edge bar, click Export. The Export page appears.

i#h The Raiser's Edge HEIE

Fle Edit Yiew Go Favoites Tools Help

4 Back o Fnrwaldl Open in separate window

PO

IFI|I‘ Home

Mew Export... | Open 3 Delete...  Export @ Find

Type: |<A\I Types> j Format:l(AH Farmats> ﬂ

Drezcription Export Type File Format Created Last Changed

one List Export Exported field... Constituent Blackbaud R... 000
CRYSE_F export for sam... Constituent Blackbaud R... 05/24/2000 05/24/2000

DIRECTORY export for sam... Constituent Blackbaud R... 05/24/2000 05/24/2000
GDET_CONST export for sam... Constituent Blackbaud R... 05/24/2000 05/24/2000
Maotepad Infarmation Motepad infor... Constituent Microzoft Wa... 04/05,/2000 05/25/2000
PLGSTATEMENT export for zanm... Constituent Blackbaud ... 05/24/2000 05/24/2000
4 I »

[ Only show my exports

Recently Accessed Exports Quick Find

I &

‘wielcome to The Raiser's Edge 7

@ You can also highlight
A4 the export in the export
grid, and click Open on the
action bar to access an
export record.
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We recommend using

the filter fields on the
Find Export that meet
these criteria frame
sparingly. Adding too many
filters can narrow your
search too much, resulting in
no matches.

2.

In the Quick Find field, enter the name of the export and click the
binoculars. If no exports matching the description you provided exist, the
Open screen appears.

i+, Dpen
Find: I E=port j
Sl Open |
Cancel |
Options |
@k Find Now |
Find Exports that meet these criteria:
Mew Search |
Export type: I j Date Added: I Ell
Previous Search |
Expart format; I j Added by: I vl
E #port name: IIntemationaI b ailing ﬂ Q
Dezcription: I ﬂ
[T Exact match only Expand Besults |

In the Find Exports that meet these criteria frame, decide what criteria
you want to use to search for the query and enter the information in the
appropriate fields. You can search by Export type, Export format,
Export name, Description, Date Added, or Added by. Use the Added
by field to enter the date the export was created. The Added by field
helps you locate a query by its author.

If you want to display only export records that meet the exact criteria you
define, check the Exact match only checkbox.
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5. Once you enter all your search criteria, click Find Now. The program @ If more than one export
searches the database and locates all export records matching the criteria record is listed in the
you entered. These records appear in the grid. grid, you can use the

Expand Results button to

make the export list area

larger.

i, Open
Find: I Export j

Export Mame

Description Export Type Format ad (v DOpen

Cancel

i |

Options

4] | 2| @Eindow |
Find Exports that meet these criteria:
Mew Search |
Export type: I j Date Added: |D4£DSJ2DDD EII
Previous Search |
Export format: IMicmsoft word Merge File j Added hy: I j‘
E xport name: I j Q
Dezcription: I ﬂ
[T Exact match only Expand Besults |

| 1 recaord found.

6. Once you locate the export record you want, highlight it and click Open.
The selected export record appears.

£. Motepad Information Hi=] E3
File Edt ‘“iew Favontezr Toolz Help

ESaveandElose|u > ||1 B.||| ?-

1:General | 2:0utput I

All Records

‘Head of Houzehold' Processing Inzhude these Constituents

" Export anly canstituents marked 'Head of Househald' || W Inactive constituents

¢ Export first constituent found [~ Deceased constituents

* Expart both constituents separately W Canstituents with na walid address

[ Create contral report €5 Frevies € Frint

< Back | Mext » | Cancel | EHDUFtNDﬂl

| 4

7. Make the appropriate changes and click Save and Close on the toolbar to
save and exit the export record.
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You can set up a user

option that enables you
to view tooltips that explain
the function of each toolbar
command. Tooltips appear
when you move your cursor
across each item in the
toolbar. For more
information about setting up
this user option, see the
General Options section of
the User Options chapter of
the Program Basics Guide.

Toolbar Buttons

The toolbar contains buttons representing common commands used in Export. By
clicking these buttons, you can easily perform a function, such as saving, without
using the menu bar.

I Save and Cloze

Save and close the export parameter file

Save the current export parameter file

Delete the selected export parameter file

Run the selected export

Preview Export File Layout

Add this export record to your favorites list

View properties for a selected export

[2-]

Access help topics

For a detailed explanation of all other toolbar options, see the Program Basics
chapter in the Program Basics Guide

Export User Options

User options are preferences you set that affect how The Raiser’s Edge looks and
runs on the workstation you are using. User Options are login-specific, which
means that if you log into any workstation using your password, your preferences
are active on that workstation. When you log off that workstation, your
preferences are not active for any other user. You can establish user options by
selecting Tools, User Options from the menu bar on the shell of

The Raiser’s Edge. The Options screen appears so you can establish certain user
options that apply to export records. For more information about user options, see
the User Options chapter of the Program Basics Guide.
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> Establish export user options

Using General options on the Export tab in User Options, you can establish
your default export type and format. On this tab, you can also select what type
of action should occur when you select an export on the Export page and
determine how the program exports fields with Yes/No values.

1. From the menu bar on the shell of The Raiser’s Edge, select Tools, User
Options. The Options screen appears.

Administration | Calar | Printing | File Locations | tembership Scanning
; Flepor!sl Hail | Batch

General | Home | Becaords | Query

% Y'ou can uze theze options to set personal preferences for creating or running exparts.

[ Automatically save export parameters on cloze

Default export type: IEDnslituenl j

Default expart farrmat: IMicrnsofl wiord Merge File j

'ou can chooze the walues to export for ves/no fields.

When exporting ves/no fields, export; IYes.f'No vl

HesettnSystemDefaultsl Ok I Cancel | Lpply |

2. The Export tab opens with General selected in the box on the left. You
can mark a checkbox to Automatically save export parameters on
close. If you have not saved an export before, when you close it, the Save
Export As screen appears so you can name and save the export. If the
export has already been saved, when you close it, the parameters are
saved without the Save Export As screen appearing.

3. Inthe Default export type field, you can select the type of export you
want to appear as a default on the Create a New Export screen. You can
always override your selection. If you create one type of export more than
others, entering it as your default can speed data entry.

4. In the Default export format field, you can select the type of format you
want to appear as a default on the Create a New Export screen. You can
always override your selection. If you create a certain export format more
than others, entering it as your default can speed data entry.

5. In the When exporting yes/no fields, export field, determine how values
for fields that require an “either, or” entry display. The default is Yes/No,
but you may want to use another variation such as True/False or Y/N.
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5 If you want to undo any
changes you made and
reestablish all program
settings, click Reset to
System Defaults.

You can use an export

type as a filter when
searching for an export on
the Export page.

6. Select the File Locations tab. You can set the default location for your

export files.
General I Home I Becords I Luer | Esport | Reparts I Hail I Batch
Adminiztration I Calor I Frinting File Locations I temberzhip Scanning

9

# Toucan choose the default file locations when exparting files from the systenm.

File Type | Lacation

Word Processing Documents Letkers

Crystal Reports Database
ZASS Data Files
Export/Import Data Files
Excel Spreadshests
ICYerify Daka Path
General Ledger Post File

ICvenfy station 10 I

HesettnSystemDefaultsl (] I Cancel | Apply |

7. In the Export/Import Data Files row, click in the Location column. An
ellipsis appears to browse to a default location.

8. Click Apply to apply and save your changes or click OK to save your
changes and close the Options screen.

To exit User Options without saving your most recent changes, click
Cancel.

Export Types

To use Export properly, it is essential to understand the different export types.
When you select a specific export type, the program looks only at fields pertaining
to the type you select. Export types determine the criteria groups available to
include in an export. For example, if you select to create a Gift export, only fields
related to the gifts record are available.

When searching for an export on the Export page, you can narrow your search by
using an export type.

You can select from the following export types:

Action. An Action export is based on the action record found on the Action tab
of an appeal, event, or constituent record. For example, if you schedule a
meeting with a group of constituents and want to send a letter to inform them
of a meeting location change, you can create an Action export and extract the
fields you want to include in the letter.
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Appeal. An Appeal export is based on the appeal record. For example, if you
want to analyze the status of all your inactive appeals, you can use the Appeal
export to extract the information you want to review and export it to a
Microsoft Excel spreadsheet.

Campaign. A Campaign export is based on the campaign record. For example,
you are preparing a campaign status report spreadsheet for your Board
Members or prospective donors. You can use a Campaign export to extract
information about your campaigns you want to include in the report.

Constituent. A Constituent export is based on the constituent record.
Constituents are individuals or organizations in your database who have
donated time, funds, or resources to your organization. Constituent exports
give you access to all fields you find in other export types. The Constituent
export type gives you a complete picture of the entire constituent record,
including information about gifts, relationships, memberships, and actions.
For example, you want to create a report detailing the amount each donor
(both individual and organization constituents) contributed to a specific
campaign. You can use the Constituent export to extract this information.

Event. An Event export is based on the event record and is available only if you
use the optional module Event Management. For example, you are planning
your organization’s annual conference and need to create a spreadsheet with
the name of all the events associated with the conference, all the participants
assigned to each event, the names of the coordinators for each event, and the
instructor or speaker for each event. You can use an Event export to retrieve
all this information.

Fund. A Fund export is based on the fund record. For example, you are preparing
for your annual board meeting and are asked to prepare a presentation
regarding the status of all active funds currently receiving donations. You can
use the Fund export to retrieve the information from your database.

Gift. A Gift export is based on the gift record. For example, you are meeting with
a representative from a prospective donor company, and she wants to know
how many other companies are matching employees’ donations and what is
the highest level of contribution for these organizations. You can use the Gift
export to extract this information.

Individual Relationships. An Individual Relationships export is based on the
relationship information found on the relationship record on the Relationship
tab of the constituent record. For example, you are planning your
organization’s Mother’s Day event and want to create labels to send Mother’s
Day invitation cards to all mothers listed as relationships to the constituents in
your database. You can use the Individual Relationships export to extract this
information.

Job. A Job export is based on the job record and is available only if you use the
optional module Volunteer Management. For example, you are planning your
organization’s annual walk-a-thon, and your director asks for a breakdown of
all the volunteer positions that need to be filled for the event, the minimum
qualifications needed for each, and the name of the person who filled that
position last year. You can use a Job export to retrieve this information.
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Membership. A Membership export is based on the membership record. The
Membership export type is available only if you use the optional module
Membership Management. For example, you need to send a letter to all your
members reminding them of the Members Day that your organization is
planning for them. You can use a Membership export to retrieve all the
information you would need for your letters.

Participant. A Participant export is based on the participant information found
on the Participants tab of the event record. This export type is available only if
you use the optional module Event Management. For example, you are
preparing to create the seating assignment chart for your organization’s annual
banguet. You want to make sure you seat all the same type of donors in the
same area and all participants are seated with their guests. You can use the
Participant export to create a spreadsheet with all this information.

Export Formats

Export formats determine the way the data exported from your database appears
in the data file and with which application it is used. Export formats are especially
important for address verification and other activities in which you are exporting
information you plan to update and import back into The Raiser’s Edge database.
Although export formats are totally independent from export styles, some formats
work better with certain styles. For example, you can use a relational export style
if you choose Blackbaud Report Writer, Microsoft Access 2.x, 95, or 97 Database
formats, and you select to export One-to-Many criteria groups in separate tables.
For more information about export styles, see “Understand Export Styles” on
page 147.

More About Export Formats

The following is a list of the export formats available in The Raiser’s Edge.

Blackbaud Conditional Word Merge (DOC). Use this export format to
create conditional mail merges using Microsoft Word and The Raiser’s Edge.
When you select this export format, the Blackbaud Conditional Word Merge
Wizard generates. The wizard helps you select the information you need to
create an entire conditional mail merge, automating the process for you. This
includes selecting the conditional field for the mask document and writing
each individual letter to be used in the conditional mail merge. For more
information about using the Blackbaud Conditional Word Merge Wizard, see
the Mail Merge With Microsoft Word chapter in the The Raiser’s Edge &
Microsoft Office Integration Guide.

Blackbaud Simple Word Merge (DOC). Use this export format to create
simple mail merge documents using Microsoft Word and The Raiser’s Edge.
When you select this export format, an Edit merge document button appears
on the toolbar. Click Edit merge document to open Word and create your
simple mail merge document. When you export the information, your letters
generate automatically. For more information about selecting Blackbaud
Simple Word Merge export format, see the Mail Merge With Microsoft Word
chapter in the The Raiser’s Edge & Microsoft Office Integration Guide.
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Blackbaud Report Writer Database (MDB). Use this export format when
you want to use Seagate’s Crystal Reports with your Raiser’s Edge data.
After an export completes in this format, use the MDB (Microsoft Jet
DataBase) file in Crystal Reports to manipulate and customize the data in a
format you need. If you select this export format, you are not required to
define the number of fields to export.

Blackbaud XML Export (XML). Short for Extensible Markup Language,
XML describes the data in your export file and provides a consistent means to
share information. XML is frequently used to make different parts of Web
page content available to different audiences. If you select this export format,
you are not required to define the number of fields to export.

Character Separated Values (CHR). In a CHR data file, you select the
separator field (for example, quotes) for characters. These files are often
referred to as “ASCII” files, and can be used for importing and exporting data.

Comma-Separated Values (CSV). Inacomma-separated values file, each
piece of data is separated by a comma. This is the most common export
format used to export or import data into The Raiser’s Edge. CSV files are
also commonly called “comma delimited” or “ASCII” files.

dBase Ill (DBF). Use this export format when you want to use Ashton Tate
Corporation’s dBaselll with your Raiser’s Edge data. After an export
completes in this format, use the DBF (DBase Format) file in dBaselll to
manipulate and customize the data in a format you need.

Excel 3.0 (XLS), Excel 4.0 (XLS), and Excel 5.0 (XLS). Use this export
format when you want to use Microsoft Excel with your Raiser’s Edge data.
After an export completes in this format, use the XLS (XL Spreadsheet) file
in Excel to manipulate and customize the data in the spreadsheet program.
This format also works with Microsoft Excel 97 or higher.

FoxPro Database (FPT). Use this export format when you want to use FoxPro
with your Raiser’s Edge data. After an export completes in this format, use
the FPT (FoxPro Table) file in FoxPro to manipulate and customize the data
in a format you need.

Internet Document (HTML). Short for HyperText Markup Language, this
export format is used to create documents on the World Wide Web. HTML
controls the layout of a Web document based on the formatting in the data file.

Lotus 1-2-3 (WK1) and Lotus 1-2-3 (WK3). Use this export format when
you want to use Lotus 1-2-3 with your Raiser’s Edge data. After an export
completes in this format, use the WK1 or WK3 (Workbook) file in Lotus
1-2-3 to manipulate and customize the data in the spreadsheet program.

Microsoft Access 2.x Database, Microsoft Access 95 Database, and

Microsoft Access 97 Database (MDB). Use this export format when you
want to use Microsoft Access with your Raiser’s Edge data. After an export
completes in this format, use the MDB (Microsoft Jet DataBase) file in Access
to manipulate and customize the data in a format you need. This format also
works with Microsoft Access 97 or higher.
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Microsoft ADO Recordset 2.1 (ADO). Short for ActiveX Data Objects, ADO
is a high-level interface for data objects. ADO can be used to access a wide
variety of different data types, including Web pages, spreadsheets, and other
documents. Together with OLE DB and ODBC, ADO is one of the main
components of Microsoft’s Universal Data Access (UDA) specification,
which provides a consistent way of accessing data regardless of how the data
is structured.

Microsoft ADO XML Recordset 2.1 (XML). Short for Extensible Markup
Language, XML is an industry standard text format commonly used to
structure the content of Web documents. If you select this export format, you
are required to define the number of fields to export. This type of format is
similar to a CSV file, but is not delimited by commas.

Microsoft Word Merge File (DAT). DAT is a generic file extension for data
files. Select this export format when creating a mail merge in Microsoft Word.

Rich Text Format\Microsoft Word Table (RTF). RTF files are ASCII files
with special commands that indicate format information such as margins and
fonts. These files can be used between different applications on different
platforms.

Text (TXT). TXT files are composed of text characters. These files encode a
format that most all computers can use because it does not use special
formatting characters.

WordPerfect Merge File (DAT). DAT is a generic file extension for data files.
Select this export format when creating a mail merge in Corel’s WordPerfect.

Export Record Components

The export record contains all the criteria established for the export, information
to determine which records should be considered for export, output fields, and
specific formatting options established for the output fields. You can create
templates for the exports you run most frequently using the export record. For
example, if you normally run letters requesting donations at the end of each
month, you can create a constituent export with the type of information you export
for these letters, including the constituent name and address and any pertinent gift
information. At the end of each month, you can select the group of constituents
who have not received this letter and use the saved export record to extract the
information you specify.

The export record is composed of the General tab and the Output tab.

General Tab

On the General tab, you can determine which records you want to consider for
export. You can choose to use all records from your database, selected records
from your database using a query, or one record from your database. For more
information about the records to include options, see “Understand the Include
Options” on page 139.
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On this tab, you can also define other processing preferences for the export type
you are creating. For example, on the General tab of a Constituent export, you can
determine how to process individuals marked as Head of Household. If inactive,
deceased, or constituents with no valid address should be included in the export.
The General tab for each export type is different and displays information
pertinent to the type of export you are creating.

E. Mew Constituent E xport M=l E3

Fil= Edit “iew Favortes Toolz Help

E]SaveandElcuse|u Pt ‘E@|||?' |

1:.General I 2 0utput I

All Records
'Head of Houzehold' Processing Ihclude these Constituents
™ Expart only constituents marked 'Head of Househald' || W Inactive constituents
" Export first constituent faund [T Deceased constibugnts
" Euport both constituents separately ¥ Constituents with no valid address

[~ Create contral repart 68 Freview € Frine

< Blach Mest = Cancel E xport Mo |

| Y
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Output Tab

On the Output tab, you can select the fields corresponding to the data you want to
see in your export. The Output tab is comprised of two areas: the Available Fields
to Export box and the Output box. The Available Fields to Export box displays
a list of all fields available for your export. The fields available for selection
depend on the export type you select. For more information about export types,
see “Export Types” on page 132. The Output box displays the fields you select
for your export. You can also select formatting for certain output fields. For
example, if you want to use a date field in your export, you can select to use the
long or short format for the date.

E. Mew Constituent E xport _ (O] x|

File Edit “iew Favortes Toolz Help

ESaveandElase‘ux |E@,‘||?' |

1General {2 Tuiput

— fwailable Fields to Expoart — Output

Shaw: |<,.f.\||> j IL'E Mew Constituent Export
FH-E Constituent Information -

- E Spouse

dliazes

By Credit Cards

Constituent Codes

By Solicit Codes

r-Egy Solicitor Goals

- Primary &lumni information

- Primary Buzsiness information
B Address

-] Addresses/S alutation

- Relationships ﬂ

dh Find...l SElent ®| <-F|emove| | Fammet... | xR [Eriteriz) |L|l|

< Back | i[5 | Cancel | EHDDI’INDﬂl

| v

0

On the Output tab, you can define criteria for certain fields. For more information
about the Output tab, see “Understand an Export Output” on page 141.
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Understand the Include
Options

You can choose the group of records the program should use for your export. The
Include button on the General tab allows you to refer the program to the groups of
records it should consider when exporting. You can select to use All Records,
Selected Records (with a query), or One Record from your database.

L. Mew Constituent E xport M= E3
File Edt “iew Favortes Tool: Help

ESaveandElnse|U){ “}lﬁ|||?' |

1:General | 2:0utput |

All Records
All Record:
Selected Records...
One Record zing Include these Congtituents
" Expart only constituents marked 'Head of Housshald' || ¥ Inactive constituents
¢~ Expott first constituent found [T Deceaszed constituents
¥ Expoit both constituents separately [¥ Constituents with no valid addiess

[~ | Create contral report € Freview € Frint

< Bk Mest » Cancel Export Mow |

| v

Think of your database as a filing cabinet and the Include selections as filing
drawers. When you make one of these selections, you tell the program to find a
specific drawer and use only the records within to create the export.

All Records. If you select All Records, all records of that type found in your
database are included. For example, if you are creating a Constituent export
and you select All Records, you are telling the program to consider all
constituent records found in the database. This means the program exports the
information you define for all constituent records found in your database.
Using the filing cabinet example, if you select All Records, the program uses
the entire filing cabinet.
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You can use the

Selected Records
option only if you group
your records using Query.

Selected Records. Choose Selected Records to select a smaller group from
your database. This selection requires that you group records for the export
using a query. For example, if you are creating a Constituent export, but only
want to export information for constituents who donated $5,000 to your
organization’s Literacy Campaign, you can use Selected Records. You must
first create a query group containing these records. If you choose Selected
Records, the program uses one filing drawer (query of grouped records)
within your filing cabinet (all records). Once you make this selection, you can
search for the query you created earlier from the Open Query screen.

i+, Open Query
Find: I Queries j
il [pen |
Cancel |
®  Edb |
") Add New |
Options |
Find Queries that mest these criteria: b Find Now |
Query type: |<AII relevant ypess j Created On: Iﬁ New Search |
Quem format: I j Created by: Iﬁ Previouz Search |
Query name: I j Q
Description: I j
™ Show merged queries only [~ Exact match only Expand Besults |
|

For more information about the Open Query screen, see “Access a Query” on
page 8.
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One Record. With One Record, you can select a specific record within your
database. For example, if you are creating a Constituent export but you are
only interested in extracting information for John Doe, use One Record. If
you select One Record, the program looks in the filing cabinet (all records)
and selects a specific file folder (one record). You can search the database for
the specific record you want using the Open screen.

Find: Icgngtituent j Search using guery: |<Default> ﬂlgé
ol pEn |
Cancel |
] Add New |
Find Conztituents that meet theze criteria:
Optionz |
Last/Ora hame: I j Address lines: | j
First Name:l j Cit_l,l:l ﬂ
Congtituent [0 I j State: I j (K Eiridl o |
S5M: | =] 2IP: | =] Mew Search |
tembership 1D: I j Class of: I ﬂ [T R — |
Bank acct. no.:l j Credit card no.: I j
v Display inactive constituents [~ Check spouse name. [ Exact match anly ™| Chesk nickname
[~ Display deceased constituents = Chech lizses [T Check cortact name Expand Besults |

For more information about the Open screen for constituent, see the Program
Basics chapter of the Program Basics Guide.

Understand an Export Output

Export provides flexibility when you select the type of information you want to
export. Certain output fields have alternate formatting options. For example, you
can set up multiple criteria groups for One-to-Many and Summary fields and
specify filter criteria for the entire group. If you export gift information, you can
create a criteria group for Total Gift amount that filters only Cash gifts. You can
then create a second Total Gift amount criteria group that filters only Pledge
gifts.

Understand Criteria Groups

Criteria groups in export are defined as a group of related fields from the same
record type. For example, the Constituent Information group contains all the
fields on the main constituent record and a Gifts group contains all the fields
contained in a gift record. The Output tab of an export record displays all the
criteria groups in the Available Fields to Export box. In The Raiser’s Edge, two
types of criteria groups exist: One-to-One groups and One-to-Many groups.
One-to-One and One-to-Many criteria groups illustrate the relationship between
groups of fields. Below is an in-depth description of these groups and how they
can be used in your export.
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One-to-One Criteria Groups

A One-to-One criteria group is composed of fields for which only one value exists
in your database. For example, the Spouse group is a One-to-One criteria group
because only one relation in a constituent’s record is considered a spouse.
Preferred Address is another One-to-One criteria group because each constituent
can have only one preferred address in their record.

You can recognize a One-to-One criteria group in two ways. One-to-One criteria
groups display in The Raiser’s Edge as a single table icon on the Available Fields
to Export box.

E. Mew Constituent Export M=]
Fil= Edit “iew Toolz Help

ESaveandElnse|u > |E@.|||?' |

1.General  Z:0utput |

— Available Fields to Export — Dutput
Show: |<,e:-.,||> j % New Constituent Export

(= Congtituent Information ﬂ
----- [ AcademylD

----- B AddedBy

---- 0 Addess

..... | Age

----- [ Annotation

----- [ annotation Auto Dizplay?

----- A Anonymous?

----- B Bithdate
----- [ Eithplace
----- [ Constituent Code x
4| | 3
i Find...l Select > ®| <-Hemwe| i FEarmat.. | Qriteria...l + | + |

< Back | I Ewbe | Cancel | EHDD[[NDﬂl

I v

One-to-One criteria groups do not have the option of assigning any additional
criteria to them through the Criteria button on the Output tab when they are
selected as output fields.

One-to-Many Criteria Groups

A One-to-Many criteria group is composed of fields for which several values exist
in your database. For example, the Gift group is a One-to-Many criteria group
because each constituent record can be associated with more than one gift. Notes
is another One-to-Many criteria group because each constituent can have more
than one notepad in the constituent record.
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You can recognize a One-to-Many criteria group in two ways. One-to-Many
criteria groups display in The Raiser’s Edge as an icon depicting one table related
to other tables on the Available Fields to Export box.

E. Mew Constituent Export
Fil= Edit “iew Toolz Help

E]Saveandﬁlnse|u > |E |§,||| ? -

IS [=] E3

1.General  Z:0utput |

— Available Fields to Export

— Dutput

Show: | <Al

Spouse

By Aliazes

Credit Cards

Constituent Codes

Solicit Codes

Solicitor Goals

Prirmary Alurmni information
Primary Busingss infarmation
Address

Addressee!S alutation
Relationships

L] L

B8] Mew Constituent Export

-y Appeals =
i Find...l Selent > ®| <-Hemwe| i Earmat.. | iy Lriterial. Illll
= | Cancel | Export How |

4

You can also recognize One-to-Many criteria groups because when you select
them as output fields, you can access additional filtering options to help you
determine the records you want to export. These filtering options display when
you click the Criteria button on the Output tab. For more information about
criteria screens, see “Understand Output Criteria Screens” on page 146. When
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you select One-to-Many criteria groups, you have the option of defining which
records you want to export, or you can determine how many instances of the same
field you want to export. For example, if you select the One-to-Many criteria

group Credit Cards and the criteria field Expires, the Credit Cards criteria
screen appears.

Credit Cards

For each Constituent, enter the number of Credit Cards to e:-:pu:urt:|1_
¢ all Credit Cards ™ Selected Credit Cards

Wiza
MasterCard
Amernican Express
Discover >
Direr's Club 3
Check[Debit] Card J

<

L4
[ Show inactive entries Order by

% fzcending £ Descending

|]<no zpecific order: j

Ok, I Cancel |

On this screen, you can determine how many credit card records you want to
export and define the credit cards for which you want an expiration date.

Establish Multiple Criteria Groups

In Export, you can define multiple criteria groups for One-to-Many and Summary
fields. This means that you can define multiple instances of the same group type,
each with its own unique filtering criteria. For example, if you want to design an
export and include information about your gifts, you can define a gift group for
Cash gifts and a gift group for Pledges.
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You can further define the exported gifts by adding different criteria fields to each
gift group. To do this, select the first group by highlighting the field in the
Available Fields to Export box, and clicking Select. The query field and its
parent criteria move to the Output box. For the second criteria group, highlight
New Constituent Export (or corresponding export type) or the title of the export in
the Output box. Then, highlight the field in the Available Fields to Export box,
and click Select. The query field and its parent criteria move to the Output box.
The multiple gift groups used in the example appear in the output like the one

below.
L. Mew Constituent Export M=l E3
File Edit “iew Toolz Help
ESaveandEluse|n > ||1|3"| P - ‘
1:General  2:0utput |
— Available Fields to Export — Output
Show: |<,.-.\||> j ﬂ Mew Constituent Export
E| Gifts
B MNPV asof ] Pbe 0 Gift Amourt
0 Mumber Of Consecutive h Pobe 0 Gift Type
0 Mumber of Installmerts ..... B Gift Date
0 Package =By Gifts 2
B Pawmethed || . B Gt Amount
B Payoutamount 1] . B Git Type
0 Pavoutpercent ] il B GitDate
0 GEEEEGEEREE o i i 0 Pledge Balance
0 Policy face amount
0 Policy number
A Policy uoe hd
4| | E
fi i Find...l Select > f] | <-F|emove| [l Fomat... | Qriteria_..l + | + |
¢ Back | st | Cancel | Expart Mow |
| 4

The option of establishing multiple instances of the same group type is useful if
you want to compare similar items. For example, if you want to create a report and
compare the total gift amounts received during the year, you can create a gift
group for each gift type (Cash, Pledge, Stocks, etc.) and compare those amounts.
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5 The type of criteria
screen that appears

depends on the field you
select. For example, with
certain export groups, you
can sort by fields in the
group. If you select the
Reciprocal field in the
Relationships, Individuals
group, an Order by frame
appears on the criteria
screen. You can select “Birth
date” in Ascending order in
this frame to sort by the
oldest birth date within the
reciprocal export.

Understand Output Criteria Screens

On the Output criteria screen, you can specifically tell the program what records
to extract. Output criteria screens act as a filter for the records in your database.
Once you select to export a field from a One-to-Many criteria group, you can
decide the characteristics these records must meet to be selected. For example, if
you want to export relationships for your constituents, and you decide that for
each constituent you want to export the relationship corresponding to the father
and mother, you can use a criteria screen to specify that only those relationships
should export. The criteria screen for the example appears like the one below.

Individuals |
For each Conztituent, enter the number of Individual R elationzhips to e:-:pu:urt:l

Felationzhip Types | Clazz of I

[ Include contacts anly
Al Individual Relations % Selected Individual Felations

Attarney - F ather
At other

Board Member

Brother

Brother-in-law >>
Busginess Partrer

Charitable Society ﬂ
Church <L
Client

Club j

Order by

Start D ate: I ﬁl IBi[th date j
End D ate: IW & Azcending  Descending

ak. I Caticel |
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Understand Output Field Formatting

You can use output fields to determine what information is extracted from your
database. Certain output fields have alternate formatting options. Format screens
determine how the program formats the actual data it extracts from your database,
or how data appears once the export is run. For example, you can use a format
screen to determine the type of addressee you want to use for individuals and
organization records extracted from your database.

You can select if you want to use the addressee/salutation found in the constituent
record, the addressee/salutation from Configuration, or if you want to use the
constituent’s name. In addition, you can also determine if the organization records
extracted should appear with the organization name only, if the
addressee/salutation should include the name of the contact person for that
organization, or if the program should leave these entries blank.

Formatting options affect only one field at a time. This means if you export the
same field twice and want them to be formatted in the same way, you must apply
the preferred formatting both times the field is exported.

To maintain consistency in your export, you must either format all like fields the
same way or let the program assign the default formatting options to all fields.

You can assign alternate formatting for date fields, currency fields, state fields,
amount fields, primary salutation fields, primary addressee fields, and additional
addressee/salutation fields.

Once you select one of the multi-format fields discussed earlier, you can access
the corresponding format screen by clicking the Format button of an export
record screen.

For certain fields such as dates, The Raiser’s Edge uses the formatting option
established in the Control Panel of your Windows program.

Understand Export Styles

Once you select the information you want to extract, you can also select the style
of export you want to create. “Export style” is a term used to describe how the
extracted data is present in the data file. In The Raiser’s Edge, you can create two
export styles: Flat Style and Relational Style.

Export styles are totally independent from export formats, although some export
styles work better or are only available with certain export formats. For more
information about export formats, see “Export Formats” on page 134.

Flat Style Exports

A Flat Style export is an export in which the information displays in grid format.
Each row contains a different record and each column displays a field within that
record. For example, in a constituent export, each row displays all information
extracted for the constituent. Flat style exports are used most often for mail
merges, but they are also useful when doing simple reports.

& Use the Sort Key,
accessed in the
Available Fields to Export
frame on the Output tab, to
correctly alphabetize
individual and organization
names in Query and Export.
Define your preferred name
format on the Query tab in
User Options. The names
are alphabetized based on
the format you select. For
example, define your name
format as “Last, First
Middle”, include the Name
field in the Output and the
Sort Key on the Sort tab.
Records for Blackbaud, Inc.,
Mrs. Elizabeth Ann Ashton,
Mr. Nicholas Vincent, and
Dr. Robert Carlos
Hernandez list as, “Mrs.
Elizabeth Ann Ashton,
Blackbaud, Inc., Dr. Robert
Carlos Hernandez, and Mr.
Nicholas Vincent.”
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The Raiser’s Edge provides two ways for you to visualize a flattened export data
file. From the menu bar, you can select View, Header Field Names to see the
naming convention used for the data extracted. For example, if you want to export
the first two home phone numbers and the first two business phone numbers for
your constituents, the Output tab of your export may look like the one below.

ConstPhone M=] E3

Fil= Edit “iew Toolz Help

E]Saveandtlose| H * ||} &||

?- |

1:General  2:0utput |

— Awailable Fields ta Export — Dutpt
Shaw: |<;:-._||> j 3 ConstPhone
E-E Constituent Information
- B8 Constitusnt Information - @ First Hame
Spogm <@ Last Mame
* Credit Cards o Rl Marital status
Constituency BB Addess
Address ] E| Preferred Address
.&ddrgsseef’Salutatmn El Phones
* Relationships i il Phone number
Mutes EI Phones 2
Appeals ol Phane number
Gitts
First Gift
EA Last Gift =l
% Find...l Selesh-> ®| i Famat.. | Qrileria_._l + | + |
< Back | = | Cancel | Export Moy |

4

If you select to use Header Field Names, you can easily see all the fields that will
appear in your export. For the example above, the row header names appear like

the ones below.

Header Field Mames E3
TSI
= =

CrhBio_First_Mame
CnBio_Last_MName
CrBio_Marital_status
CradrPrfPh_1_01_Phone_number
CnadiPrPh_1_0Z2_Phone_number
CradPrfPh_2_01_Phane_number
CradiPrfPh_z_02_Phone_number

|This export will have 7 colurns.,

Each criteria group is identified by a unique name. Using the example above,
CnBio_First_Name is the constituent first name and
CnAdrPrfPh_1_01_Phone_number is the first preferred home phone number for

each constituent, and so on.
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From the menu bar, select File, Preview Export File Layout to view a sample of
your data file. This menu option presents a grid view of the first few rows in the
export. In this view, the headers displaying in the Header Field Names screen are
the column headers in the grid. For the example we used previously, the preview
appears like the one below.

i Preview Export File Layout M= E3
i) =
CrBio_First Mame | CrBio Last Name | CrBio_Marital status | CrédPrPh_1_01_Pho
Jozeph Diresta M arried [205] BEE-1254
b ark: Adamzon Divorced [B43] 798-6553
Geoffrey Beckner Separated [243] 743-09328
Julie Bach Single [412) BEB-9973
Benjiman Connar [B04] 741-5241
Ellen Crenzhaw [212] 545-0010
Auturnn Compton [B15] 255-7410
Ryan Drarrion [336] 725-63597
Catlin Doaly [415] 743-3214
Sean Davenport [2305] 326-1551
Micole Dusgtin [225] 7EB-3314
Ayrthory Elliz [B03) 7339393
Melizsza Elzy [304) 7o4-2217
Jazon Campbell [705] 435-3511
George Finley [414] 2769152
<] o
|This export will have 7 columns. The first 15 records that meet the selected criteria are displaped. 2

The bottom of the screen lets you know how many columns appear in your export.
For more information, see “Preview an export layout” on page 194.

Relational Style Exports

A Relational Style export is an export in which the information for each selected
criteria group is displayed in a separate table. Each row in the table may or may
not correspond to a separate record. If you export to Seagate’s Crystal Reports
and select Blackbaud Report Writer Database in the Export format field, the data
displays in a Relational Style. Also, if you select Microsoft Access 2.x Database,
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Microsoft Access 95 Database, or Microsoft Access 97 Database in the Export
format field, and mark the Export one-to-many records in separate tables
checkbox, the fields export in a Relational Style. For example, if you want to
export the gift information for the constituents in your database, the Output tab of
your export may look like the one below.

New Constituent Export H=]
Fil= Edit “iew Toolz Help

ESaveandEInse|n e |E&|||?- |

1:General  2:0utput |

— Awailable Fields ta Export — Dutpt
Showe |<;:-._||> j Sl New Constituent Export
=B Constituent Information
----- I Curency Country ;I First Mame
----- B Curency Exchange Fate -0 LasgtMame
----- B Curency Receipt Amourt E| Gifts
----- B Date ] 0 Gift Amount
----- [l DatelstPay ‘.l Campaign
----- I Datesdded ‘el Fund
----- [ Date Last Changed ‘] GittDate
----- [ Description
----- B Eild
----- [ ExpirezOn
----- B Furd _ILI
|

<-F|ernu:|ve| i Famat.. | Qriteria...lllll
< Back | IHEwES | Cancel | EHDD[INDﬂl

I y

For this example, the data file for this relational style export contains three tables:
a key table to define how records are linked, a table with all the constituent
biographical information, and a table for the gift information. If you export to a
Microsoft Access Database format, the data file appears like the one below in
Microsoft Access, where Cn defines how records are linked, CnBio contains the
constituent’s biographical information, and CnGf_1 contains the gift information.

g8 DonorsGifts : Databaze _ (O]

E Tables | B Queries | & Forms | B Reports | o Macros | «&& Modules |

Qpen

CriBio
CraF_1

Design

d

e




If you select the relational style, you do not have to specify the number of records
you want to export. The relational export style gives you access to all the records
meeting the criteria you established.

B Cn : Table =] 3
Cn_IDKEY CnBio_LINK | CnGf_1_LINK
- 1 1 1
- 2 2 2
- 3 3 3
- 4 4 4
- 5 5 5
- 53 53 53
- 7 7 7
- 8 8 8
- 9 9
- 10 10
- 1 1
- 12 12
- 13 13
- 14 14
- 15 15
- 16 16
- 17 17
- 18 18
- 19 19
- 20 20
- 21 21
22 22
Record: LI;II Llilﬁl 4

You can use the Cn key table in Microsoft Access to link each constituent to his
gifts. The linkage process automatically occurs when using Seagate’s Crystal
Reports.

When exporting to a relational style, the Preview Export File Layout menu
option under the File menu and the Header Field Names menu option under the
View menu are not available.

Work with Export

Once you are familiar with the terms and concepts associated with the exporting
function, you are ready to begin creating exports. You can create, open, edit,
delete, save, run, and send an export through email. You can also change an
export’s properties and print a control report. Procedures in this section provide
the basic information you need to perform more advanced exporting functions.

EXPORT \1&?‘

If you use a mailing

house, be aware that
address lines are imported
and exported with the /n
between address lines
instead of separate fields.
For example, if your address
is 123 Main Street Apt. 6, it
exports and imports as “123
Main Street/nApt. 6”. If
your mailing house cannot
accept this format or the
mail house cannot return the
file in this format, you must
separate the addresses
before you send the export
file.
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5The export record,
which is the record
containing all the output and
formatting choices for your
export, can be customized,
saved, or reused in the
future.

Your mailing house

may accept only certain
data formats. Most mailing
houses want exported data in
the CSV, fixed length, or
Excel formats. We suggest
you contact your mailing
house for specific
information about the data
formats they accept.

If you do not have

rights to certain records
in The Raiser’s Edge, you
do not see that export type
on the Create a New Export
screen. For example, if you
do not have rights to gift
records, you do not see the
export type of Gift. For
more information about
Security, see the
Configuration & Security
Guide.

Create an Export

The export function helps you extract records from your database to use in other
applications. This process is very useful, especially, if you want to create mail
merges, reports, or if you want to send your data to a mailing house for address
updating. Once you create an export record, you can edit and reuse it as you
update your database. The appearance of the export data files may differ
depending on the export format you select. For more information about export
formats, see “Export Formats” on page 134. The following procedure takes you
step-by-step through two of the ways in which you create an export. The export
types may differ, but the process for creating an export is the same for all export
types. For more information about export types, see “Export Types” on page 132.

» Create a constituent export

A constituent export gives you access to all information stored in a constituent
record. This type of export is useful because it considers both individual and
organization records in your database. From this type of export you can access
constituent information, gift, relationship, address, action, membership (with
Member Management), event (with Event Management), volunteer (with
Volunteer Management), prospect (with Prospect Research Management),
and honor/memorial (with Honor/Memorial Tracking) information for all
constituents found in your database.

E} You are preparing to validate the preferred addresses for constituents in
your database. The mailing house you use is very strict and wants to make
sure you include import IDs in your export, in addition to the address
information you want to verify. You also want to include the type of
address displayed for each constituent and the source for the address
information. For this example, use the Comma-Separated Value (CSV)
export format.

1. From the Export page, click New Export. The Create a New Export
screen appears. For more information about accessing the Export page,
see “Navigate in Export” on page 124.

Create a New Export

what type of export do you wart to create?

Al
Individual Relationships
Action
Campaign
Fund
Appeal

Gift

Event
Participant
tembership
Jaob

Ewpart farmat; I Microzoft Word Merge File j

v Include Headsr

Create NDﬂI Cancel
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2. Inthe What type of export do you want to create box, select
Constituent.

In the Export format field, select Comma-Separated Values.
Mark Include Header. You want the first row of your export to contain
the header names for the fields selected.

Create a New Export
what type of export do you wart to create?

tuent

Individual Relationships
Action

Campaign

Fund

Appeal

Event

Participant

tembership

Jaob

omma-Separated ¥ alues j

Ewpart format:

V¥ Include Header

Create NDﬂI Cancel |

5. Click Create Now. The New Constituent Export record screen appears.

£ New Constituent Export =] E3

File Edt “iew Toolz Help

E]Saveandl:lnse|u b4 ||} @,||| T -

1:General | 2:0utput I

Include. . | All Records

‘Head of Houzehold' Processing Inzhude these Constituents

" Export anly canstituents marked 'Head of Househald' || ¥ Inactive constituents
[~ Deceased conshituents

[ Constituents with no valid address

= E=port first constituent found
* Expart both constituents separately

[ Create control report @8 Freview € Frint

< Bach I Mest > Cancel EHpDrtNDﬂl

i

@You can establish your
export type and format
preferences in User Options.
For more information about
Export User Options, see
“Export User Options” on
page 130.
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@ If you select All
Records, you consider

all records found in your
database for the export. If
you choose Selected
Records, you must use a
query. If you select One
Record, you locate and use
a specific record in your
database.

6. On the General tab, click Include to select the specific records to include
in the export. For more information about the Include button, see
“Understand the Include Options” on page 139. Select All Records to
consider all constituent records in the database for your export.

7.

E. New Constituent Export

File Edit Yiew Favortes Toolz Help

ESaveandElo$e|u > ||}|ﬁ||| )<

S [=] B3

1:General | 2:0utput I

All Records

Selected Records. ..
One Record

zing

¢ Export only constituents marked ‘Head of Household

™ Expart first constituent found
& Export both constituents separately

Include these Constituents

¥ Inactive conshituents

[~ Deceased constibuents

[v Constituents with no walid address

[T Create control report 08 Freview

= Fiiit

< Hash I Mewt » I Cancel

Ewport Mow |

In the “‘Head of Household’ Processing frame, select Export both
constituents separately to specify that each constituent should have his
criteria appear in the export.

A

In Export processing, “Head of Household” can determine who should be
exported from a constituent record. For example, when you make a
spouse a constituent in your database, or if the spouse is already a
constituent in your database, a “Head of Household”” checkbox appears
on the General tab of the individual relationship record. If you do not
mark this checkbox for the spouse, the constituent on the Bio 1 tab is
automatically “Head of Household”.

If you select Export only constituent marked ‘Head of Household’, on
the General tab in Export, only the constituent marked Head of
Household is selected for your export. If you select Export first
constituent found, the first constituent found in the database exports.

Unmark all the checkboxes in the Include these Constituents frame. You
want to exclude inactive, deceased, and constituents with no valid
address.
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9. Mark the Create control report checkbox to create a control report for
the constituent export. A control report summarizes the export’s
characteristics and field criteria.

10. Select the Preview option so you can preview the control report.

E. New Constituent Export _ [O] x|
File Edit Yiew Favortes Toolz Help

ESaveandElo$e| EH ||} |ﬁ||

?-

1:General | 2:0utput I

Include. . | All Records

‘Head of Houzehold' Processzing Inchude these Constituents

" Ewport anly canstituents marked 'Head of Househald' || T Inactive constituents
™ Expart first constituent found [T Deceased constituents

& Export both constituents separately [ Canstituents with na walid address

% Preview  Print

< Hash I Mewt » I Cancel

Ewport Mow |

| 4
11. Select the Output tab.
E. New Constituent Export [_ [O] x|
File Edit Yiew Toolz Help
ESaveandElnse|n 7 ||}@.|| ? - ‘
1:General  2:0utput |
— dwailable Fields to Export — Output
Shi: |<,e:-.,||> j [ Mew Constituent Export
Constituent |nformation -

Spouse

By Credit Cards

Iy Constituenicy
Address
AddresseesSalutation
Relationships

&y Motes

[y Appeals

Gifts

Firzt Gift

Lazt Gift ;I

@ Find. | oo O

<-Hemm-'e| | Eommat... I E@Qriteria... |L|L|
Ewport Mow |

| S

< Back I HEx I

§We recommend that you
print a control report.
The control report lists the
location of the newly created
file and the order of the
exported fields. You can do
this by selecting Print on
the General tab or by
clicking print on the control
report preview screen.

The first field in the

Output box of an
export is either the export’s
name (for saved exports) or
the export type (for exports
not saved).
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e You can use Find to
S/ quickly access a field.

e You can also drag the
s/ highlighted field and
drop it into the Output
frame or double-click on the
field in the Available Fields
to Export box.

12.

13.

14.

15.

In the Show field, select a specific group of fields, or select “<All>” to
see a complete list of Available Field categories.

Click the plus sign to the left of the group name to reveal criteria fields
under each group. Expand the Constituent Information group to reveal
Import ID, First Name, Last Name, and Org Name. Click the Address,
Preferred Address criteria group to reveal Address line 1, Address line 2,
City, State, ZIP, Type, and Info source.

Highlight Import ID and click Select. The selected output criteria field
and its parent criteria group appear in the Output box.

Repeat steps 13 and 14 to move the remaining criteria fields used in this
example from the Available Fields to Export box to the Output box. For
more information about criteria groups, see “Understand Criteria Groups”
on page 141.

E. New Constituent Export M=l B
File Edit Yiew Toolz Help

ESaveandEluse|n)( ||3@|||?- ‘

1:General  2:0utput |

— &vvailable Figlds to Export
Show: |<,e1-.,||> j ;I
@ Date Last Changed ;I
-0 Dateto
E DPC E| Address
E| Id E|--- Prefered Address
E| Imp.urt ID o E Address line 1
E| Indicator E Address line 2
B City
[ Last Changed By
‘ ] State
B Linked?
0 E| ZIP
ity [ Info source —
| | 3 =
@ Find... Selenti <Remove| [ Eomat.. |||&Ey Eiterize. |+
B
< Back I Herts I Cancel | Ewport Mo |

| 4
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16. Click Export Now. The Export file name screen appears.

Export file name

Save jn I g tyFiles j ﬁl
|1 CatFoat [ dForts [(AJava
I Canfig [ farms (A Media
-1 Cookies 3 Help [ Ms
|1 Carel [ Histary [ Mzagent
I Cryztal Cinf a M Sapps
23 Cursars [ Installer 3 mzdownld.trp

1| | i
File name: I i
Save as type: IEomma-Separated Walues j Cancel |

17. Inthe Save in field, assign a location to your data file. For example, you
may want to save this to C:\MyFiles, or another folder in which you
prefer to store information.

18. In the File name field, enter “ConstituentAddress.csv” to name the data
file for the export.

19. The value in the Save as type field defaults to the export type you
selected on the Create a New Export screen.

Save in: I _ 4 MyFiles j ﬁl

File narne: IEDnstituent&ddresses.csv Save I
Save as tppe: ID::mma-S eparated Yalues j Cancel |

You can set a default

location on the File
Locations tab in User
Options. For more
information, see “Export
User Options” on page 130.
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@When you click Save on
the Export file name
screen, the data file you are
saving contains information
exported from your
database. Later in this
procedure, you will save the
export record, which
contains the criteria
established on the General
and Output tabs to use in
other exports.

5We recommend you
print a control report.
The control report lists the
location of the newly created
data file and the order of the
exported fields. You can do
this by selecting Print on
the General tab or by
clicking Print on the New
Export Control Report
preview screen.

20. Click Save. The export processes, and you receive a message letting you

21.

know how many records were exported and the processing time.

E. New Constituent Export _ [O] x|
File Edit Yiew Favortes Toolz Help
ESaveandElo$e|u > ||}|ﬁ|||?' ‘
1:General  2:0utput |
— dwailable Fields to Export
Show: | call> =] Impoit |D =]
First M ame
----- 0 Date Last Changed d Last Mame
----- 0 Dateto o el OrgMame
..... i DPC d [
..... 0 id The Raiser’s Edge
1 ‘D dress
""" mpor line 1
..... : 207 1owz exported, .
I Indicator @ Elapsed Time: 00.0013  [line 2
----- 0 Infa source
----- 0 Last Changed
----- 0 Linked? ok |
----- 0 LoT

""" B NZCiv a D Info souse —
1| | 3 ik

a5 Find...l Select -» E| | <-Hemm-'e| [l Fomiat... I Qriteria... |L| +

Ewport Mow

| .

< Back I HExts I Cancel |

Click OK. Because you marked the Create control report checkbox and
selected Preview on the General tab, the New Export Control Report
preview screen appears.

A3 New Export Control Report [_[=]x]
x|« 1af1 ¥ >||- %§|® '=| 1005 = I:lﬁl Tatal11  100% 1o 11

Preview

Export Control Report

Crtput data file created:  CMvFilesiConstituent b ddressdenail csv

Group Field Header
Constitwent Information
L. Tmport ID CrBio_Import_[D b
2. First Name CnBio_First_Mame
3. Last Hame CnBio_Last_Mame
4. Org Name CrnBio_Org_Name
Address'Preferred Address
5. Address line 1 CrbdrPrf_Addrlinel
6. Address line 2 CrbdrPrf_Addrline2
1. City CrbdrPr City
8. State CrdrPe State
9 ZIP CrbdrP ZIP
10. Type CrbdrPe Type

11. Infor sonree CrbdrP Info_Source

22. To print the Export Control Report, click Print on the toolbar.
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23. To close the preview screen, click the red “X” on the left hand top corner

of the screen. You return to the export record.

24. From the menu bar, select File, Save As to save the export record. The
Save Export As screen appears.

Save Export As

x]
Export name: I Save I

Description: Cancel

Export type: IEnnstituent j

[+ i Other uzers may wn this expart §

[ Other uzers may modify this export

25. Inthe Export name field, enter “Constituent Address”.
26. In the Description field, enter “Preferred address for all constituents”.

27. The Export type field is disabled because you selected Constituent in the

Create a New Export screen.

28. To authorize other users to run your export, mark the Other users may

run this export checkbox.

29. To authorize other users to change your export, mark the Other users
may modify this export checkbox.

Save Export As |

Export name: IEnnstituent Address Save

Deseription: |Praferred address for all constituents Cancel |

Export type; IEunstituent j

[v Other users may min this expart

v Other users may modify this export

30. Click Save. The export record is saved and appears in the list on the
Export page.

31. From the menu bar, select File, Close to exit the export record.
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> Create a gift export

Using a gift export you can extract all gift information found in your database.
This type of export is especially helpful if you want to extract information for
further analysis or for graphing. When you select to perform a gift export, you
extract information from the gift record of each constituent. If a constituent
has more than one gift that meets the criteria of your export, each gift is
included in the data file.

E You are preparing for your upcoming Annual Campaign and decide to
create a small, custom report on constituent giving information in 2001.
You want to include the first name, last name, address information, and a
summary of total gift information to get an idea of who you can expect to
contribute to the Annual Campaign for the current year. You export this
information from Export to Microsoft Excel where you will finalize the
report.

If you do not have

rights to certain records
in The Raiser’s Edge, you
do not see that export type
on the Create a New Export
screen. For example, if you
do not have rights to gift
records, you do not see the
export type of Gift. For
more information about
Security, see the
Configuration & Security
Guide.

gYou can establish your
export type and format
preferences in User Options.
For more information about
Export User Options, see
“Export User Options” on
page 130.

1. From the Export page, click New Export. The Create a New Export
screen appears. For more information about accessing the Export page,
see “Navigate in Export” on page 124.

Create a Mew Export

what type of export do you want to create?

=
dual Relationships
Action

Campaign

Fund

Appeal

ift

Ewent

| Participant

temberzhip

Job

Export format: | ] Microsaft Word Merge File =

W Include Header

Create NDﬂI Cancel |

2. Inthe What type of export do you want to create box, select Gift.

3. Inthe Export format field, select Excel 5-7 (XLS), or another version of
Excel if this does not apply to you.

Create a Mew Export

o What type of export do you want to create?

Canztituent

Individual R elationships
Action

Campaign

Fund

AEEeaI

Ewvent

- | Participant
temberzhip
Job

Excel 57 [XL5) =]

E xport formal

Create NDﬂI Cancel
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4. Click Create Now. The New Gift Export screen appears.

5.

£ New Gift E xport =] E3
File Edt “iew Toolz Help

E]Saveandl:lnse|u b4 ||} @,||| T -

all 2:0utput I

Include. . | All Records

Include Gifts For
¥ Inactive conshtuents

[~ Deceased constituents
[v Caonstituents with no valid address

[ Create control report @8 Freview € Frint

< Bach I Mest > I Cancel | EHpDrtNDﬂl

| 7

On the General tab, click Include to select the specific records to include
in the export. For more information about the Include button, see
“Understand the Include Options” on page 139. Select All Records to
include all gift records in the export.

Unmark all the checkboxes in the Include Gifts For frame. You want to
exclude gifts from inactive, deceased, and constituents with no valid
address.

Mark the Create control report checkbox to create a control report for
the constituent export. A control report summarizes the export’s
characteristics and field criteria.
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The first field in the

Output box of an
export is either the export’s
name (for saved exports) or
the export type (for exports
not saved).

e You can use Find for
S/ quick access to a field.

8. Select the Preview option so you can preview the control report.

£ New Gift E xport
File Edt ‘“iew Favontezr Toolz Help

ESaveandClo$e|u > ||}|ﬁ||| ?-

[=] E3

1:General | 2:0utput I

Include. . | All Records

Include Gifts For
[~ Inactive conshtuents

[~ Deceased constituents
[~ Constituents with no valid address

£ (% Preview ¢ Print

Export Mow |

< Haeh I Mewt » I Cancel |

9. Click Next. The Output tab appears.

£ New Gift E xport
File Edt “iew Toolz Help

E]Saveandl:lnse|u b4 ||} @,||| T -

1:General  Z:0utput |

— Output
j 2] Mew Gift Export

— Awallable Figlds to Expart
Shawe: | cll>

Acknowledge -
Acknowledge date

Added By

Address Block

Adiuztrent reazon

Agency

Amount coing

Amount notes

Anonpmous?

Appeal

Archived gift?

Authorization code j

@ Find | oo O

I EEa s E EE E = E

<-Hemnve| | Eommat... I = (Eriteria. |L|L|

Expart Mow |

< Back I |j: =0 I

i

10. Inthe Show field, select a specific group of fields, or select “<All>" to
see a complete list of Available Fields categories.
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11. Click the plus sign to the left of the group name to reveal criteria fields
under each group. Expand the Constituent, Constituent Information group
to reveal First Name, Last Name, and Address, and click Constituent,
Summary Information, Gifts group to reveal Total Gift amount.

12. Highlight First Name and click Select. The selected output criteria field
and its parent criteria category appear in the Output box.

13. Repeat steps 11 and 12 to move the Last Name and Address fields from
the Available Fields to Export box to the Output box. For more
information about criteria groups, see “Understand Criteria Groups” on
page 141.

E. New Gift E xport M=l E3
File Edit Yiew Favortes Toolz Help

ESaveandElo$e|ux ||}|ﬁ|||?' ‘

1:General  2:0utput |

— dwailable Fields to Export — Output
Show: |<;:-._||> j Ir:“ﬁ Mew Gift Export
. =~ E Constituent
El-E Caonstituent Information d E| Constibuent Information
----- 0 Academy D E First Name
""" 0 AddedBy B Last Mame
""" i “ofl Addiess
----- 0 Age
----- 0 Annotation !
----- 0 Annatation Auto Digpl
----- 0 Anonymous?
----- A EBithdate
----- 0 Bithplace
----- [ Constituent Code -
1| | 3
a5 Find...l Select -» E| | <-Hemm-'e| [l Fomiat... I = |L|L|
< Back | HExts | Cancel | Ewport Mow |

| .

14. Inthe Available Fields to Export box, highlight Total Gift amount and
click Select. The Gifts Criteria screen appears.

Gifts Criteria E
1: General |2: Filtersl 2 Gift T_I,Jpesl

r Include Gifts with these D ates

Date: IIncIude all dates j

Date bo uze:

r Include Gifts for these Amounts——— — Soft Credit Giftz To

Start amount:l ﬁl " Doner
™ Soft credit recipients ILISB diztribution or gift j
End amount:l ﬁl

" Both IUse diztribution on gift j

— Credit Matching Gifts Ta
" Donar & MG Comparny  Both

Ok I Cancel

e You can also drag the
S/ highlighted field and
drop it into the Output box
or double-click on the field
in the Available Fields to
Export box.
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You can install sample

exports in The Raiser’s
Edge. Some of these queries
save the time it takes to
create them yourself. Others
may serve as a starting point
to get the specific results
you are seeking. To access
the Sample Installer, select
Tools, Install Samples from
the shell menu bar. For more
information about installing
samples for your database,
see the Program Basics
chapter in the Program
Basics Guide.

15.

16.

17.
18.
19.

20.

21.

22.

In the Date to use field, in the Include Gifts with these Dates frame,
select “Gift date”.

In the Date field, select “<Specific Range>". The Start and End fields
appear.

In the Start field, enter the date 01/01/2001.
In the End field, enter the date 12/31/2001.

Leave the fields blank in the Include Gifts for these Amounts frame.
You can narrow down the information to export by entering start and end
amounts in these fields.

In the Soft Credit Gifts To frame, select Both to export information for
the donor and the recipient.

In the Credit Matching Gifts To frame, select Both to include
information for the donor and the matching gift company. On the Gift
Types tab, include all gift types.

Gifts Criteria E

1: General |2: Filtersl 2 Gift T_I,Jpesl

r Include Gifts with these D ates

Date to use:l Gift date j
Date: | <Specific range> =l staw [orsmzom | End [12/31/2001 |
r~ Include Gifts for these Amounts — Soft Credit Gifts Ta
 Donor

Start amourt: I ﬁl
™ Soft cradit recipiants IUSB digtribution or gift j

End amount:l ﬁl — -
' Both IUse digtribution on gift j
— Credit Matching Gifts Ta
™ Donar MG Comparny

Ok I Cancel

Select the Filters tab.

Giftz Criteria E
1: General | 2 Gift Typesl

By uzing the grid below, the giftz may be filtered on the items shown in the Selected Filters column.

Filters I Include I Selected Filters
Zampaigns All <Al Campaigns =
Funds Al <Al Funds=
Appeals All <Al Appeals =
Query all <Al Gifts that meet criteria=

ak I Cahicel
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23. Inthe Include column of the Campaigns filter, choose “Selected”.
24. Click in the Selected Filters column. The binoculars appear. Click the

binoculars. The Selected Campaigns screen appears.

Selected Campaigns E
Include: Qb ! te ® Query
Type an enty to search the list:
i Find Now I Include these Campaigns
(o] IDescription Iﬂ (] IDescription I
ARMIUAL Anrual Campaign
CAPITAL Capital Campaign
RELIEF Disaster Relief Ca... > I
EMDOW Endawment Carm. ..
MEMBER Membership Cam... LI
PLAMMED: Planned Giving C... < I
PLAYGRCOUND Playground Camp. ..
e o e o
[” Show inactive Campaighs
Ok, | Cancel |

25. Inthe Include field, select Selected.

26.

If you need to choose a campaign query, select Query. A Query name
field appears with a binoculars button. Click the binoculars to browse for
an existing campaign query.

Highlight “Annual Campaign”. Click the single right arrow to move

“Annual Campaign” from the box on the left into the Include these
Campaigns box on the right.

Selected Campaigns

Include; £ ¢ b ® Query

Type an entiy to zearch the lizt;

b Find Now I Include these Campaigns
jin} Descripkion (o} Description
Capital Campaign Annual Campaign
RELIEF Disaster Relief Ca.., LI
EMDOW Endowment Camp...
MEMEER. Membership Cam...
PLAMMED Planned Giving Ca. .. ;I
PLAYGRCUND Playground Camp. .. il
SCHOLAR Scholarship Camp...

[~ Show inactive Campaigns

Ok | Cancel |
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27. Click OK. You return to the Filters tab of the Gifts Criteria screen.
“Annual Campaign” appears in the Selected Filters column on the
Campaigns row.

Gifts Criteria E

1: General 2 Filters | 2 Gift T_I,Jpesl

By uzing the gnd below, the gifts may be fikered on the ikems shown in the Selected Filkers column.

Filters I Include I Selected Filters |
Campaigns Selected Anrual Campaign ﬂl
Funds all <Al Funds =
Appeals all <Al Appeals>=
Query all <all Gifts that meet criteria >

0K I Cancel

28. Select the Gift Types tab.

1: General | 2: Filters I

Gift Types: Include theze Gift Types:

Al Pledge Pay-Cazh

Al Stock A MG Pap-Cash

Al Gifts In Kind ﬂ Pledge

Allwrite Offs ﬂ MG Pledge

&l Other Stack/Property

ﬂ Stack Property [Sald)
Pay-Stock/Property |

[T Erclude zero amount gifts

[~ Use gale date for zold stock/property

[T Use zale amount for zold stock/property

I~ Subtiact braker fee fiom sold stock/property
¥ Use gift balance instead of gift amaunt

Ok I Cancel |

29. Leave the information that defaults automatically because you do not
want to narrow your fields to export by any gift type information other
than the default fields.
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30. Click OK. You return to the Output tab.

£ New Gift E xport M=l E3
File Edt ‘“iew Favontezr Toolz Help

ESaveandClo$e|ux ||}|ﬁ|||?' ‘

1:General  Z:0utput |

— Awallable Figlds to Expart — Output
She: |<;:-._||> j Ir:nﬁ New Gift Export

=B Consttusnt

=1+ E Constituent [nfarmation ﬂ

=B Constituent Infarmation
..... 0 Academy D B FistMame
E 233?:35}' E| Lazt Mame

C el Address
----- 0 Age . | E-E Summary information
..... I Annotation o6 Gits

----- 0 Arnotation Auto Displ
----- I Anonymous?

----- B Bithdate

----- 0 Eithplace

----- 0 Constituent Code j
| N

Lol Tatal Gift amount

<-Hemnve| i Formiat... I iy Eriterial. |L|L|
< Back I Merts I Cancel | EHpDrtNDﬂl

| 7

31. Click Export Now. The Export file name screen appears.

Export file name EHE

Savein | 1 MyFiles =l = ef|

File narme: I Save I
Save as lype: [Excel 57 [L5) =l Cancel |

32. Inthe Save in field, assign a location to your data file For example, you
may want to save this to C:\MyFiles, or another folder you prefer to store
information.

33. In the File name field, enter “ConstituentGiving2001.xIs” to name the
data file for the export.

You can set a default

location on the File
Locations tab in User
Options. For more
information, see “Export
User Options” on page 130.
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§When you click Save on
the Export file name
screen, the data file you save
contains information
exported from your
database. Later in this
procedure, you will save the
export record, which
contains the criteria
established on the General
and Output tabs to use in
other exports.

34. The value in the Save as type field defaults to the export type you
selected on the Create a New Export screen.

Export file name EHE
Save in: I _ 4 MyFiles j gl
File narme: ICnnStituentGiving2DD1 g Save I

Save as type: IE:-:ceI B-7 [#L5)

j Cancel |

35. Click Save. The export processes, and you receive a message letting you
know how many records were exported and the processing time.

% New Gift Export

Fil=  Edit Wiew Favorter Toolz Help

i[=] E3

ESaveandEIose|u b |E|ﬁ||| Y =

1:General 2 0utput |

— Available Fields to Export Cutput
Show |<,.f_-.,||> j % Mew Gift Export
; - - =~ Constituent
=-E Igonsutuent Information ;I E| Constituent Infarmation
E| i;;dzrg}ll[) i i@ First Name
ed By
[ Address The Raizer's Edge x|
g e 461 .
: 1wz exported. .
E i::g::::g: sl @ Elapsed Time: 00:01:04  prooation
B Anorymous? | Gift amaount
@ Bithdate Ok |
- Bithplace
[ Constituent Code T
1| | »
h Find...l Select -» E| | <-Hem0ve| i Fomat... I Qitelia_._l + | + |

< Back | Herts | Cancel |

Export Mow

A




36.

37.
38.

39.

40.
41.
42,

43.
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Click OK. Because you marked the Create Control Report checkbox
and selected Preview on the General tab, the New Export Control Report
preview screen appears.

(=] %]

lQ New Export Control Report

X4 e v o e S| 7 &z fooe = [ 84| Tews  doox 5of5

Freview

Export Control Report

Orutput data file created:  C:MvFilesiConstitnent Giving2001 s

Group Field Header

Constiment' Constituent Information
1. First Name
2. Last Hame
3. Address

Gf_CnBio_First_Name
Gf CnBio_Last Mame
Gf_ CnBio_&ddress

ConstituentSuramary informationiCrifts

4. Total Gift arount Gf_CrSraryGft_|_Total (Gift_armount

ol

Click Print on the toolbar to print the Export Control Report.

To close the preview screen, click the red “X” on the left hand top corner
of the screen. You return to the export record.

From the menu bar, select File, Save to save the export record with the
criteria fields selected on the General and Output tabs. The Save Export
As screen appears.

Save Export As

Save I
Cancel |

Export hame: I

Dezcription:

Export type: IGiﬂ j

[ {Other users may rn this export :

[v Other users may modify this export

In the Export name field, enter “Gift Info.”.
In the Description field, enter “Use for custom report in Excel”.

The Export type field is disabled because you selected Gift on the Create
a New Export screen.

To authorize other users to run your export, mark the Other users may
run this export checkbox.

§We recommend you
print a control report.
The control report lists the
location of the newly created
file and the order of the
exported fields. You can do
this by selecting Print on
the General tab or by
clicking Print on the
Control Report preview
screen.
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44. To authorize other users to change your export, mark the Other users
may modify this export checkbox.

Save Export As

Expart name: |Git Info. Save I
Dieseription: [ se for custom report in Excel Cancel |

Export type: IGift j

[v Other users may un this export

¥ Other users may madify this expart

45, Click Save.

46. From the menu bar, select File, Close to exit the export record. The export
record appears in the list on the Export page.
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> Export contact name and address information

When you export contact information, there are several reasons the contact
information you intend to export does not export. For example, the day you
export the contact information may fall outside of the Date from and Date to
dates in the contact relationship record. Also, to export contact information,
you must mark the Contact checkbox on the Relationships tab and make sure
you do not mark the Do not mail to this contact checkbox in this same frame.
For more information about relationships, see the Relationships chapter of the
Constituent Data Entry Guide.

E At the request of your VVolunteer Director, you are going to send all the
organizations in your database a letter to recruit new volunteers. You want
to personalize these letters to organizations by including the contact name
and address information. Select all the contact information you need for
your letter and use the Microsoft Word Merge File format to export the data
for your mailing house.

1. From the Export page, click New Export. The Create a New Export
screen appears. For more information about accessing the Export page,
see “Navigate in Export” on page 124.

Export format: IE Comma-Separated Values

¥ Include Header

Create Noﬂl Cancel |

2. In the What type of export do you want to create box, select
Constituent.

You can establish your export type and format preferences in User
Options. For more information about Export User Options, see “Export
User Options” on page 130

3. Inthe Export format field, select Microsoft Word Merge File.

If you need to export

contact information for
your own mail merge, you
should select the Blackbaud
Simple Word Merge format
or Blackbaud Conditional
Word Merge format. When
you select one of these
formats, The Raiser’s Edge
integrates with Word to
generate mail merge letters
quickly and easily. For more
information about using
The Raiser’s Edge with
Word to generate mail
merge letters, see the Mail
Merge With Microsoft Word
chapter in the The Raiser’s
Edge & Microsoft
Integration Guide.
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4. Mark Include Header. You want the first row of your export to contain
the header names for the fields selected.

Create a New Export

vy ‘wihat tppe of export do pou want to create?

Individual R elationships

Ewent
. |Participant
temberzhip
Job

Expart format: Microsoft Word Merge File j

¥ Include Header

Create Nc-ﬂl Cancel |

5. Click Create Now. The New Constituent Export screen appears.

% New Constituent Export [_ (O] <]
Fil=  Edit Wiew Toolz Help

ESaveandCIDse|U){ |E|ﬁ|||?- ‘

1:General | Z0utput I

Inciude... | All Records

‘Head of Househald' Processing Include theze Constituents

™ Expart only constituents marked 'Head of Household'
" E=port first constituent found
' Eypart both constitusnts separately

[ Inactive constituents
[~ Deceased constibuents
¥ Caonstituents with no valid address

[ Create control report €5 Freview € Fiint

Export Mow |

| 4

% Back | Mext » | Cancel |

6. On the General tab, click Include to select the specific records to include
in the export. For more information about the Include button, see
“Understand the Include Options” on page 139. Select All Records to
include all records in the database in this export.
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7. Inthe *Head of Household’ Processing frame, select Export both
constituents separately to specify that each constituent should have his
criteria appear in the export.

In Export processing, “Head of Household” can determine who should be
exported from a constituent record. For example, when you make a
spouse a constituent in your database, or if the spouse is already a
constituent in your database, a “Head of Household” checkbox appears
on the General tab of the individual relationship record. If you do not
mark this checkbox for the spouse, the constituent on the Bio 1 tab is
automatically “Head of Household”.

If you select Export only constituent marked ‘Head of Household’, on
the General tab in Export, only the constituent marked Head of
Household is selected for your export. If you select Export first
constituent found, the first constituent found in the database exports.

8. Unmark all the checkboxes in the Include these Constituents frame. You
want to exclude inactive, deceased, and constituents with no valid
address.

9. Mark the Create control report checkbox to create a control report for
the constituent export. A control report summarizes the export’s
characteristics and field criteria.

10. Select the Preview option so you can preview the control report.

£ Mew Constituent Export Hi=] E3
File Edt ‘“iew Favontezr Toolz Help

ESaveandClo$e|ux ||}|ﬁ|||?' ‘

1:General | 2:0utput I

Include. . | All Records

Include these Constituents

‘Head of Houzehold' Processing

" Export anly canstituents marked 'Head of Househald' || T Inactive constituents

™ Export first constituent found [ Deceased constituents

* Expart both constituents separately [~ Canstituents with na walid address

Iv e eport (% Preview " Print

Export Mow |

| 7

< Haeh I Mewt » Cancel

If you are exporting

organization records
only, your selection in the
‘Head of Household”
Processing frame does not
matter. Organization records
do not have the Head of
Household checkbox. For
more information about
organization records, see the
Biographical Information
chapter in the Constituent
Data Entry Guide.
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The first field in the

Output box of an
export is either the export’s
name (for saved exports) or
the export type (for exports
not saved).

11. Click Next. The Output tab appears.

E. New Constituent Export [_ [O] x|
File Edit Yiew Toolz Help

ESaveandElo$e|ux ||}|ﬁ|||?' ‘

1:General  2:0utput |

—dwailable Fields to Export———————————— - Dutput
Shi: |<,e:-.,||> j [ Mew Constituent Export

-E Constituent |nformation -
EH Spouse

By Credit Cards

Constituency

EH Address
AddresseesSalutation
Relationshipsz

By Motes

3y Appeals

B Gifts

EF First Gift

El

|
il Find...l Selechss ®| <-Hemm-'e| | Eommat... I E@Qriteria... |L|L|

Ewport Mow |

| S

|
-
&
o

< Back I HEx I

12. Inthe Show field, select a specific group of fields, or select “<All>" to
see a complete list of Available Field categories.

13. Click the plus sign to the left of the group name to reveal criteria fields
under each group. Expand the Constituent Information group to reveal
Org Name. Expand the Address, Address Processing group to reveal
Address line 1, Address line 2, City, State, and ZIP. Within this same
group, click the plus sign to the left of the Contact group to reveal the
contact Primary Addressee field.

14. Highlight Org Name and click Select. The selected output criteria field
moves to the Available Fields to Export box to the Output box.
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15. Highlight Address line 1 and click Select. The Address Processing screen
appears.

Address Processing

1: Ind. Address IZ: Org, Address]

Complete the steps below to determine which address will export. Click here to learn sbout address processing,

Step 1:Indicate if zeazonal addrezzes should be conzidered for this export. |f seazonal addrezzes are
considerad the first valid seazonal address will be uzed.

V¥ Consider addresses with seasonal dates as of ||nc:|ude all dates

=

Step 2:Specify, in the order of importance, the addreszes to conzsider if a walid seazonal address is nat found.
Addreszes:

Addresses bo uge:
First address in list il Prefered Address
Primary Buzinezs
Spouse Pimary Business
DC 7 RO A Adrmmn T mm memimes ﬂ

Step 3: You may check for special requirements by first considering addreszes with the zpecified attributefs).

Address Attibutes... | <Mo attributes specified.>

Step 4:Speciy what happens if no address is found: | E4port with no address

(]9 | Cancel |
16. Select the Org. Address tab.

17. In Step 1, select Export contact’s address. For more information
about the Address
Address Processing Processing screen, see the
Mail Guide.

Complete the steps below to determine which address will export. Click here to learn about address processing.

Step 1:Indicate if thiz export should export the contact's or the organization's address.
v Ewport contact's address " Ew=port only the organization's address
Step 2:Specify the contact twpes to congsider for this export.

Caontact Types ta Include... ‘ <4l contact lypess

Contact Address Attributes. .. | <Mo attributes zpecified.>

Step 3: Specify what happens if no contact is found: | Ewport with no address

(] 4 | Cancel |
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18. Click OK. The selected output criteria field and its’ parent criteria group
appear in the Output box.

£ New Constituent Export

File Edit ‘iew Favonter Toolz Help

E]Saveandl:lnse|u b4 ||} @,||| T -

(=] E3

1:General  Z:0utput |

— Awallable Figlds to Expart

— Output

E-[E Address Processing
..... 0 AddedBy

----- 0 Addess Black
----- [ addessline 1
----- 0 Addiessline 2
----- 0 Addess line 3
----- I addessline 4
----- 0 Addessline 5
----- B Addess lines

Shawe: [ <> |
Al Addresses ﬂ

[

% Hew Constituent Export
E| Constituent Information
i L@ OrgMame
=~ Address
=B Address Processing
Lol Address line 1

----- 0 CarT =
3
<-Hemnve| il Fommat.. Igriteria... |L|L|
< Back I Mert s I Cancel | EHpDrtNDﬂl

A
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19. Repeat this step to move Address line 2, City, State, ZIP, and contact
Primary Addressee from the Available Fields to Export box to the
Output box. For more information about criteria groups, see “Understand
Criteria Groups” on page 141.

£ Mew Constituent Export [_ O] x|
File Edit ‘iew Favonter Toolz Help

ESaveandClo$e|ux ||}|ﬁ|||?' ‘

1:General  Z:0utput |

— Awallable Fields to Export — Output
Shaw |<AII> j Mew Constituent Export
- EI Conztituent Information
-y All Addresses ﬂ @ OrgMame

Bl Address Processing
----- [ 4ddedBy

----- 0 Addess Block
----- 0 Addessline 1
----- 0 Addiess line 2

- E Address
=B Address Processing
Lol Addressline 1
I sddiess line 2

-l Cit
----- I Addessline 3 E -0 St:te
----- [ Addess line 4 2P
----- [ Addiessline 5 E| Comtact

----- B Addess lines

----- 0 CaRT =
1| | E

@ Find | Selects |

~-[ Primamy &ddressee

<-Hem0ve| [l Fommat.. IQlitelia... |LIL|
Export Mow |

| 4

< Back | Hert s | Cancel |

To change the order of the items in the Output box, use the up and down
arrow keys.

20. Click Export Now. The Export file name screen appears.

Export file name EHE
Save in: |E;| MuFiles j | E‘Fl |
| CatR oot [ Fonts [[Java
] Canfig [ fams [ Media
|1 Caokiss 5 Help [ Mz
I Carel [ | History @ i zagent
I Cryztal e @ MSApps
) Cursars [ Installer 2 mzdownld.trmp
1] | 2
File: name: |
Save as hype: IMicmsa[t Wiord Merge File j Cancel |

21. Inthe Save in field, assign a location to your data file. For example, you
may want to save this to C:\MyFiles, or another folder in which you
prefer to store information.

22. Inthe File name field, enter “Contacts.dat” to name the data file for the
export.

5 If you want to include
contact position
information (for example,
“Manager”) in your export,
expand the Relationships,
Contacts group and select
Position.

You can set a default

location on the File
Locations tab in User
Options. For more
information, see “Export
User Options” on page 130.
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@When you click Save on
the Export file name
screen, the data file you are
saving contains information
exported from your
database. Later in this
procedure, you will save the
export record, which
contains the criteria
established on the General
and Output tabs to use in
other exports.

23. The value in the Save as type field defaults to the export type you
selected on the Create a New Export screen.

Export file name

Savein | 3 MyFiles -] = e
File: narme: IEDntacts.dat Save I

Save as type: |Microsoft Word Merge File

j Cancel |

24. Click Save. The export processes, and you receive a message letting you
know how many records were exported and the processing time.

E. New Constituent E xport
File Edit View Favortes

Toolz: Help

ESaveandEIose|n ¥4 |E Et||| ?'

- [0 x]

1:General  Z0utput |

— Available Fields to Export

Output

Shaw: | <4l

Mew Constituent

=

State

]

]

-

-8 Type
0 WBA User Fiele
g zaip

B _MONAME_1%
EI--- Contact

0 AddedBy
-f fge

Send mail ta thiz addr;l

Syztem Record D

“-]  OrngMame
= Address

The Raises X

2225 ows exported.
Elapsed Time: 00:00:16

(]9 |

)

Export

E| Constituent [nformation

Feszing
lire 1
line 2

- Bith daie

|
#h Find_ | Selecto |

- or
4

<-F|emu:|ve| [l Famat.. |Qriteria... |L|L|

< Back | |t =31 |

Cancel |

Export How

v
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25. Click OK. Because you marked the Create control report checkbox and
selected Preview on the General tab, the New Export Control Report
preview screen appears.

lg MNew Export Control Report [_[=5]x]

x| 4 4 Taf bV o= | & # &[0 m| [ |#h Tewd  foox 7ot7

Preview
-

Export Control Report Pa
Crutput data file ereated: C-WContacts dat
Group Field Header
Constitvent Information
1.0rg Name CnBio Org Mame b
Lddress\hddress Processing
2 Address line 1 CrbdradrProc Addrinel
3 Address line 2 CubdradrProc Addine?
4. City Cr&dradrProc City
5. State CnidridrProc State
a. ZIF CnédradrProc ZIP
Lddress\bddress ProcessingContact
T Hame CubdradrProcCnt Narme
=
Kl | »

26. To print the Export Control Report, click Print on the toolbar.

27. To close the preview screen, click the red “X” on the left hand top corner
of the screen. You return to the export record.

28. From the menu bar, select File, Save As to save the export record. The
Save Export As screen appears.

Save Export As |

E:-:pu:nrtgame:l Save I
Diescription: Cancel |

Expart type: IEDnstituent j

v | Other uzers may wn this expart

[ Other uzers may modify this export

29. Inthe Export name field, enter “Contacts”.
30. In the Description field, enter “Contact name and information”.

31. The Export type field is disabled because you selected Constituent in the
Create a New Export screen.

32. To authorize other users to run your export, mark the Other users may
run this export checkbox.
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33. To authorize other users to change your export, mark the Other users
may modify this export checkbox.

Save Export As

x]
Export name: IEnntacts Save I

Descriphion: |Cartact name and information Cancel

Export type: IEnnstituent j
[v Other uzers may wn this export

[ Other uzers may modify this export

34. Click Save. The export record is saved and appears in the list on the
Export page.

35. From the menu bar, select File, Close to exit the export record.

> Export one field multiple times using a separate set of parameters

You can export the same field multiple times in Export. Certain fields allow
you to select a separate set of parameters for the field. For example, you can
select a separate set of parameters for the Total Gift amount field in a
Constituent export. However, you cannot select a separate set of parameters
for gift fields in a Gift export.

1. From the Export page, click New Export. The Create a New Export
screen appears. For more information about accessing the Export page,
see “Navigate in Export” on page 124.

Create a New Export

| What type of export do you want to create?

it

al elationships

| |Participant

temberzhip

Job

Expaort format: Comma-Separated Values j

¥ Include Header

Create Nc-ﬂl Cancel |

2. In the What type of export do you want to create box, select
Constituent.

You can establish your export type and format preferences in User
Options. For more information about Export User Options, see “Export
User Options” on page 130.

3. In the Export format field, select Comma-Separated Values.
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4. Mark Include Header. You want the first row of your export to contain
the header names for the fields selected.

Create a Mew Export

what type of export do you want to create?

Individual Relationships
Action

Campaign

Fund

Appeal

Event

| Participant

tembership

Job

omma-Separated Yalues j

Ewpart farmat;

v Include Headsr

Create NDﬂI Cancel |

5. Click Create Now. The New Constituent Export record screen appears.

% New Constituent Export [_ (O] <]

Fil=  Edit Wiew Toolz Help
E]Saveandlzluse|u>( |E@|||?' ‘

1:General | Z0utput I

Inciude... | All Records

‘Head of Househald' Processing Include theze Constituents

" Export only constituents marked 'Head of Housshold || W Inactive constituents
[~ Deceased constibuents

¥ Caonstituents with no valid address

" E=port first constituent found
' Eypart both constitusnts separately

[ Create control report €5 Freview € Fiint

< Back | Mext » Cancel EHDDFtNDﬂl

| 4
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@ If you select All
Records, you consider

all records found in your
database for the export. If
you choose Selected
Records, you must use a
query. If you select One
Record, you locate and use
a specific record in your
database.

6. On the General tab, click Include to select the specific records to include
in the export. For more information about the Include button, see
“Understand the Include Options” on page 139. Select All Records to
consider all constituent records in the database for your export.

7.

E. New Constituent Export

File Edit Yiew Favortes Toolz Help

ESaveandElo$e|u > ||}|ﬁ||| )<

S [=] B3

1:General | 2:0utput I

All Records

Selected Records. ..
One Record

zing

¢ Export only constituents marked ‘Head of Household

™ Expart first constituent found
& Export both constituents separately

Include these Constituents

¥ Inactive conshituents

[~ Deceased constibuents

[v Constituents with no walid address

[T Create control report 08 Freview

= Fiiit

< Hash I Mewt » I Cancel

Ewport Mow |

In the “‘Head of Household’ Processing frame, select Export both
constituents separately to specify that each constituent should have his
criteria appear in the export.

A

In Export processing, “Head of Household” can determine who should be
exported from a constituent record. For example, when you make a
spouse a constituent in your database, or if the spouse is already a
constituent in your database, a “Head of Household”” checkbox appears
on the General tab of the individual relationship record. If you do not
mark this checkbox for the spouse, the constituent on the Bio 1 tab is
automatically “Head of Household”.

If you select Export only constituent marked ‘Head of Household’, on
the General tab in Export, only the constituent marked Head of
Household is selected for your export. If you select Export first
constituent found, the first constituent found in the database exports.

Unmark all the checkboxes in the Include these Constituents frame. You
want to exclude inactive, deceased, and constituents with no valid
address.
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9. Mark the Create control report checkbox to create a control report for
the constituent export. A control report summarizes the export’s
characteristics and field criteria.

10. Select the Preview option so you can preview the control report.

E. New Constituent Export _ [O] x|
File Edit Yiew Favortes Toolz Help

ESaveandElo$e| EH ||} |ﬁ||

?-

1:General | 2:0utput I

Include. . | All Records

‘Head of Houzehold' Processzing Inchude these Constituents

" Ewport anly canstituents marked 'Head of Househald' || T Inactive constituents
™ Expart first constituent found [T Deceased constituents

& Export both constituents separately [ Canstituents with na walid address

% Preview  Print

< Hash I Mewt » I Cancel

Ewport Mow |

| 4
11. Select the Output tab.
E. New Constituent Export [_ [O] x|
File Edit Yiew Toolz Help
ESaveandElnse|n 7 ||}@.|| ? - ‘
1:General  2:0utput |
— dwailable Fields to Export — Output
Shi: |<,e:-.,||> j [ Mew Constituent Export
Constituent |nformation -

Spouse

By Credit Cards

Iy Constituenicy
Address
AddresseesSalutation
Relationships

&y Motes

[y Appeals

Gifts

Firzt Gift

Lazt Gift ;I

@ Find. | oo O

<-Hemm-'e| | Eommat... I E@Qriteria... |L|L|
Ewport Mow |

| S

< Back I HEx I

§We recommend that you
print a control report.
The control report lists the
location of the newly created
file and the order of the
exported fields. You can do
this by selecting Print on
the General tab or by
clicking print on the control
report preview screen.

The first field in the

Output box of an
export is either the export’s
name (for saved exports) or
the export type (for exports
not saved).
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e You can use Find to
S/ quickly access a field.

e You can also drag the
s/ highlighted field and
drop it into the Output
frame or double-click on the
field in the Available Fields
to Export box.

12.

13.

14.

15.

16.

17.
18.
19.

20.

21.

In the Show field, select a specific group of fields, or select “<All>” to
see a complete list of Available Field categories.

Click the plus sign to the left of the group name to reveal criteria fields
under each group. Expand the Summary Information, Gifts group to
reveal Total Gift amount.

Highlight Total Gift amount and click Select. The Gift Criteria screen
appears.

Gift Criteria
1: General |Z: Filtersl 2 Gt T_I,Jpesl

—Include Gifts with these Dates

Drate to use: | {EifEEE

[1ate: I Include all dates ;I

— Soft Credit Gifts To
& Daonar

r~ Include Gifts for these Amounts

Start amount:l I
i Saft credit recipients IUSE distribution on gift ;I
End amount:l I — -
" BEoth IUse diztribution an gift ;I
— Credit Matching Gitts To
" Daonar % MG Compaty " Both

0K I Cancel |

In the Date to use field, in the Include Gifts with these Dates frame,
select “Gift date”.

In the Date field, select “<Specific Range>". The Start and End fields
appear.

In the Start field, enter a start date.
In the End field, enter an end date.

In the Include Gifts for these Amounts frame, you can narrow down the
information to export by entering start and end amounts in these fields.

In the Soft Credit Gifts To frame, select Both to export information for
the donor and the recipient.

In the Credit Matching Gifts To frame, select Both to include
information for the donor and the matching gift company. On the Gift
Types tab, include all gift types.



22.

23.

24.

25. Leave the information that defaults because you do not want to narrow
your fields to export by any gift type information other than the default

EXPORT

Select the Filters tab.

Gifts Criteria E

1: General 3 Gift Types |

By uzing the gnd below, the gifts may be fikered on the ikems shown in the Selected Filkers column.

Filters I Include I Selected Filters
Campaigns all <Al Campaigns >
Funds all <Al Funds =
Appeals all <Al Appeals>=
Query all <all Gifts that meet criteria >

0K I Cancel |

To filter by a campaign, fund, appeal, or query, in the Include column of
the appropriate filter, choose “Selected”. For more information about the

Filter tab, see “Create a gift export” on page 160.
Select the Gift Types tab.

Gifts Criteria E

1: General | 2 Filters

Gift Types: Include theze Gift Types:
Al Pledge Pay-Cazh
Al Stock A MG Pap-Cash
Al Gifts In Kind ﬂ Pledge
Allwrite Offs MG Pledge
<
&l Other J Stack/Property

ﬂ Stack Property [Sald)
Pay-Stock/Property |

[T Erclude zero amount gifts

[~ Use gale date for zold stock/property

[T Use zale amount for zold stock/property

I~ Subtiact braker fee fiom sold stock/property
¥ Use gift balance instead of gift amaunt

Ok I Cancel |

fields.
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Make sure you do not

highlight other fields in
the Output box. If you do,
you are not asked to select
new parameters for the
export. For example, Total
Gift amount is highlighted in
the Output box. You select
the Total Gift amount field
from the Available Fields to
Export box for the second
time for the export. The field
appears in the Output box.
The Gift Criteria screen does
not appear for you to select a
second set of parameters.

26. Click OK. You return to the Output tab.

&% New Constituent Export
File Edit View

Favorites Tools Help

M[=] E3

uSaveandEInse|H |'£§ LI];| < |-"'_"|' ?-
1:General  Z:0utput |
— Awallable Fields to Expart — Output

Shawe: | call> |
+ Ewent participations ﬂ
= Surmrary information

- Giftz
0  Total number of Gifts
0 Tatal Gift amount
0 Average Gitt amount
0 Largest Gift amount
A Smallest Gift amount J
0 Total gaindloss
+ Haonor/Memarial Gifts
+ Actions -

@ Find...

:

=S¥ Hew Constituent Export:
- Surnmary infarmation
= Gifts
B Total Gift amount

<-Hem0ve| A Fomat... I Qlitelia... |_|_|

< Back | Mert > |

Cancel |

Export Mow |

A

27. Inthe Output box, select the name of the export. For example, highlight

New Constituent Export.

28. Beginning with step 13, repeat the previous steps to complete the export
for the same field using separate parameters.
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Multiple fields appear under a new node and end with a number. For
example, the second time you select the Total Gift amount field, it
appears in the Output box under the Gifts 2 node.

&% New Constituent Export =
File Edit View Favorites Tools Help

uSaveandEInse|H |ﬁ LI],| < |EZI'

?-

1:General  Z:0utput |

— Awallable Fields to Expart — Output
Shows: [ <4l || ™ 'New Constituent Export
- Surnmary infarmation
+ Ewent participations ﬂ o Giftz
= Surmrary information [ ———
- B Gitts - Gifts 2
0  Total number of Gifts 0 Tatal Gift amount
0 Tatal Gift amount
0 Average Gitt amount
0 Largest Gift amount
0 Smallest Gift amnuntJ
0 Total gaindloss
+ Haonor/Memarial Gifts
+ Actions -
h Find...l Select - | <-Hem0ve| 0 Fomat. I Qlitelia... |_|_|

< Back | et » | Cancel | EHDthNDﬂl

| y

29. Click Export Now. The Export file name screen appears.

30.

31.
32.

33.

Export file name EHE
Save jn: I E;I tyFiles j gl
|_1 CatRoat [dForts [(Adava
I Config [ forms [ Media
|1 Caokies [AHelp [(AMs
|71 Carel 3 Hiztary @ b zagent
[0 Crystal [Ani [ MSpps
|1 Cursars [ Installer [ msdownid.trp
< | i
File: narme: I
Save as lype: IEomma-Separated Yallues j Cancel |

In the Save in field, assign a location to your data file. For example, you
may want to save this to C:\MyFiles, or another folder in which you
prefer to store information.

In the File name field, enter a name the data file for the export.

The value in the Save as type field defaults to the export type you
selected on the Create a New Export screen.

Click Save. The export processes, and you receive a message letting you
know how many records were exported and the processing time.
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34.

35.
36.

37.

38.

39.

40.

41.

Click OK. Because you marked the Create control report checkbox and
selected Preview on the General tab, the New Export Control Report
preview screen appears.

lg MNew Export Control Report [_[=5]x]

2 KN Tofl p [ vilE| @|# &= o =l [ 1#h| Tewn toox et 11

Preview

Export Control Report

Output data file created: C:'filesMultiple Fields Gift Export.CSV

Group Field Header

Summary information'Gifts
1. Total Gift amount CnSmryGit_1_Total_Gift_amount

Summary information'Gifts 2
2. Total Gift amount Cn8mryGit 2 Total Gift_amount

enl

To print the Export Control Report, click Print on the toolbar.

To close the preview screen, click the red “X” on the left hand top corner
of the screen. You return to the export record.

From the menu bar, select File, Save As to save the export record. The
Save Export As screen appears.

Swebponas B
Export name: I Save I
Description: Cancel |
Export type: |Eunstituent j
[v i Other users may in this expart:
[v Other users may modify this export

In the Export name field, enter the export name you want. For example,
you can enter “Gift Total Amount Field”.

In the Description field, enter further details about the export record. For
example, you can enter “Uses the same field multiple times with separate
parameters”.

The Export type field is disabled because you selected Constituent in the
Create a New Export screen.

To authorize other users to run your export, mark the Other users may
run this export checkbox.
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42. To authorize other users to change your export, mark the Other users
may modify this export checkbox.

Save Export As

]
Export nare: ||3ift Total Amount Field Save |

Deescription: || ses the same field multiple times with separate Cancel
parameters

Export type: IEnnstituent j
[v Other uzers may wn this export

[v Other uzers may modify this export

43. Click Save. The export record is saved and appears in the list on the
Export page.

44. From the menu bar, select File, Close to exit the export record.

» Save an export record

Once you select the criteria you want to use in your export, you can save it
and use it again at a later time to extract any new records you enter in your
database. This is especially helpful if you run the same type of export often
and do not want to generate an export record each time you want to extract
this information.

1. From the menu bar of the export record, select File, Save As. The Save
Export As screen appears. For more about accessing the Export page, see
“Navigate in Export” on page 124. For more about opening an export
record, see “Open an export record” on page 127.

Save Export Az E2
Expart name: I Save I
Diezscription: Cancel |

E =port type: IEonstituent j

[V i Other users may min this export i

W Other uzers may modify this expart

2. Enter the Export name and Description for your export record.

3. To authorize other users to run your export, mark the Other users may
run this export checkbox.

You can save an export
record before you
export your data.

5We recommend you
assign unigue names
and descriptions to your
exports so you can find them
easily when looking through
a long list of export names
on the Export page. We also
recommend you begin the
name of the export with your
initials. This keeps all your
exports together.

The Export type field

is disabled and defaults
to the export type you
selected in the Create a New
Export screen.
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4. To authorize other users to change your export, mark the Other users
may modify this export checkbox.

Save Export As

Expart name: |Git Info. Save I
Dieseription: [ se for custom report in Excel Cancel |

Export type: IGift j

[v Other users may un this export

¥ Other users may madify this expart

5. Click Save.

6. From the menu bar, select File, Close to exit the export record. The export
record appears in the list on the Export page.

Edit an Export

Once you create your export record, you can make changes and alter the results.
You can add output fields to extract additional information and add or change

formatting for certain export output fields.
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> Edit an export

E Your organization’s Development Director decides he wants to send the
Annual Campaign solicitation letter to constituents included in the Gift
Info. export. He asks that in addition to each donor’s total contributions for
last year, you include a request for constituents to increase their donation by
10 percent for the upcoming year. This scenario uses the export record
created in “Create a gift export” on page 160.

1. From the Gift Info. record screen, select the Output tab. For more about
accessing the Export page, see “Navigate in Export” on page 124. For
more about opening an export record, see “Open an export record” on
page 127.

E. Gift Info. M=l B3

File Edit “iew Favortes Tools Help

ESaveandEluse|n X ||3 &||| ?-

1:General  2:0utput |

— &vailable Figlds to Export — Output
Show: |<;:-._||> j = f Gift Info.
_____ T Acknowledge . E| Constituent
_____ 0 Acknowledgs date j =B Constituent Information
_____ 0 AddedBy . [ First Mame
----- 0 Amount bills E :‘stt[:;me
E i:;:nr;ocsgs E| Surnrnary infarmation
_____ i App;d ' =B Gits
----- 0 Authorization Code B Total Gift amount
----- 0 Balance
----- 0 Batch Mumber
0 Benefitinclude notes? hal
4| | »
% Find...l Select ®| <-F|em0\-'e| i Eomat... I LEhgliteria...l + | + |

Ewport Mo |

| 4

< Back I Hents I Cancel |

2. Inthe Show field, select a specific group of fields, or select “<All>" to
see a complete list of Available Field categories.

3. Click the plus sign to the left of the group to reveal criteria fields under
each group. The additional output fields for this example include Org
Name from the Constituent, Constituent Information criteria group and
Total Gift amount from the Constituent, Summary Information, Gift

group.
4. Highlight Org Name and click Select. The selected output criteria field
and its parent criteria group appear in the Output box.

e You can use Find for
s/ quick access to a field.
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Because the

Development Director
wants to include last year’s
total gift amount, plus
request an additional 10
percent increase in the
solicitation letter, you must
include the Total Gift
amount field twice on the
Output tab to export both
amounts.

. Highlight the Total Gift amount field in the Available Fields to Export

box and click Select. The second instance of the Total Gift amount field
appears in the Output box.

. Highlight the second gift field that appears on the Output box and click

Format. The Amount Format screen appears. The Gifts Criteria screen
does not appear because the program knows you need the same filters
selected for the first Total Gift amount.

Amount Format

Amount Dptiong:
" Increase ¢ Decrease FN

By: IAmu:uunt j

| 51

I BoundtoshelEnumbers

akK I Cancel |

In the Amount Options frame, mark Increase.

In the By field select “Percent” from the list and enter 10 in the field
below.

. Mark the Round to whole numbers checkbox to round your numbers to

the nearest dollar.

Armount Dptions:
* |ncrease © Deciease € Meither

By IF'en:ent j

|1D.EIEID %

v Found to whale numbers

akK I Cancel |

10. Click OK. You return to the Output tab.
11. Click Export Now to run the export.
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12. From the menu bar, select File, Save As because you want to keep the
original export and create a new export record based on the edits you just
made. The Save Export As screen appears.

Save Export As
E wpart name: I Save I
Deszcription: Camee] |
Export type: IGift j
[v Other users may un this export
¥ Other users may madify this expart

13. In the Export name field, enter “Solicitation Letter for 2002”.

14. In the Description field, enter “Request 10% increase for Annual
Campaign”.

15. To authorize other users to run your export, mark the Other users may
run this export checkbox.

16. To authorize other users to change your export, mark the Other users
may modify this export checkbox.

Save Export As
Export name: [S olicitation Letter for 2002 Save |
Description: [Request 10% increase for Annual Campaign Cancel |
Ewport type: IGift j
[v Other users may un this export
¥ Other users may madify this expart
17. Click Save.

18. From the menu bar, select File, Close to exit the export record. The export

record appears in the list on the Export page.

Preview the Export File Layout

Previewing the export file layout allows you to review the information that
appears in a Flat Style export. The file layout for an export usually displays the
first 15 rows of exported information. The information is displayed in a grid and
each row contains a different record type and each column displays information
pertaining to that field. The Preview Export File Layout screen also displays the
number of columns for the export.

@ To replace the original
export with the one you
just edited, click Save on the
toolbar.

@ Previewing the export
file layout is not an
option for Relational Style
exports.
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> Preview an export layout

1. From the Export page, highlight the export for which you want to preview
the export file layout. For more about accessing the Export page, see
“Navigate in Export” on page 124.

#h The Raiser's Edge HEIE

Fle Edit Yiew Go Favoites Tools Help

4 Back o Fnrwaldl Open in separate window
A0

Mew Export... («|Open 3¢ Delete..  Export @ Find

Type: I<A\I Types> h Format:l(AH Farmats> ﬂ
Mame [escription E=port Type File Format Created Last Changed Last Run File I

Addiess/Phone List Export Exported fields ar... Constituent Blackbawd R... 03/22/2000 04/05/2000 03/22/2000  D:ARI

CRYSE_7 export for sample... Constituent Blackbaud R... 05/24/2000 05/24/2000

DIRECTORY export for sample... Constituent Blackbaud R... 05/24/2000 05/24/2000

GDET_COMST export for zample... Constituent Blackbaud R... 05/24/2000 05/24/2000

Motepad Information Motepad informat... Constituent Microzoft Wo... 04/06/2000 05/25/2000

PLGSTATEMENT export for sample... Constituent Blackbawd R... 05/24,/2000 05/24/2000

EE] i3]
™ Only show my exports

Recently Accessed Exports Quick Find

Constituent Sddesses I ﬂl

‘wielcome to The Raiser's Edge 7 4

2. From the shell menu bar, select File, Preview Export File Layout. The
export data is processed for previewing and the Preview Export File
Layout screen appears.

i Preview Export File Layout H=E3

=
CrBio_|mport_ld I CrBio_First_Mame I CrBio_Last_Mame I CrBio_Org_Mame I CradiPrf_State I CradiPif_Type I

000071-079-0000185 | Jozeph Diresta AL Home
00001-073-0000186 | Elizabeth Azhtan GA Home - conversion
00001-073-0000187 | Mark. Adamzon SC Home
00001-073-0000188 | Allison Andrews MM Home
00007-079-0000189 | Geoffrey Beckner SC Home
00001-073-0000190 | Julie Bach Py Home
00001-073-0000191 | Timathy Billings co Home
00007-079-0000192 | Kathleen Bently G Home
00007-079-0000193 | Benjiman Connor W Home - conversion
00001-073-0000194 | Ellen Crenshaw WY Home - conversion
000071-079-0000195 | Zachery Clover W, Home - conversion
00007-079-0000196 | Auturnn Compton TH Home - conversion
00007-079-0000197 | Ryan Drorrion MC Home - conversion
00007-079-0000198 | Catlin Draly CA Home - conversion
00001-073-0000193 | Sean D avenport FL Home

KN b

|This export will have 7 columns. The first 15 records that meet the selected criteria are displayed. i

3. Onthe action bar, click Close to return to the Export page.
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Run an Export

> Run an export

You can run an export directly from the Export page if you want to update the
export to include new data entered in your database. Use this procedure to
execute an export without opening it. Before you select this procedure, you
must have assigned output fields to the export record.

1. From the Export page, highlight the export you want to run. For more
about accessing the Export page, see “Navigate in Export” on page 124.

2. From the shell menu bar, select File, Export.

#h The Raiser's Edae

ISl Edit View Go Favoites Tools Help

Hew Export rate window
Open
Delete {POIT

Import a Report Layout

Last Changed Last Run File I

| 0Open 3 Delete | Export | () Find
Savehs
Bename
ypes j Format: I <l Farmats> ﬂ
Propetties
[escription E=port Type File Format Created
Prit Setup one List Ewport Exported fields ar... Constituent

Preview Expart File Layout

Blackbaud R... 03/22/2000 04/05/2000

03/22/2000 DRI

102
05/24/2000 05/24/2000

Send 53 i export for sample... Constituent Blackbaud R
end as Mai
— Y export for sample... Constituent Blackbaud R... 05/24/2000 05/24/2000
Exit ST export for sample... Constituent Blackbaud R... 05/24/2000 05/24/2000
't and Sign Dut. [Supervisor) formation Motepad informat... Constituent Microzoft Wo... 04/06/2000 05/25/2000
PLGSTATEMENT export for sample... Constituent Blackbawd R... 05/24,/2000 05/24/2000
EE] i3]
™ Only show my exparts
Recently Accessed Exports Quick Find
Constituent Sddesses I ﬂl
‘wielcome to The Raiser's Edge 7 4
The Export file name screen appears.
Export file name ﬂm
Save it I _ 4 MyFiles 'l | IfFl I |
File name: I Save I

Save as lype: IBIackbaud Report \whiter Databaze (MDE) j Cancel |

3. Inthe Save in field, assign a location to your data file For example, you
may want to save this to C:\MyFiles, or another folder you prefer to store

information.

If you use a mailing

house, be aware that
address lines are imported
and exported with the /n
between address lines
instead of separate fields.
For example, if your address
is 123 Main Street Apt. 6, it
would export and import as
“123 Main Street/nApt. 6”.
If your mail house cannot
accept this format or the
mail house cannot return the
file in this format, you must
separate the addresses
before you send the export
file.
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4. Inthe File name field, enter “ConsAddress.mdb” to name the data file for
the export.

5. The value in the Save as type field defaults to the export type you
selected in the Create a New Export screen.

Export file name EE

Savein | 1 MyFiles =l = ef|

File namne: ICu:unsAddre&S.MDE Save I
Save az type: IBIackbaud Report Wiiter D atabase [MDB] j Cancel |

§When you click Save on 6. Click Save.

the Export file name . . . .
screen, the data fille you save 7. Once the export completes processing, you receive a confirmation
message.

contains information

exported from your :
database. Search for this file The Raizer's Edge E3 |
name to use the data file in

another software 228 rows exparted,
application. Elapged Time: 00:00:30

8. Click OK. You can use the data file in your other software application.

Delete Export Records

In The Raiser’s Edge, you can delete individual export records. When you delete
an export record, you are deleting only the record containing your output field
selections and any formatting options assigned to them. Once you delete an
export, you can still use the file containing all the data extracted from your
database in the other software application. We suggest you print a control report
of any export you decide to delete. The control report lists the export criteria.
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> Delete an export record

1. From the Export page, highlight the export you want to delete. For more
about accessing the Export page, see “Navigate in Export” on page 124.

i#h The Raiser's Edge HEIE

Fle Edit Yiew Go Favoites Tools Help

4 Back o Fnrwaldl Open in separate window
XPOort

Mew Export... | Open 3 Delete...  Export @ Find

Type: |<A\I Types> j Format:l(AH Farmats> ﬂ

Mame Drezcription Expart Type File Farmat Created Last Changed Last Hun File I
Addiess/Phone List Export Exported fields ar... Constituent Blackbawd R... 03/22/2000 04/05/2000 03/22/2000  D:ARI
ent Addresses Comma-Sepa...
7 for sample... C Blackbaud R._.. O
DIRECTORY Blackbaud R
GDET_CONST export for sample... Canstituent Blackbaud A... 05/24/2000 05/24/2000
Maotepad Infarmation Motepad informat... Canstituent Microzaft Wa... 04/05/2000 05/25/2000

export for sample... Constituent

PLGSTATEMENT export for sample... Constituent Blackbawd R... 05/24,/2000 05/24/2000

4 I »
[ Only show my exports
Recently Accessed Exports Quick Find

Constituent Addresses I ﬂl

‘wielcome to The Raiser's Edge 7

2. On the action bar, click Delete. A warning message appears.

The Raizer's Edge [ <]

@ Are pou sure you want to delete this Export record?

o | (B

3. Click Yes to delete the export and return to the Export page.

Send an Export Data File as Email

With The Raiser’s Edge, you can share information you stored in your database
with other users. You can send export data files as electronic mail to another user
for further analysis or to use in other functions. Sending an export data file via
email can be particularly useful for situations in which users need to manipulate
the data from your database but do not need to access or edit the export record.

We recommend you

back up your database
before deleting any queries.
Deleted queries can be
restored only from a backup
of your system.

If your data file is very

large, you may have to
compress the file before you
email it. Even after
compression some data files
may still be too large to
email.
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@ To email an export
S/ record from the Export
page, highlight the export
you want to email on the
Export page, and select File,
Send as Mail from the shell
menu bar.

> Send an export data file as email

1. From the export record screen, from the menu bar, select File, Send as
Mail. For more information about accessing the Export page, see
“Navigate in Export” on page 124. For more information about creating
an export record, see “Create a constituent export” on page 152.

%, Constituent Addresses [_[O]
IZW Edit “iew Favortes Tools Help
] Hew.. ool (3] e 2 - |
(] Open... Crl+0
¥ Delete
& 5ave Clrl+5

Save ba.
Properties

Include these Constituents

D Frint Setup... bd 'Head of Household” || W Inactive constitusnts
@ Preview Export File Layout [~ Deceased constibuents
E Expart... rately ¥ Cangtituents with na walid address

Recently Accessed Exports P

Close

¥ Create control report ¢ Preview ¢ Print

< Blash I Mewt » I Cancel | EHDD[tNDﬂl

| .

The Export file name screen appears.

Export file name EHE
Save jn: I E;I tyFiles j gl
|_1 CatRoat [dForts [(Adava
I Config [ forms [ Media
|1 Caokies [AHelp [(AMs
|71 Carel 3 Hiztary @ b zagent
[0 Crystal [Ani [ MSpps
|1 Cursars [ Installer [ msdownid.trp
1] | |
File: narme: I
Save as lype: IEomma-Separated Yallues j Cancel |

2. Inthe Save in field, assign a location to your data file. For example, you
may want to save this to C:\MyFiles, or another folder you prefer to store
information in.

3. Inthe File name field, enter “ConstituentAddress4email.csv” to name the
data file for the export.
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4. The value in the Save as type field defaults to the export type you
selected on the Create a New Export screen.

Export file name EHE
Save jn; I 4 MyFiles j | E“Fl |
File: name: |Eunstituent&ddresses.csv Save I
Save as type: |Eumma-8 eparated Yaluss j Cancel |

5. Click Save. The export processes.

6. The email message screen appears with the export data file in the data
format specified as an attachment.

B ConshituentAddressdemail.csv - Message [Rich Text)

JEiIe Edit Wew Insert Format Tools Actions Help

FEEOE N

J arial -

|ﬂ This message has not been sent.

Subjeck: | Constituentaddressdemail csv

Constituenttddreszde
mail.cav

[

7. Enter the email information that applies to the recipient and click Send.
8. To close the export record, click Save and Close on the toolbar.

Customize Export and Using Favorites

The Raiser’s Edge provides some time-saving options to create, find, open, or
perform other functions with your exports. For example, you can create shortcuts
for easy access to the exports you use most frequently. This is especially helpful if
you use this function extensively or if you run the same export repeatedly based
on a specific schedule. You can further customize Export by making some

@When you click Save on
the Export file name
screen, the data file you are
saving contains information
exported from your
database. Search for this file
name to use the data file in
another software
application.
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For more information

about Favorites on the
Home page, see the
Program Basics Guide.

§We recommend creating
a list of export favorites.
This is a list of the exports
you use most often.

decisions affecting the export record screens. You can establish default export
format and type, depending on the selections you use most often. User Options
provide another option for customizing the export record screen. For more
information about User Options, see “Export User Options” on page 130. These
options simplify the process and help you save time.

» Add an export to the list of favorites

If you create export templates or have exports you use constantly, add them to
a list of favorites. Adding frequently used exports to your list of favorites
provides easy access to them, especially if the list displayed in the Export
page is extensive. Once you compile your list of favorite exports, you can run
an export without opening it, right from the Favorites shell menu or the
Home page.

1. From the Export page, highlight the export you want to add to your list of
favorites. For more information about accessing the Export page, see
“Navigate in Export” on page 124. For more about creating an export
record, see “Create a constituent export” on page 152.

#h The Raiser's Edge

File Edt Wiew Go Favortes Tools Help

4 Back & Furwaldl Open in separate window

[, +
M2 Home %—"-’Uﬁ"
t': ome

Mew Expoil... (¢ |Open 3¢ Delete... Export ﬁFlnd

Type; |<A\I Typesr - FDrmat:l(AH Formats> j

Name Drescription Erport Type File Format Created Last Changed Last Run File I
Address/Phone List Export Exported fields ar... Constituent Blackbaud R 03/22/2000  D:ARI

es Comma:

CRYSG_7 export for zample... Constituent Blackbaud R...

DIRECTORY export for sample... Constituent Blackbawd R... 05/24,/2000 05/24/2000

GDET_COMST export for sample... Constituent Blackbawd R... 05/24,/2000 05/24/2000

Matepad Information Notepad informat... Constituent Microsoft \wo... 04/05/2000 05/25/2000

PLGSTATEMENT export for sample.. Constituent Blackbaud R 05/24/2000 06/24/2000

Eiml H
™1 Only show my exports

Recently Accessed Exports Quick Find

Constituent Addresses I ﬂl

‘Welcome to The Raizer's Edge 7

2. From the shell menu bar, select Favorites, Add Favorites. The New
Favorite screen appears.

Mew Favorite =)

HETES IEonstituent Adress Ok I
Description:  |Opens an Export Camzal |

Default Action: I{:-__q j

V| Wse The Batsers Edge toaper this e

Create in: IJFavurites tenu j Mew folder |

Itemns in this folder will be available from the Baizer's Edge
Shell 'Favontes' menu
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3. Leave the default information in the Name and Description fields.

4. In the Default Action field, select if you want to run, open, export, or
send the query as email from the Home page.

Once the task is added to Favorites, you can also right-click the task to
select these options from a menu that appears.

5. Inthe Create in field, leave the default “Favorites” folder selected. This
way, you can open the export record by clicking the link for it directly
from Favorites on the Home page.

6. Click OK. The export is added to the favorites list on the Home page.

Export Properties and Options

Properties are the overall characteristics of the export. These settings include
general characteristics such as the description, type, format, information about the
records to include, and access and edit rights information. Export properties also
include information about the output fields you select.

Export options summarize basic information about the export. You can make
changes to your export options. For example, after you create and save an export,
you may need to change the export’s name or description. The Export Options
screen allows you to edit the information in these fields. Export Options are
password-specific, which means you can access them from any computer as long
as you log in using your password.

» Add or change export options

1. From the Constituent Addresses export record screen, select Tools,
Export Options from the menu bar. For more about accessing the Export
page, see “Navigate in Export” on page 124. For more about opening an
export record, see “Open an export record” on page 127.

Export Options |
Export name: IEu:unstituent Addresses
Description: | Preferred address for all constituents
WVEBA bacno: I j
E «port type: |Eunstituent j
Expart farmat: Comma-5eparated Waluez j

v Include Header
[v Other uzers may un this export
[¥ Other uzers may modify this export

(1] I Cancel

2. Inthe Export name field, enter “First Constituent Address List” to
change the export record name.

The Default Action

field is disabled
because you can only open
export records from the
Home page. The Use The
Raiser’s Edge to open this
item checkbox only enables
if you are adding an external
document to the Home page.

The information in

these fields default to
the original values assigned
when the export record was
first saved.
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3. For the remainder of the fields on the Export Options screen, leave the
default information. For more information about these fields, see “Save

an export record” on page 189.

Export Options |
Export narne: IFirst Conztituent Address List
Description: |Preferred address for all constituents
WVE& Macro: I j
Export ype: |Eunstituent j
Export format; Comma-5Separated Values j

v Include Header
[v Other uzers may un this export
[+ Other users may modify this export

Ok, I Cahcel

4. Click OK. You return to the export record screen. Notice the title change

to First Constituent Address List in the title bar.

. First Constituent Address List

5. To return to the Export page, click Save and Close on the toolbar.
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> View an export properties

1. From an export record screen menu bar, select File, Properties. The
Export Properties screen appears. For more information about accessing
the Export page, see “Navigate in Export” on page 124. For more
information about creating an export record, see “Create a constituent
export” on page 152.

Export Properties E2
| ConstPhone
Property I Yalue ﬂ
System Record ID 1
Dake added 012002000
Last changed on 021162000
added by Superyisor
Last changed by SUperyisor
Description all Constituents with their home and E
Export Type Constituent
SinglefSeparate Records Single Row
Export Format Microsoft Word Merge File
Records to Include All records LI

You can view general information about the export, including the export
type, format, description, date the export was run, and date the export was
last modified.

2. Click Close to close the screen. You return to the export record.
3. To close the export record, click Save and Close on the toolbar.
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Symbols

() (parentheses) 26
* (asterisk) 26

? (question mark) 25
[ ] (brackets) 26

A

accessing, see navigating
action bar

Export 115

Query 5
action type

Export 122

Query 19
all records 129
and 26, 79
appeal type

Export 123

Query 19
ask at runtime 24
asterisk 26
autosize columns 89
available fields to export 113
available fields, Query 3

B

begins with 23

between 22

Blackbaud
conditional word merge (DOC) 124
report writer database (MDB) 124
simple word merge (DOC) 124
XML export (XML) 125

blank 22

brackets 26

C

campaign type
Export 123
Query 19
changing, see editing
character separated values (CHR) 125
column heading 89
combining operators
and 26

INDEX

or 26
parentheses () 26
combining, see merging
comma-separated values 125
constituent
creating a query 27
creating an export 142
constituent type
Export 123
Query 19
contains 23
control report
Export 113
printing 54
Query 3
creating a query
constituent 27
records with nothing in common 73
relationship 37
summary information fields, using 64
creating an export
constituent 142
gift 149
criteria fields, defined 4
criteria groups
defined 113
multiple 134
one-to-many 133
one-to-one 132
criteria operators
begins with 23
between 22
blank 22
contains 23
defined 4
does not begin with 23
does not contain 23
does not equal 21
equals 21
greater than 22
greater than or equal to 22
less than 22
less than or equal to 22
like 23
not between 22
not blank 22
not like 23
not one of 22
one of 22
sounds like 23
criteria tab 15
customizing, see favorites

D

data file, defined 114
dBase 111 125
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defaults, Export 121
deleting
export records 176
query
duplicate records 93
multiple queries 101
records 54
does not begin with 23
does not contain 23
does not equal 21
duplicate records, deleting 93
duplicates, eliminating from a query 93
dynamic query 21

E

editing
Export 170
Query 48
email
send an export data file 177
sending query results 104
equals 21
event type
Export 123
Query 19
Excel 3.0 (XLS) 125
Excel 4.0 (XLS) 125
Excel 5.0 (XLS) 125
executing, see running
Export
action bar 115
available fields to export 113
control report 113
creating
constituent 142
gift 149
criteria groups
defined 113, 132
multiple 134
one-to-many 133
one-to-one 132
criteria screens 136
customizing 179
data file 114
defaults 121
defined 113, 114
deleting 176
editing 48, 170
emailing 177
favorites
adding to list 180
defined 179
filters 116
formats 20, 114, 124
Blackbaud conditional word merge (DOC)
124

Blackbaud report writer database (MDB) 124
Blackbaud simple word merge (DOC) 124
Blackbaud XML export (XML) 125
character separated values (CHR) 125
comma-separated values (CSV) 125
dBase 11l (DBF) 125
Excel 3.0 (XLS) 125
Excel 4.0 (XLS) 125
Excel 5.0 (XLS) 125
FoxPro Database 125
internet document (HTML) 125
Lotus 1-2-3 (WK1) 125
Lotus 1-2-3 (WK3) 125
Microsoft Access 2.x Database 125
Microsoft Access 95 Database 125
Microsoft Access 97 Database (MDB) 125
Microsoft ADO Recordset 2.1 (ADO) 125
Microsoft ADO XML Recordset 2.1 (XML)
126
Microsoft Word merge file (DAT) 126
rich text format, Microsoft Word table (RTF)
126
text (TXT) 126
WordPerfect merge file (DAT) 126
grid 116
locators 117
options 181
output
criteria groups 132
criteria screens 136
styles 137
output fields 114
previewing file layout 173
properties 181
records
defined 114
general tab 126
open 117
output tab 128
records to include 129
running 175
saving 169
screen, explained 115
styles
defined 114
flat 137
relational 139
types
action 122
appeal 123
campaign 123
constituent 123
event 123
fund 123
gift 123
job 123
membership 124
participant 124



relationships 123
user options 120
exporting a query 102

F

favorites
adding a query 59
Export 179
Query fields, creating a list 60
fields, favorites list 60
filters
Export 116
Query 6
flat style exports 137
font formatting 88
formats
Export 124
Blackbaud conditional word merge (DOC)
124
Blackbaud report writer database (MDB) 124
Blackbaud simple word merge (DOC) 124
Blackbaud XML export (XML) 125
character separated values (CHR) 125
comma-separated values (CSV) 125
dBase 111 (DBF) 125
Excel 3.0 (XLS) 125
Excel 4.0 (XLS) 125
Excel 5.0 (XLS) 125
FoxPro Database (FPT) 125
internet document (HTML) 125
Lotus 1-2-3 (WK1) 125
Lotus 1-2-3 (WK3) 125
Microsoft Access 2.x Database 125
Microsoft Access 95 Database 125
Microsoft Access 97 Database 125
Microsoft ADO Recordset 2.1 (ADO) 125
Microsoft ADO XML Recordset 2.1 (XML)
126
Microsoft Word merge file (DAT) 126
rich text format, Microsoft Word table (RTF)
126
text (TXT) 126
WordPerfect merge file (DAT) 126
Query 20
formatting, Query
options 88
query results 90
FoxPro Database (FPT) 125
freeze columns 89
fund type
Export 123
Query 19

INDEX

G

gift type

Export 123

Query 19
gifts, exporting 149
greater than 22
greater than or equal to 22
grid properties 88
grids

Export 116

Query 6

F{

hide columns 89
horizontal gridlines 89

include 129

individual type, Query 20
internet document (HTML) 125
is not blank 22

J

job type
Export 123
Query 20

L

less than 22
less than or equal to 22
like 23
locators

Export 117

Query 7
Lotus 1-2-3 (WK1) 125
Lotus 1-2-3 (WK3) 125

M

membership type

Export 124

Query 20
merged query, refreshing 84
merging operators

and 78

or 79

sub 80

xor 80
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merging queries 78 participant type, Query 20
Microsoft Access 2.x Database 125 participant, Export type 124
Microsoft Access 95 Database 125 preferences, see user options
Microsoft Access 97 Database 125 previewing export file layout 173
Microsoft ADO Recordset 2.1 (ADO) 125 printing, Query records 54
Microsoft ADO XML Recordset 2.1 (XML) 126 properties

Microsoft Word merge file (DAT) 126 Export 181

modifying, see editing Query 62

multiple criteria groups 134
multiple queries, deleting 101

Q

N Query
action bar 5
navigating ask at runtime 24
Export available fields 3
opening 117 combining operators 26
toolbar 120 control report 3
Query creating
opening 7 constituent query 27
toolbar 10 no records in common 73
not between 22 relationship query 37
not like 23 criteria fields 4
not one of 22 criteria operators 4, 21

criteria tab 15
customizing 59

O defined 3, 4
deleting 54, 101
one of 22 duplicates 93
one record 131 editing 48
one-to-many criteria groups 133 emailing 104
one-to-one criteria groups 132 exporting 102
opening, see navigating favorite fields list 60
operators favorites 59
combining 26 filters 6
criteria 21 formats
options, formatting dynamic 21
autosize columns 89 static 20
column heading 89 grid 6
font formatting 88 locators 7
freeze/unfreeze 89 merging operators 78
grid properties 88 options 105
hide/show columns 89 output fields 4
report properties 89 output tab 16
vertical gridlines 89 printing 54
options, Query 105 properties 62
or 26, 79 refreshing 56
organization type, Query 20 results tab 18
output criteria screens 136 reviewing results 46
output fields saving 45
Export 114 sort fields 4
Query 4 sort tab 17
output tab 16 summary information fields, using 64
types
action 19
P appeal 19
campaign 19

parentheses () 26 constituent 19




event 19

fund 19

gift 19

individual 20

jobs 20

membership 20

organization 20

participant 20

relationships 20
user options 11, 121
wildcards 25

guestion mark 25

R

records
Export
creating 142
editing 171
general tab 126
open 117
output tab 128
previewing file layout 173
saving 169
Query
creating 27
criteria tab 15
customizing 59
deleting 54
eliminating duplicate records 93
emailing 104
exporting 102
favorites 59
formatting 88
no records in common 73
output tab 16
printing 54
refreshing 56
results tab 18
reviewing results 46
running 52
saving 45
sort tab 17
refreshing queries
merged 84
static 56
relational style exports 139
relationship, creating a query 37
relationships type
Export 123
Query 20
report properties 89
results tab 18
review Query results 46
rich text format, Microsoft Word table (RTF) 126

INDEX

S

saving
Export 169
Query 45
screens
Export 115
output criteria 136
Query 5
selected records 130
show columns 89
sort fields, defined 4
sort tab 17
sounds like 23
static query
defined 20
refreshing 56
styles
flat 137
relational 139
sub 80
summary information fields, Query 64

T

text (TXT) 126
toolbar
Export 120
Query 10

types
Export 122
Query 18

U

unfreeze columns 89
updating, see refreshing
user options

Export 120

Query 11

V

vertical gridlines 89

W

wildcards 25
WordPerfect merge file (DAT) 126

X

xor 80
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