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Welcome to GIFTS Alta Blueprint

GIFTS Alta Blueprint is an optional module which provides a suite of tools for customizing the fields
and forms used in GIFTS Alta.

IMPORTANT: Once Blueprint is installed, the classic Customizer options will no longer be available in
the Administrator’s module. Also, if a user uses the GIFTS.exe file to launch the GIFTS 6.x interface,
any custom tabs will no longer be visible.

NOTE: GIFTS Alta 1.5 or later is required for compatibility.
These tools include:

e The Custom Fields Manager
e The Fields Library

e The Forms Library

e The Workflow Library

e The Taskboard

e The GCS Layouts Manager

The Custom Fields Manager

The Custom Fields Manager is the tool used to create and modify custom fields, custom calculated
fields, and URL links.

CAUTION: Before making changes, it is highly recommended to (1) backup your database and (2)
make sure all users are logged out of the system while making changes.

This tool can be launched from the Modules > Blueprint > Custom Fields from the ribbon menu.

When you click on the Custom Fields option, the following warning will be displayed:

MicroEdge GIFTS Alta x

Please note that before proceeding, a backup of the GIFTS Alta database should be performed. This backup ensures that you will
be akle to recover your original data in case a problem occcurs.

It is also recommended that all other users are logged off the system prior to making changes to fields and other table properties.

Do you want to proceed?

Yes {b No

After clicking Yes the Custom Fields Manager will open.
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| Table Customizer

Field Ca\cll_l;tlon URL

RECORD TYPES MName Type Max Values 4
bl Requests Product_Cost_Amount Currency g X
fdl Organizations Product_Donated Values Computers, Desks Chairs, Miles # X
=8 Contacts Product_FMV_Amount Currency £ X
@ Payments Product_Serial_Mumbers Long Text £ X
B Requitements Products_Donated Long Text 7 X
Il Revews Signage_MNeeded_Flag True/False £ X
() actutes Speaking_Opportunity_Flag True/False # X
=% amistions Staff_Actual_Amount Currency £ X
. Staff_Budget_Amount Currency & X
Total_Cost Calculation X
Total FMV Calculation # X
Tracking_Number Text 255 7 x
Transfer_Method Values Shipped,Delivered in Person,Pi g X
Value_Per_Ticket_Amount Currency X

v

Close
)

The left panel lists all the Record Types you may choose from. Simply click on a record type to see a
list of existing custom fields on the main area to the right.

NOTE: Requests will be the default record type. Once you work on another record type, your
selection will be remembered for subsequent visits.

Adding a Field

To add a new field, go to New > Field on the upper right menu to open the Adding Field form.

Adding Field x

Record Type  Request i

Field Name ' Products_Donated

Standard Label ' Products Donated

Type @ Text -

Max Length 50

Save & New{b Save & Close Cancel

The table below describes the fields and options available:

Field Notes

Record Type This field defaults to the record type currently selected in the Custom Fields
Manager, however, it may be changed, if needed.
NOTE: It will be read-only when editing an existing custom field.
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Field Name

This is the name of the field. Any spaces will be replaced by an underscore. Maximum
number of characters is 63. [required]

Standard Label

This is the label that will be displayed next to the field. Spaces are allowed.
Maximum number of characters is 63. [required]

Type This dropdown lists the types of fields which can be added. Defaults to Text.
Options are:
e Text
e Long Text
e  Small Number, No Decimal
e  Medium Number, No Decimal
e Large Number, No Decimal
e  Currency
e  Number, with Decimal
e Date
e Values
e True/False
A question mark icon if available for each Type. Hovering over the ? with your mouse
cursor will display instructional text which describing the kind of data each type can
save.
NOTE: True/False type must end with ‘_Flag’ in the field name.
Max Length This option only appears when Type = Text. It determines the maximum number of
characters that can be entered in the custom text field. Valid values are 1 — 255.
[required]
Values This option only appears when the user selects Type = Values. Each valid value must

be entered separated by a comma.

Save and New /
Save and Close

Each button updates the database with the new field.
Save and New clears the form, but leaves the Record Type the same.
Save and Close updates the database, then closes the form.

Cancel

Closes the form without saving the new field.

Adding a Calculation Field
To add a new field, go to New > Calculation on the upper right menu to open the New Calculation

form.

Adding Calculation
Record Type
Field Name
Standard Label

Formula

Display results as
Decimal places

Display percent symbol

Save & New{b Save & Close

Request -
Total_Cost

Project Total Cost

{Request Product Cost Amount}+{Request Staff Actual V 4
Amount}
Insert Fisld
Number -
4 =

Cancel
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The table below describes the fields and options available:

Field Notes

Record Type This field defaults to the record type currently selected in the Custom Fields
Manager, however, it may be changed, if needed.
NOTE: It will be read-only when editing an existing custom field.

Field Name This is the name of the field. Any spaces will be replaced by an underscore.
Maximum number of characters is 63. [required]

Standard This is the label that will be displayed next to the field. Spaces are allowed.

Label Maximum number of characters is 63. [required]

Formula Enter the formula for the field here. Basic arithmetic (addition, subtraction,
division and multiplication) functions as well as SUM and AVERAGE are allowed.
Format for SUM and AVERAGE functions will be:
SUM (Field 1, Field 2, Field 3)
Or
AVERAGE (Field 1, Field 2, Field 3)

Insert Field This link opens a form with a Record Types menu at the top and all calculable

fields from that record type (standard and custom).
Add Data Field x
Activity -
¥ Activity Cost 1
v Activity Cost 2
Amendment Amount
Fiscal Year

Other Amendment Amount
OK {b Cancel

NOTE: The record types available will depend on the custom field’s record type.

Display results
as

Select how the calculation result should be displayed. (Currency or Number)

Decimal places

(Only shows when showing result as a Number.) Indicates the number of decimal
places to display. Options are: 0 — 4.

Display
percent
symbol

(Only shows when showing results as a Number.) Indicates whether or not the
field should be shown preceded by % sign.

Save and New
Save and Close

Each button updates the database with the new field.
Save and New clears the form, but leaves the Record Type the same.
Save and Close updates the database, then closes the form.

Cancel

Closes the form without saving the new field.
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Adding a URL Link
To add a new field, go to New > URL on the upper right menu to open the Adding URL (New) form.

Adding URL

x

Record Type ' Request =

Field Name ' My Requests

Standard Label  View Your Requests

URL  www 5dwest.org/my_requests_himl

Insert Field
Save & NEM% Save & Close Cancel
Field Notes
Record Type This field defaults to the record type currently selected in the Custom Fields
Manager, however, it may be changed, if needed.
NOTE: It will be read-only when editing an existing custom field.
Field Name This is the name of the field. Any spaces will be replaced by an underscore.

Maximum number of characters is 63. [required]

Standard Label

This is the label that will be displayed next to the field. Spaces are allowed.
Maximum number of characters is 63. [required]

URL

Enter the URL address for the link.

Insert Field

This link opens a form with a related record types menu at the top and all
standard and custom fields from that record type.
NOTE: The record types available will depend on the custom field’s record type.

Save and New
Save and Close

Each button updates the database with the new field.
Save and New clears the form, but leaves the Record Type the same.
Save and Close updates the database, then closes the form.

Cancel

Closes the form without saving the new field.
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Editing and Deleting a Custom Field, Calculation, or URL
All custom fields, calculations, or URLs are listed with an Edit pencil icon and Delete icon in the right

side of the grid.

{-) MicroEdge GIFTS Alta

RECCRD TYPES

Lni Reguests

1f@l Organizations

Contacts
Payments
Requirements
Reviews

Activities

QhD&,

Affiliations

| Table Customizer

]

Field Calculation URL

Mame Type

Motivation Values
Name_of_Person_Picking_Up_Products Text
Mumber_of_Attendees_Confirmed Large Number, No Decimal
Mumber_of Attendees_Meeded Large Number, No Decimal
MNumber_of Tickets Large Number, No Decimal
Mumber_of_Units Medium Mumber, Mo Decima
Onsite_Parking_Flag True/False
Product_Cost_Amount Currency

Product_Donated Values
Product_FMV_Amount Currency
Product_Serial_Mumbers Long Text
Products_Donated Long Text

RQ Field_1 Text

Signage_MNeeded_Flag True/False

Cmnleime Pieccbiinib, Clan o Oy

Close

Max

255

50

Walues

Strategic,Charity, Commercial

Computers,Desks, Chairs Miles

w
X

Edit

N

VAN NN NN NN NN
KX X X X X X X X XX

If clicked, the pencil opens the Editing Field form:

Record Type
Field Name
Standard Label
Type ©

Max Length

Editing Field - (Name_of Person_Picking_Up_Products)

Request

Name_of Person_Picking Up Products

Name of Person Picking Up Products

Text -

255

oK {b Cancel

Notice the field name is displayed in parenthesis on top and only OK and Cancel buttons are

available.

CAUTION: Changing the data type of a field may cause loss of data if the data types are

incompatible.

NOTE: True/False type fields must end with ‘_Flag’ in the field name. If you change from a different
type to True/False, a message will state that ‘_Flag’ will be added to the field name.
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Change Validation

If the field is in use by existing calculated fields/reports/searches/views/IGAM forms, and the
change to the field would result in issues where it is used, an error report will be displayed with one
or more of the following sections:

This field is currently in use by one or more calculated custom fields. Note that
this change may cause the calculations to be incorrect and may result in error.
Here are the calculated field(s) using this field:

Table Calculated Field Name

This field is currently in use by one or more reports. Note that this change may
cause fields in the report to be incorrect and may result in error, Here are the
report(s) using this field:

Report Category Report Name

This field is currently in use by one or more saved views. Note that this change
may cause fields in the view to be incorrect and may result in error, Here are the
view(s) using this field:

View Category View Name

This field is currently in use by one or more saved searches. Note that this
change may cause fields in the search to be incorrect and may result in error,
Here are the search(es) using this field:

Search Category Search Name

This field is currently in use by one or more IGAM Forms. Note that this change
may cause fields in the IGAM Form to be incorrect and may result in error, Here
are the IGAM Form(s) using this field:

Form ID Form Name Form Page
Are you sure you want to change the current field? YES / NO
Status Bar and Process Monitor

A status bar will be displayed during processing of custom field and calculation changes. If any errors
occur, they will be displayed in a Process Monitor window.
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The Fields Library

The Fields Library allows you to access a list of all fields currently available in the system for all
record types in order to manage custom labels, help text, and make certain fields hidden or
required.

This tool can be opened from the Modules > Blueprint > Fields ribbon menu.

€= MicroEdge GIFTS Alta = [eRiE X
RECORD TYPES Hidden? Standard Label Custom Label Help Text Required? Reset? *
[?| Requests Admin Actual Amount rd oy
Jf@l Organizations Admin Budget Amount rd [y
=4 Contacts Branch I > C
@y’ Payments Complete 4 c
& Requirements Complete Notes 4 ¢
&d| Reviews Declination Date 4 c
& Documents Declination hotes 4 ¢
& Activities Declination Reason 4 ¢
N i Direct Project Budget Amount r'd c
Q_E SR Direct Project Exp Actual Amount s’ 5y
a‘ LETED Docket Number 4 c
Volunteer Gifts Ethnicity rd -

Evaluation s c

Event Attire 4 c
Berfem Event Date ' c v
<Default= M| Save & Close Save Cancel c

10
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Selecting the Labels to Personalize
In order to personalize field labels to match your organization’s terminology, do the following:

1. Select the Record Type on the left panel for the field you wish to customize.

2. Optionally, the Region menu can be used now to set this session’s changes for a specific
region of the world.

3. Scroll down the list until you find the standard label for the field.

4. Enter your desired custom label in the Custom Label entry field.
NOTE: Special characters are allowed in Custom Labels.

() MicroEdge GIFTS Alta =
RECORD TYPES Hidden?  Standard Label Custom Label Help Text Required?  Reset?  *
[ Requests Admin Actual Amount r 4 c
Jidl Organizations Admin Budget Amount F 4 ¢
5% Contacts Age Group ' o
oy Payments Complete Is this request complete? rd c
B Requiements Complete Notes ls 4 <
Reviews Declination Date ' c
G Documents Declination Notes V4 v c
@ Actvies Declination Reason rd c
b KEEE Difference 4 -

Difference F 4 ¢
Difference rd c
Direct Project Budget Amount V4 o
Direct Project Exp Actual Amount V4 c
Docket Nurnber r 4 o
Ethnicity /’ c
Evaluation r 4 o
Event Attire F 4 ¢
Event Date r 4 o
Region Event Details F 4 ¢
<Default= M Save & Close Save Cancel e

5. Click the Save button.
6. Repeat this process as necessary for other fields.

Configuring Different Region Sets
The Region menu in the lower left panel allows you to configure custom labels and settings for users
who have their Windows Operating System set to a specific region.

Response Notes Notes de Réponse rd

Status r'd

Status Date Date de Statut rd
Region \ Suggested Amount rd
French (France) - Save & Close Save Jn Cancel

All regions currently available in the Windows Region settings will be available on this menu.

e  When first accessed, <Default> will be the selected Region.
e On subsequent visits, the system will remember the last Region used.

Example: This can allow GIFTS users of the same organization in the United States, Spain, France,
and the UK to see four different sets of custom labels for various fields.

11
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Hiding a Field in GIFTS Alta

You can hide some fields in the system using the Hidden checkbox to the left of the standard field
label.

RECORD TYPES Hidden?  Standard Label Custom Label Help Text Required?  Reset?
|| Requests Admin Actual Amount rs c
1@l Organizations Admin Budget Amount Fd (&
“an Contacts Age Group 4 c
@y Payments Complete ’ ¢
§ Requirements L Complete Notes 4 c

Simply check the Hidden checkbox and click Save.

NOTES:

o If the field is currently flagged as Hidden, the Custom Label entry field will be disabled.
e |[f the field is made Hidden in the future, all other settings for that field will be reset.
The following field types cannot be made hidden and will have a disabled checkbox:

e System Required
e Coding Sheet Codes

Adding Tool Tip Style Help Text
Tool Tip style help text can also be assigned to specific fields using the Help Text entry field.

Hidden? Standard Label Custom Label Help Text Required? Reset?
Onsite Parking Flag V4 [y

Pledge I this a Pledge? Y 4 ¢

’ c

Population Served

This will display a blue © icon next to the field when used in a form.

Placing the mouse cursor over this icon will display the Help Text.

Pledge %

[ Is this a Pledgs?

Grant Amoun

The Help Text entry field allows for short help information. For a larger area to type in, click the Edit

# iconto open an entry form popup.

Help Text x

Is this a Pledge?

OK Cancel

12




#  MicroEdge

GIFTS Alta® Blueprint

User’s Guide

V31020160

Making Specific Fields Required
To make specific fields required, check the Required box to the right of the Standard Field Label.

Program Area

Project Budget

Hidden? Standard Label

Project Description

Praject End Date

Custom Label

Help Text

Enter the project's estimated budget here.

r 4
s [£]
4

4

Regquired? Reset?

c

N

n NN

The following field types cannot be made required:

o System Required — these fields will be checked but disabled.

Boolean (True/False)
Web Clippings
Calculated Custom Fields
Coding Sheet Codes - Coding Sheet codes can be made required through the Administrator

Module’s Setup > Preferences > General Preferences > Coding tab.

Resetting One or All Fields
Don’t like the changes you made to a field? Simply click the Reset icon to return to the last saved

state.

Program Area

Project Budget

Hidden? Standard Label

Project Description

Praject End Date

Custom Label

Help Text

Enter the project's estimated budget here

NN NS

Required?  Reset? *

To reset all fields back to the last saved state, click the Reset All icon in the lower right corner.

=) MicroEdge GIFTS Alta

@, Fields Lib

RECORD TYPES
L;| Requests

yf@l Organizations
“an Contacts

@, Payments

ﬁ Requirements
F- | Reviews

& Documents
&) Aclivities

&% Afiliations

Region
<Default> -

ry

Hidden?

Standard Label
Program Area
Project Budget
Project Description
Project End Date
Project Start Date
Project Title
Recommended Amount
Reference Number
Renewable
Renewal
Renewal Date
Request Amount
Request Date
Secondary Staff
Signage Needed
Speaking Opportunity
Staff
Staff Actual Amount

Staff Budget Amount

Custom Label

Help Text

Enter the project's estimated budget here.

Enter the date received here for emailipaper a

Alternate Proposal Owner

Proposal Owner

Save & Close

Save

Cancel

AN A YT TR A N0 T N TR U N0 U U

Required? Reset?
S
. c
c
c
c
c
c
c
c
c
c
c
’ (&
c
[
c
. c
c

c o,

—

13
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Below is a table describing all the functions in detail:

Function Displayed as.. | Description

RECORD TYPES | This area on Allows you to select the record type fields to view.
the leftlists all e When first accessed, Requests will be the selected
record types

. Record Type.
available. . .
e On subsequent visits, the system will remember the last
record type used.

Region Dropdown This option allows you to specify custom settings for users who
menu below have their Windows Operating System set to a specific region.
the Re.cord All regions currently available in the Windows Region settings
Type list. . . .

will be available on this menu.
e When first accessed, <Default> will be the selected
Region.
e On subsequent visits, the system will remember the last
Region used.
Example: This can allow GIFTS users of the same organization in
the United States, Spain, France, and the UK to see four
different sets of custom labels for various fields.
Hidden? Checkbox This checkbox will allow you to hide certain fields.
The following field types cannot be made hidden and will have a
disabled checkbox:
e System Required
e Coding Sheet Codes
Standard Label | View Only Text | This column displays the Standard Label value for each field.

Custom Label

Text field (255
chars max)

This column displays any custom label assigned to the field.

Help Text

Text field (255
chars max)

This column displays any Help Text assigned to the field.

If Help text exists, there will be a blue © icontothe right of
the field on the edit form.

Placing the mouse cursor over this icon will display the Help
Text.

Pledge %

[Isthis a Pledge?

Grant Amoun

14
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Edit Pencil icon A& | Clicking the icon opens the Help Text popup form giving you a
to the right of larger view of the text and work area for editing.
the Help Text Help Text x
field
|5 this a Pledge?
0K Cancel
)
Required? Checkbox This checkbox allows you to make certain fields required.
The following field types cannot be made required:
e System Required — these fields will be checked but
disabled.
e Boolean (True/False)
e Web Clippings
e Calculated Custom Fields
e Coding Sheet Codes
Reset Circular arrow | This option will set the Hidden?, Custom Label, Help Text, and
icon Required? fields to the last saved state for the specific field
o only.
Reset All Circular arrow | This option will set the Hidden?, Custom Label, Help Text, and

icon in the
lower right
corner of the
form

Required? fields to the last saved state for All the fields on the
current Record Type list of fields.

ey

Save & Close Button on Clicking this button will save all changes made and close the
bottom of Fields Library form.
form

15
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Save Button on Clicking this button will save all changes made but leave the
bottom of Field Library form open.
form
Cancel Button on Clicking Cancel will display the following message:
?(frtrt]om of Save changes to fields? YES / NO / Cancel

The Forms Library
The Forms Library is where you will create new forms or modify existing forms.

Custom forms can then be employed for different users or groups, allowing the data
entry/processing experience to be customized to their needs.

Eventually, these customized forms will also be available to include into ‘Workflows” allowing them
to be strung together into discrete processes.

This tool will be launched from the Modules > Blueprint ribbon menu item. After selecting
Blueprint, select Forms from the dropdown menu displayed to open the Forms Library.

€=} MicroEdge GIFTS Alta [

| Forms Library

RECORD TYFES Request Type  «All Reguest Types= -
ent Request Form - Ve

£ Requests ¢ Event Request F Act

i@l Organizations Detsils = Edit Form « Preview * Save As * Export « Delete

o EETEAE ' In-Kind Request Form - (Active)

) Payments Close -« Edit Form « Preview * Save As = Export = Delete

T e k Last Updated Last updated by Admin on 1/20/2013

Groups  Administrator

Users 2 Users
/ Documents

)
W
=
= | Reviews
il Request Type In-Kind
L")

Activities .
Primary Cards are Read-Only  False

L5 Affiliations

- Edit

Cash Grant Request Form - (Inactive)
Details Edit Form « Preview * Save As + Export + Delete

Copy of Alta System—defined Form - (Inactive)
Details Edit Form « Preview * Save As + Export + Delete

Close

Record Type Filters:

e When Record Type is set to Requests, a Request Type filter menu will be available above
the main list of forms.
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Ribbon Menu Options
There are two menu options available in the upper right:

New > Form

Action > Import

Will open the new form selection popup asking for a Name, Record Type,
and a form to base the initial design on.

New Form x

MName  General Requests

Record Type  Request -
Request Type ' <All Request Types= -
Based on  <Blank= -
<Blank=
em—defined Form N
Event Request Form
In-Kind

Copy of Alta System—defined Form

Alta System-defined forms are available as an option when creating a new
form to use as a base.

NOTE: Modifications to system forms must be saved to a new form name.

Your other options are to start with a Blank form or another existing custom
form as a base.

Opens the Import XML Form interface similar to a Browse window for you
to select an XML file to import into Alta.

NOTE: This is mainly a tool for troubleshooting issues with forms. You will
be able to Export problem forms from the Forms Library and send them to
MicroEdge to review. Fixed forms can then be imported into your Forms
Library.

Record Types can be selected on the left panel allowing you to view existing forms which are

available for use.

The Forms List

The main area of the Forms Library displays a list of existing forms dependent on the Record Type
selected along with linked options under each as described below:

NOTES:

e If Requests is selected, a Request Type menu is also displayed. The default is to display all
types. However, you may choose to limit listed forms to a specific Request Type such as cash
grants or in-kind.

e Active forms will have the Favorite (star) option on the left. Selecting a form as a favorite
will cause it to be displayed at the top of the list in alphabetical order.
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€~} MicroEdge GIFTS Alta (]

Bl Forms Library
RECORD TYPES Request Type  <All Request Types> A
e ' Cash Grant Request Form - (Active)
Jf@l Organizations Details = Edit Form « Preview « Save As * Export * Delete
“aa Contacts ¥'¢ Event Request Form - (Active)
@ Payments Detsils « Edit Form « Preview « Ssve As « Export « Delete
i Requirements 5.¢ In-Kind Request Form - (Active)
E Reviews Details Edit Form * Preview * Save As * Export = Delete
f Documents Copy of Alta System—defined Form - (Inactive)
@ Activities Cloze Edit Form « Preview « Save As « Export « Delete

) ) Last Updated Last updated by Admin on 11/28/2012
a5 Affiliations

- Groups (None Selected)

Users (None Selected)
Request Type  <All Request Types>
Primary Cards are Read-Only False
Edit
Close
Link Name Description

Details / Close

This expands or collapses the information for each form.
NOTE: Clicking the Edit link in the details area opens a popup which lets you
change the Name of the form or the Primary Cards Read Only setting.

Edit Form This will open the Form Design window for the form.

Preview Clicking on this will open a preview of the form just as it will look in Alta.
NOTE: No data will be displayed on the preview form and menu options will be
disabled.

Save As Allows you to save a copy of the existing form to a new name so you can make
modifications without changing the original.

Export Exports the form to an XML file. This is primarily meant as an easy way to send a
problem form to MicroEdge Support to review.

Delete Allows you to delete an existing form.

How Do | Modify an Existing Form?

To modify an existing form, do the following:

1. Go to the Blueprint Forms Library. (Blueprint > Forms)

ukhwnN

Click on the Record Type for the form.

Locate the form you wish to modify in the main list.

Click Edit Form to open the form in edit mode.

Make the modifications necessary and click Save and Close.

18




# MicroEdge

GIFTS Alta® Blueprint

User’s Guide V31020160

The Form Design Window
The form window includes all of the options available for creating or modifying a data entry form.

(- MicroEdge GIFTS Alta

Bl Request Form - Cash Grant Request Form (Active)

Type: Cash Grants

Groups: 2
Users: 3

FILTERS

Standard v
Custom v
Coding Shest v
Find

Admin Actual Amount  +
Admin Budget Amount
Age Group

Alternate Proposal Ow
Complete Notes
Declination Date
Declination Notes
Declination Reason
Difference

Difference

Difference

Direct Project Budget £
Direct Project Exp Actu
Docket Number
Ethnicity

Evaluation

Event Attire

Event Date

Event Details

Event Location

FONT

¥ &R

General # X

v

Branch

Type

Status

Proposal Owner

Arial 'l]; Save & Close Save Cancel
The following options will be available in the upper right ribbon menus:
New Menu Description
Section Lets you create a new section in the form by entering Name, Number of

Columns, and Position. You will also be able to select between a normal
Editable section or a Wire Transfer section.

Actions Menu

Description

Preview Clicking on this will open a preview of the form just as it will look in Alta.
NOTE: No data will be displayed on the preview form and menu options
will be disabled.

Activate To make the form usable by other users, you must Activate the form.

Deactivate You can also Deactivate a form if you wish to take it off-line.

Assign To Assign the form to one or more Users or one or more Groups.

Reset This option restores the form to the last saved settings.

Export Creates an XML file of the form which can be sent to MicroEdge Support
for troubleshooting.

Delete Deletes the form if the popup confirmation is accepted.
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Left Panel Options
The left panel contains options for selecting fields to add to your form.

(- MicroEdge GIFTS Alta

Bl Request Form - Cash Grant Request Form (Active)
Type: Cash Grants

Groups: 2
Users: 3
FILTERS # E= v General # X
Standard v
Custom v ”
Coding Shest
Find Branch
Admin Actual Amount 4 %
Admin Budget Amount
Age Group
Alternate Proposal Ow
Complete Notes Type
Declination Date
Declination Notes
Declination Reason
Difference Status
Difference
Difference
Direct Project Budget £
Direct Project Exp Actu
Docket Number
Ethnicity
Evaluation
Event Attire
Event Date
Event Details Proposal Owner
Event Location
FONT
Arial Save & Close Save Cancel

Option Description

Filters Standard, Custom, and Coding Sheet checkboxes allow you to control what
fields are displayed in the list. All three are included by default.

Find This field will allow you to quickly locate a specific field in the list by simply
typing in part of the field name and clicking the arrow button or tabbing
out.

Fields This area lists all the fields available for adding to your form based on the
filters selected and Find entry (if any). You can simply click and drag a field
to the form area from this list.

Font This will change the font of the text elements in your form for Section
instructions, Field instructions, and Field labels.

The Main Form Area
The main form area on the right displays your form in a grid-like manner depending on the number

of columns you set.

In this area, you can:

e Add or Remove labels and fields
e Modify existing labels and fields on the form
e Expand or Collapse fields
NOTE: The first column only supports section names or field labels.
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NOTE: The Wire Transfer section that is available on the Request, Organization, and Payment forms
includes special functionality and has to be maintained as an entire block. The field labels and
prompts cannot be modified in this section.

Sections

There are several options for working with sections.

Adding a Section

Use the ribbon menu option New > Section to add a new section to your form.

Section Action Icons

Across the top of each section on a form are action icons.

=) MicroEdge GIFTS Alta (=[S
= Request Form - Cash Grant Request Form (Active)
Type: Cash Grants
Groups: 2
Users: 3
FILTERS & 5 General # x
Standard v
Custom v -
Coding Sheet v Ik
Find Branch
Icon Name Description
&* Move Section | Sections can be re—ordered by clicking the up or down arrows
A 4 Up/Down associated with the section.
The up arrow is disabled for the first section on the form;
likewise, the down arrow is disabled for the last.
e Copy Section Click this icon to copy the current section. The new copy will be
' inserted directly below the current section. You can then modify
the new section and move it to your desired location on the
form.
Approval Hide or Show | Clicking on the orange arrow or section title will hide or show the
Approval the Section current section.
Up arrow = section hidden
Down arrow = section displayed
Fd Edit Section Click this icon to open the section’s edit form.
Edit Section x
Section Name  Approval
Instructions | If request is approved, please fill in this section 4
Label Font Size (v '100%
Prompt Font Size @ |100%
Disposition Type | Approved -
OK {b Cancel
x Delete Section | You can remove a section at any time. All Labels and Prompts are
removed along with the section.
You will be required to confirm your intentions and will be
warned that there is no undo for this action.
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Columns
Each section has its own grid. The default number of columns in each section is two.

NOTE: These first two columns cannot be removed.

Additional columns can be Inserted or Deleted using the Insert Column or Delete Column icons
which appear when you move the mouse cursor over the column’s header row.

Delete Column Insert Column
v x) (]
Project Start Date Project End Date
Grant Amount Grant Date
Fiscal Year Term

NOTE: The maximum number of columns is 10.
Why Would You Want Additional Columns?

Additional columns are useful when you want to include more than one entry field on the same row.

For example: Project Start and End Dates or City, State, Zip Code
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Column Width Adjustments

The Column Width can also be adjusted by moving your mouse cursor over the grid line between
two columns along the top row. When the cursor turns into a double arrow, click and hold the left
mouse button and drag the column side to the desired width.

When the cursor is a double arrow, click and
drag to adjust the column widths.

v Lo
Project Start Date Project End Date
Grant Amount Grant Date
Fiscal Year Term

NOTE: The actions of adding and removing columns will change the widths of all the columns and
distribute them evenly, so a good tip is to make manually adjusting the column widths the last thing
done.

Rows
Rows in a section grid can also be managed in several ways.

NOTE: The icons are only visible when the mouse cursor is placed over actions area to the left of the
row.

v
Project Start Date Project End Date
(2]
El Grant Amount Grant Date
gl
Fiscal Year Term

These options include (from top to bottom):

e Move row up
e Delete row
e Move row down
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e |nsert row
If you click the Move row up arrow for the first row in the grid, the row will be moved to the last
row of the previous section. Likewise, if you click the Move row down arrow for the last row in the
grid, the row will be moved to the first row of the following section.

Clicking Delete row, will present a confirmation prompt.

Clicking Insert row will add a new row directly below the current row.

Managing Fields in Forms
Fields placed on your forms can also be managed in several ways.

When you place your mouse cursor over a Field Label or Prompt, action icons will appear. These
icons can include:

e Edit

o Delete

e Increase span right
e Increase span left

e Decrease span right
e Decrease span left

Project Start Date Project End Date
Grant Amount Grant Date
Fiscal Year

Term
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Editing a Label

Clicking an Edit icon on a field label will open a form similar to the one shown below.

Grant Amount - (GrantAmount)

Label Text ) Default ) Override

Grant Amount

Label Font Size | 100%

Instructions ' Enter the approved grant amount here.

Help Text = Default ) Override

QK ,{P_.-.) Cancel

x

This allows you to override the label text, modify the font size, add instructions, and add help text.

Editing a Prompt

Clicking an Edit icon on a field prompt will open a form similar to the one shown below.

Edit Prompt

Prompt Font Size ' 100%

Opticnal/Required ) Default ) Optional ) Required

Read Only

0K @ Cancel

x

On the edit form, you will be able to change the font size and change the prompt to Optional,

Required, or Read Only.

NOTE: Some system fields may not have the options above available.

Deleting a Field

To delete a field label or prompt, click on its Delete button.
IMPORTANT: There is no confirmation prompt for the deletion.
Moving a Field Label or Prompt

To move a field label or prompt, simply click on it and drag it to an open spot in the form.

NOTE: A field label can be moved or deleted separately. However, if a field prompt is deleted or

moved, its associated field label will also be deleted/moved.
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Workflow

The Workflow piece of the Blueprint module will provide a beginning—to—end, customized, task—
oriented approach to working with the information in the GIFTS Alta database.

The emphasis is on tasks to be done rather than information for viewing or analysis, and is aimed
primarily at users with limited functions within the system, such as Program Officers or board
members.

When the user has completed the workflow, the system can be configured to automatically update
certain values, thereby moving the record smoothly to the next phase in the process.

Users can also be prompted with an action or choice of actions, such as Approve, Decline, or Status
Change depending on the record type.

Workflows can also be designed for the purpose of adding new records to the database by allowing
almost complete flexibility of design. The process can be configured to string together several forms
both for the main record and for any of its primary relationships.

Workflows can be used to update existing records or create new ones.

Creating Workflows
To create Workflows, you must first set up any desired Custom Fields and create Workflow forms in
the Forms Library to be used in the various steps.

Once the Workflow forms are ready, you can access the Workflows Library to create a multi-step
workflow by clicking the Blueprint button in the Modules menu.

MNew Modules

Y " 3 " -y
2 & & X =
IGAM Accounts Budget Adminisirator Blueprint
Payable

Fields Library
Forms Library

GCS Layouts

[Workflows Library|

Custom Fields

The Workflows Library interface will allow the user to do the following:

e Create a New Workflow with multiple steps and a completion action
e Edit the parameters of an existing Workflow
o Delete a Workflow from the Library
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{=j MicroEdge GIFTS Alta ]

B workflows Library

RECORD TYPES External Reviewer ‘

Edit Workflow * Save As « Delete

u Requests

Internal Staff
Edit Workflow « Save As « Delate

i@l Organizations

Contacis

Payments.

Requirements I,\\,
Reviews

Documents

Activities

Affiliations

Close

Workflows Added to the New Menu

As you create new workflows for your users, they are added to the main New menu in GIFTS Alta.

Example: If you create new workflows for creating External Reviewers and Internal Staff, when users
click on New > Contact they will be presented with a submenu of workflows similar to the one
shown below.

Mew Modules

= ol e =] F & =

Request Organization Contact Requirement Document Activity Affiliation

s Year - by Program ArgliElRe =188

L1
[+
I
e

[External Reviewer|

Internal Staff |

N Item O

Using a Workflow

To access a specific workflow, the user would go to the main New menu and click on the desired
record type. A submenu will be displayed allowing the user to pick the correct workflow for their
needs.

The Workflow provides an alternative to the standard data entry form(s) by breaking up the data
entry process into a checklist or series of manageable steps to guide the user through making the
appropriate actions. The steps will take advantage of your ability to create custom forms so that
users will not be asked to see or interact with options or prompts that are not relevant to their
tasks.
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In the example below, the user needs to create a new contact for an external reviewer.

Lo (=) [

(.~} MicroEdge GIFTS Alta

= ® External Reviewer

STEPS Contact PRIMARY ORGANIZATION
Contact Information Prefix - pon
: : Qv
Reviewer Availability First Name
Reviewer Interests Middle Name
Reviewer Affiliations Last Name o
Suffix -
Type ' <None> =
E-mail Address I Send
DETAILS Formal Salutation
Contact Informal Salutation
Office Address Addressee Salutation
Source/Reference  <None> =
Notes
Done
Skip == Next Cancel

Left Panel
The left panel functions as both a checklist and a navigation tool.

The names of the steps are listed in the order that they have been specified in the Workflow setup.
Clicking on the name of a step will open the form for that step.
NOTE: Users can also navigate through the steps by using the Next and Back buttons on the form.

The user can complete the steps of the workflow in any order that they choose. As each step is
marked Done, a checkmark is displayed next to the task.

NOTE: Certain steps such as Affiliations require the user to fill out the rest of the form and save first.
If necessary, the system will prompt the user to do so.
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(-} MicroEdge GIFTS Alta =T

-~ ... External Reviewer

PRIMARY CRGANIZATION
None

STEPS Coding

v Contact Information Volunteer Interest  Working with Children v x

Qv
v~ Reviewer Availability Literacy/Tutoring x

Reviewer Interests

Biographical
Reviewer Affiliations. .
OQccupation  Consultant h
Birth Date
Country of Citizenship
_____ J Highest Degree  B.S. -
DETAILS Highest Degree Year
Coding School Name  Cambria College
Biographical
Discipline  Anthropology v
Done {b
<= Pravious  Skip >> Next Cancel

Right Panel

The right panel displays the form that the user is currently filling out. System required fields will be
enforced and the current form will need to be saved before the user can move on to a different
form.

Navigation Options
The buttons on the bottom of the forms in Workflow allow the user to do the following:

e Previous (link) — goes to the previous step. If the current step has unsaved changes, the user
is prompted to save them or discard them. Hidden for the first step.

o  Skip (link) — skips ahead to the next step without saving changes. If the user has made
changes, they’ll be warned that their changes will be lost.

e Save and Next (button) — saves changes and goes to the next step. Replaced with ‘Save and
finish’ on the last step. For more information, see the section on finishing the workflow.

e Save (button) — saves the changes to the current step without leaving the step.

e Cancel (button) — warns the user that their changes to the current step will be lost, and then
closes the Workflow.

Completing the Workflow

Each step will include a Done checkbox for the user to confirm that all information required has
been entered. A check will appear in the checklist next to each step marked as Done. The final form
in the process will have a Save and Finish button to complete the process.

If any tasks are incomplete, the system will prompt the user accordingly.
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Taskboard

The Taskboard enhances the user experience by providing a more focused view of tasks to be
completed. Users can choose to make the Taskboard the focus of their activity in GIFTS Alta while
still using the Dashboard as needed.

The Taskboard will display a list of tasks, each associated with the record count of the items
currently waiting to be addressed.

— r —
¥ MicroEdge GIFTS Alta
EX 77 | . e E w E # w

-
@ Requests @ Organizations @ Contacts IGAM Accounts Budgel Administrator Blueprint
Payable

Dashboard | Taskbeard | Workspace | Reports | 2

Taskboard n
No tasks have been added

Configure
Click "Configure’ to get started.

[+ Add Task] c

The user can display those items and perform batch actions, or open the records individually.

Rather than open just a single data entry form, the record will open as a Workflow. (See Workflow
section for more details.)

Setting Taskboard in User Preferences
The User Preferences form has been updated with a Taskboard option for the Start in setting.

User Preferences x
Lock Dashboard
Search results refresh ) Data ) Selection
Related Contacts JAll ) Primary relationships only

Start in | Dashboard @ Taskboard ) Workspace ) Reports
Enable Spell Check ¢
Quick Find Configure

Show system labels on edit forms

OK Cancel
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If selected, this setting will cause the Taskboard to be displayed first when the user logs in.

Taskboard Tab
A new Taskboard tab has also been added between Dashboard and Workspace in the upper left
menu.

¥ MicroEdge GIFTS Alta

Dashboard ‘ Taskboard | Workspace | Reporis | &~

Teskboard b4 ?

Tasks in User Libraries
In the User menu, a Tasks option will also be available in the Libraries menu.

¥ MicroEdge GIFTS Alta

EX 7 | e

@ Requests @ Organizations @ Contacts

Dashboard | Taskboard | Workspace | Reports | 2~ |

o bonrd N
e Preferences Dashboard Parts

No tasks have been added. Reminders Tasks

Tax Status Lookup/import

IGAM

Change Password

Click 'Configure’ to get started.

Refresh System Settings

Change User

Help
Export Emor Log
About Alta

GCS Layout

NOTE: This option is only visible to ReviewerCONNECT and MyGIFTS users.

This tool allows you to manage custom fields and sections displayed in ReviewerCONNECT and
MyGIFTS sites.

TIP: If you frequently use the default system form as a basis for creating new custom forms in
Blueprint, it must be noted that any changes made via GCS Layout also alters the default system
form for the specific record type.
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Fields Library

Forms Library

|GCS Layouts %_'|

Workflows Library

Custom Fields

When GCS Layouts will look similar to the example below:

{~) MicroEdge GIFTS Alta [
| GCS Layouts
RECCRD TYPES
Bl Requests Addt1 Info # B X
| 1fid|_Organizations 4 Number of Part Time Employeas F s
“au Contacts + 4 Number of Full Time Employees F
G Payments + ¥ Number of Volunteers F
@ Requirements + § Nmbr of Employees Total F
B Reviews + § Yearof 990 F s
@) Activities 4+ § Total Revenue Amount F
&% Affiistions + 4 Tota Expenses Amount s
+ § Assets Amount F
+ 4 Liabilities Amount ;! x
+ 4 Number of Board Members &, x
+  Year Organization Founded ;! x
H
Save & Close Save Cancel

On the left panel, a record type can be selected.

Editing Sections
e Existing section headings will have a yellow Expand/Collapse arrow next to it.

e The section label can be edited by clicking the pencil icon to the right (Edit Section
Properties).

e The Add Fields icon will let you add additional fields to the specific section.

e C(Clicking the X will remove the section and any fields it contains.

e Inthe lower left, double arrows let you Expand or Collapse All sections.

e Clicking the [+] link will add a new section.
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Adding Fields
To add a field, click the Add Field icon to the right of the section title.

The Add Data Field form will be displayed with any custom fields available for adding to the section.

Add Data Field x

¥ Assets Amount

¥ Liabilities Amount
Mumber of Board Members
this

Year Organization Founded

OK ‘{T) Cancel

Simply check the ones you want to add and click OK.

Remember to Save your changes.

Re-Sorting Fields

Fields can be resorted by clicking on the Up/Down arrows to them.

Editing Field Labels
To edit a field label, click the Edit (pencil icon) next to it.

Edit Field Properties x

Label ' Number of Volunteers |

Label is Visible ¢

OK Cancel

W

Change the Label text field as desired.

If you do not wish to have the label displayed, uncheck the Label is Visible box.
Click OK when done.

Removing Fields
To delete a field, simply click the X icon to the right of the field.

NOTE: There is no confirmation prompt. The field is automatically deleted.

Be sure to double check your deletions before saving.
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Permissions for Blueprint

Several permissions are available in the Administrator module (Grant Group Permissions icon) for
controlling access to Blueprint features.

GIFTS Permissions

In the GIFTS section, two permissions limit access to Dashboards and Taskboard configuration

settings.

Set Up Dashboard Parts
Only the Execute permission can be modified for this setting.

This Execute permission defaults to false except for the ‘Admin’ group.

Only when Execute is set to true can a user:

e See and select the User Menu item Libraries > Dashboard Parts.
e See and click the [+ Add Part] link at the foot of the dashboard.
e See and click the Configure gear icon for any dashboard part.

Set Up Taskboard
This setting limits access to the Configuration options of each task.

Only the Execute permission can be modified for this setting.

This Execute permission will default to false except in the ‘Admin’ Group Permissions set.
Only when Execute is set to true can a user see and select the Configuration link on the

Tasks.

Blueprint Permissions
Clients with Blueprint installed will also have a new Blueprint section at the bottom of the list:

Permission

Controls...

Login (Execute)

If true, the users in the group to which the permission is assigned can see
the Blueprint icon in the Alta Modules ribbon menu. (Otherwise, the user
cannot log in and access Blueprint at all.)

It’s a quick way to turn off permissions to Blueprint when needed.

NOTE: When toggled from true to false, the permission set’s other
Blueprint settings will remain the same, so they can be quickly turned back
on later if need be.

NOTE: Defaults to true for the Admin group. All others are set to false.

Custom Fields
(View, Add, Update,
Delete)

If Login-Execute permission is granted, users with these permissions can
always view the Custom Fields list.

View is selected and cannot be edited.

Add, Update, and Delete permissions determine whether the user can
add, updated, or delete custom fields, calculations, and URLs.
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Fields Library (View,
Update)

If Login-Execute permission is granted, users with these permissions can
always view the Fields Library.

View is selected and cannot be edited.

Update permission determines whether the user can edit custom label
sets, hide/make required fields, add tool tips, etc.

Forms
(View, Add, Update,
Delete)

If Login-Execute permission is granted, users with these permissions can
always view the Forms Library.

View is selected and cannot be edited.

Add, Update, and Delete permissions determine whether the user can
add, update, or delete custom forms.

NOTE: Update permission also determines whether the user can assign
forms or activate/deactivate forms.

Task Library
(View, Add, Update,
Delete)

If Login-Execute permission is granted, users with these permissions can
always view the Task Library.

View is selected and cannot be edited.

Add, Update, and Delete permissions determine whether the user can
add, update, or delete tasks. This includes the ability to add, update or
remove them from other users’ taskboards.

Workflow Library
(View, Add, Update,
Delete)

If Login-Execute permission is granted, users with these permissions can
always view the Workflow Library.

View is selected and cannot be edited.

Add, Update, and Delete permissions determine whether the user can
add, update, or delete workflows.
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