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Brief Summary of Changes

The optionaRE:Searchmodule enables you to manage all types of information

about your prospects. You can store gifts made to other organizations and financial
information such as sources of wealth, annual income, and real estate holdings. You
have the ability to track proposals including the amount solicited, the amount funded,
ratings from research firms, and extensive notes about your prospect. You can also
produce detailed profiles about your prospects.

RE:Searchis also an electronic interface betweBme Raiser's Edge for Windows

and prospect research agencies; the agencies supported are Econometrics, Marts &
Lundy, The Whelan Group, Bentz Whaley Flessner, CDA/Investnet, and POW&R
With this electronic interface, you can create an electronic data file to be sent, either
by diskette or modem, to the prospect research company in the format they require or
prefer. The agency will return an electronic data file to you of the researched
prospect informationRE:Searchwill import the information and ratings into your
Raiser's Edgadatabase to be viewed from the Prospect tabanstituent

Management

The RE:Searchmodule adds a Prospect tab to the constituent record within
Constituent Managementere, you can record specific prospect information such
as financial data, gifts to other organizations, proposals, and ratings. Specialized
prospect research companies can perform detailed analyses on constituents you
supply to augment that prospect information. Once the research is performed, hard
copy and electronic reports and ratings can be returned to youREHgearch
electronic interface gets this information inftbe Raiser’'s Edgevhere it can be
searched, sorted, and selected. In addition, changes have been made to
Configuration Profiles Query, Export, and Batch

Electronic Interface

The actuaRE:Searchmodule is a facility that allows you to gather and format
constituent/prospect information to send to an outside agency for analysis.
Information returned from such agencies can then be directly transferiiddeto
Raiser’s Edge

The functions you can perform wilRE:Searchare:
» Create the data file to send to a prospect research company.
» Report on the information returned from the prospect research company.

* Import data returned from the prospect research company.

Overview Chapter 1
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Configuration

Security Tab

The Security tab irfConfigurationhas an additional option whdRE:Searchis

installed withThe Raiser’s Edge for WindowsSecurity for a user or a group of
users can be set to include or exclude access tREh8earchmodule. If access to
the RE:Searchmodule is denied, the user or group of users will still be able to view
all other prospect information withi@onstituent ManagemerRrofiles, and so on.
Only access to thBRE:Searchmodule will be prohibited.

Tables Tab

Additional tables are created wh:Searchs installed; these tables appear on the
Tables tab and can be added to by any user with the proper security to access the
Configurationmodule. The additional tables are for the fields on the new Prospect
tab inConstituent ManagemenncludingClassification, Prospect Interests
Information Sources, Financial Data Types Purposes Instruments, Ratings, and
Sources The fields with which these tables are linked are discussed in the
Constituent Managemepbrtion of this chapter. You can add to these tables
through the Tables tab in tl@onfigurationmodule.

Changes in The Raiser’s Edge Chapter 2



Constituent Management

Prospect Tab

This screen shows the Prospect tab witBomstituent Managementhich displays
prospect agency data.

Mr. and Mrs. Michael J. Simpson

Actions Aftributes | Solictor | HondMem | Wolunteer | Emp List | Appeals tember Ewvents
Bio 1 T Bio 2 T Spouze T Addr/Sal T LContacts T Relation T Affiliation Tﬂmspect I Motes | Gifts
Elassilicatiun:||ndividual | E
Philanthropic Interests + Will Mot Give To +
| |'est Wing | | |Annual Fund ||
|| Children's Progrars |
. * ] +
Gifts to Other Organizations
Organization Name |__Amount | Date Given | Reagon *
| |'wakeside Hospital 200.,000.00| 341493 Children's Cancer 'Wing =
| |Make-a-Child Happy Fdn. 15,000.00| 743792 Funding for tip to Dizney World
Helping the Homeless 25,000.00/ 12490 Funding for Family Homeless SH{ #
Financial ” FProposzals ” Ratings I

Chapter 2 Changes in The Raisers Edge 5



Field Name

Description

Classification

This drop-down box identifies the type of prospect (e.g., plahned

giving prospect, capital campaigns prospect). Choices in thip
drop-down are from th€lassificationtable.

Philanthropic

This grid is used to identify the programs in which the prospdct

Interests has a giving interest. For example, a prospect might have af
interest in children’s programs, library renovations, or fundingy a
new wing. Choices in this drop-down are from fRmspect
Intereststable.

Will Not Give | This grid is used to identify the programs in which the prospgct

To has no interest (i.e., areas outside the giving interest). For

example, a prospect might not have any interest in sports

programs or new building programs. Choices in this drop-ddwn

are from theProspect Intereststable.

Gifts to Other
Organizations

This grid tracks the gifts the prospect has given to other
nonprofit organizations. This information (including
organization name, amount of gift, date of gift, and reason foy
gift) can help you prepare your proposal by giving you
information about the types of organizations this prospect
supports and at what level he supports them.

Financial Button

Clicking theFinancial button from the Prospect tab reveals the following screen,
which tracks financial information for this prospect.

Info Type: |

Salary and Bonuses
Estimated Met *Worth
Real Estate

Real Estate

Stock Holdings

Stock Holdings
Stock Holdings

Information Type Amount Comments Info Source

$300,000.00 1992
$5.000,000.00 As of December 1933
$250,000.00 Summer Hame Tax dzzessal
$400.000.00 Residence Tar Azsessor
$100.000.00 300 shares of Boeing SEC
$1.200.000.00 12,000 shares of [nkel SEC
$177.760.00 7.000 Shares of Paine wWebber

| add || Edi

| (o ]

Thelnfo Type drop-down filter on the top of this screen contains choices from the
Financial Data Typestable.

Changes in The Raiser’s Edge Chapter 2



Adding or editing financial information is done from the following screen.

Add Financial Data for Michael Harrison

Information T_l,lpe:|

|

Info Suume:|

| (2]

Enmments:|

Date Acquired: |:| Date Assessed: I:l

| oK I| Cancel I

Field Name

Description

Information Type

This drop-down box represents the information type or the

type

of asset held by the prospect. For example, enter Real Estate,

Stock Holding, Inheritance, Artwork, etc. Choices in this dr|
down are from thd-inancial Data Typestable.

pp-

the

Dwn

Amount In this field enter the value of the asset.

Info Source This drop-down box represents the source used to gather
information about the asset. For example, you could enter
Court Records, Research Firm, etc. Choices in this drop-d
are from thenformation Sourcestable.

Comments Use this to hold any additional information about the asse}.

Date Acquired

This is the day on which the prospect acquired or purchas
the asset.

1%
o

Date Assessed

If the asset was appraised, enter the date on which it was
appraised.

Chapter 2

Changes in The Raisers Edge 7



Proposals Button

Clicking theProposalsbutton from the Prospect tab reveals the following screen,
which tracks proposal-related information for this prospect.

Proposals for Mr. Michael J. Simpson, 1974 E2
Purpose: || | E
Purpose Status Amount Asked Date Asked Campaign

west Wing Cancer Center  Accepted $100,000.00 0715793 The Campaign for
Capital Campaign

Add | Edit Delete 0K |

The Purposedrop-down filter on the top of this screen contains choices from the
Purposestable.

Add/Edit a Proposal Screen
Adding and editing of proposals is done from a screen like the one below, which is
accessed from th&édd andEdit buttons on the Proposals screen.

Edit a Proposzal for Mr. Michael J. Simpson, MD, 1974

%]

Purposze: | wWest Wing Cancer Center | Status: |.-’-'l.cu:epted
Campaign: |The Campaign far Excellence | Type of Gift: |.-’-'mnuity
Fund: | Capital Campaigr Building Fund | Instrument: (G4
Solicitor: |Fh:|bert.J. Reynoldz | E Rating: |G|:|0|:| Prospect

Deadline: Date Rated:

Propozal Amounts

Amount Azked: (310000000 Date Asked: [7/15/1333
Amount Expected: |$30,000.00 Date Expected: |1/15/1334
Amount Funded: ($30,000.00 Date Funded: |5/1/1334

o] [1e] [1e] 1]

oK | Cancel | Hecalculatel Gifts | Actiunsl

Changes in The Raiser’s Edge Chapter 2



Field Name

Description

Purpose

This drop-down box represents the intended use of the
donation generated by the proposal. For example, this mi

be for Building Renovations, Equipment, Scholarships, etg.

Choices in this drop-down are from tReirposestable.

pht

Campaign

This drop-down box represents the campaign or overall
objective for raising funds. Examples may include Capital
Campaign, Campaign for Excellence, Annual Giving, etc.
Campaigns and Funds are established irGampaigns,
Funds & Appealsnodule.

Fund

This drop-down box establishes the fund to which a gift
generated by the proposal will be attributed. The fund
represents the specific financial purpose of the gift. For
example, enter Library Expansion Fund, Mary S. Wilson
Memorial Fund, Plant Fund, etc.

Solicitor

This look-up field indicates the person assigned to prepar
and present the proposal.

D

Deadline

This date field indicates the date when the proposal is dup.

P

Status

This drop-down field represents the status or where the

proposal is in the process. For example, enter Initial Conthct,

Pending, Complete, Rejected, Funded, etc.

Type of Gift

This drop-down box represents type of gift the prospect ig
using or will use to fund the proposal. For example, enter
Planned Gift, Cash, Pledge, etc. Choices in this drop-dow
are from theType of Gift table.

Instrument

This drop-down box further defines the type of gift. This i
particularly useful in tracking Planned Gifts. For example,
the Type of Gift is a Planned Gift, the Instrument could be
Annuity, PIF, etc. Choices in this drop-down are from the
Instruments table.

- U)

=3

Rating

This drop-down box can be used to describe the prospec
level of interest. For example, enter Excellent Prospect,
Needs Cultivation, Hesitant, etc. Choices in this drop-dow
are from theRatings table.

Date Rated

This is the date when the rating Rating field was entered.

Proposal Amounts

EnterAmount Asked for in proposal andate Asked— date
on which proposal was submitted. Enfenount Expected
as a result of the proposal abdite Expectedfor proposal to
be granted. If prospect agreed to give as a result of propg
enter theAmount Funded andDate Funded These are not
linked to a gift record. Record donation on Gifts tab once
pledge/donation is received.

sal,

Chapter 2
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Ratings Button

Clicking theRatings button from the Prospect tab reveals the following screen,
which tracks rating information for this prospect.

= Ratings for James T. Pierce
Source: |AII Sources |£I

Attends First B aptist '

| add || Edt || pelete |

The Sourcedrop-down filter on the top of this screen contains choices from the
Sourcestable. This filter allows you to designate only certain types of sources which
you want to appear in the grid. Selecting a particular source iSthecefilter will
display only that source in the grid.

10 Changes in The Raiser’s Edge Chapter 2



Adding and editing of ratings is done from a screen like the one below.

Source: |Marts & Lundy |
Category: |F|eligic-us Contributor [%ﬂ
Description: |Yes [%ﬂ

Motes: | Attends First Eaptist of Faber. Also a member of the
Chiristian Coalition,

| 0K a| Cancel g

Field Name Description

Source This drop-down box contains the source of the rating. The
prospect research program interfaces with The Whelan Grogp,
Econometrics, Marts & Lundy, and Bentz Whaley Flessner.
You can also establish your own sources. Choices in this drpp-
down are from thé&ourcestable.

Date This field is used to track when you received this informatior]
from a research company or when you entered this informatipn.
Categories This drop-down box is based upon the source selected. THese

are predefined by the research companies and cannot be
changed. To select a category, click the small arrow to access
the available choices.

Description This drop-down box identifies the rating type (e.g., affluency,
lifestyle, interest, etc.). The description field is based upon the
rating category and source fields.

Notes This field provides room for detailed information about this
prospect rating.

Chapter 2

Changes in The Raisers Edge 11



Entering a Prospect

Entering a prospect is much like entering a regular constituent. Additional
information is stored on the Prospect tab.

» Toentera prospect:
1. SelectConstituent Managemefrom The Raiser’'s Edgerogram group.

2. Selectile, Newfrom the menu bar. The following screen appears.

= Add a Constituent

Record Type
| Ok, I
@® Individual

) Organization

™ Load All Defaults

3. Indicate whether you are entering an individual or an organization. The record
layout varies depending on the record type you choose.

The Load All Defaults checkbox automatically inserts any default values
assigned through Field Characteristics. If you do not want to accept all of the
pre-assigned defaults, don’'t mark this checkbox. Instead, pregStkey in a
field to accept the default for that field only.

4. ClickOK. Ablank record appears. Fill in the information beginning with the
Biol tab. You can add relationships, affiliations, contacts, or any other
information at any time.

5. Select the Prospect tab.

6. Fill in the appropriate information about this prospect’s gifts and philanthropic
interests.

7. SelecEile, Savefrom the menu.

12 Changes in The Raiser’s Edge Chapter 2



Tracking Financial Information

TheFinancial button on the Prospect tab allows you to enter and track asset/financial
information about your prospects. You can store data such as salary, real estate
holdings, stock holdings, and company assets. Each record stores specific
information about the asset and any assessments of the value.

= Financial Information for James T Pierce
Info Type: | | E

Information Type Amount
Salary and Bor

E stimated Met Warth

Comments

$5,EIDDDDEI.DEI Az of December 15993

Fieal Estate
Fieal Estate

$250.000.00 Summer Home

$400.000.00 Residence

$100,000.00 300 shares of Bosing
$1.,200,000.00 12,000 shares of Intel

$177.76000 7.000 Shares of Paine Webber

Stock Holdings

Stock Holdings
Stock Holdings

Info Source

Tax Assessor
Tax Assessor
SEC
SEC
SEC

|| Edt |[ petete |

>

To add a prospect’s financial information:

1. From the Prospect tab of a constituent record, dfickancial. The Financial

Information screen appears.

Click Add. The following screen appears.

Information T_-,lpe:|

Info Snurce:| |

Enmments:| |

Date Acquired: I:l Date Assessed: I:l

| 1.4 I| Cancel I

Enter the appropriate financial information.

Click OK. You are now back to the Financial Information screen. The data you
just entered appears in the grid.

Click OK to return to the Prospect tab.

Chapter 2 Changes in The Raisers Edge 13



To edit prospect financial information:

1. From the Prospect tab of a constituent record, dfickancial. The Financial
Information screen appears.

2. Highlight the financial record you wish to change and chalkt.
Make any changes to the record, and clK.

4. Click OK from the Financial Information screen to return to the Prospect tab.

To delete prospect financial information:

1. From the Prospect tab of a constituent record, dfickancial. The Financial
Information screen appears.

2. Highlight the financial record you wish to remove and clidilete
A verification message appears; cli¢ksto delete the financial information.

4. Click OK from the Financial Information screen to return to the Prospect tab.

Tracking Proposals

The Proposalsbutton on the Prospect tab enables you to link proposals to the
prospect’s constituent record. You can track important information for each proposal
to help you streamline your solicitation of major prospects.

Clicking on theProposalsbutton reveals the following screen.

Proposals for Mr. Michael J. Simpzon, 1974
Purpose: || | E
Purpose Status Amount Asked Date Asked Campaign

! #ing Catcer Center  Accepted $100,000.00 07./15/93 The Campaign far
Capital Campaign

Add | Edit Delete 1] |

14
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» Toadda proposal:
1. From the Prospect tab of a constituent record, diakposals

2. When the Proposal screen appears, ddk. The following screen appears.

Edit a Proposal for Mr. Michael J. Simpson. MD, 1974 |
Purpose: |WestWing Cancer Center | Status: |.~'-\ccepted |
Campaign: |The Campaign for Excellence | E Type of Gift: |-"—‘aniL'H |
Fund: |Eapital Campaign Building Fund | Instrument: |IGA |
Solicitor: E Rating: |ch:d Prospect |
Deadline: D ate Hated:
Proposzal Amounts
Amount Asked: Date Aszsked:
Amount Expected: Date Expected:
Amount Funded: Date Funded:
1] | Cancel | Recalculate | Gifts | Actions |

Enter the appropriate proposal information.

4. ClickOK to save the information. You are now back to the Proposal screen.
The proposal information you just entered appears in the grid.

5. Click OK to return to the Prospect tab.

» Toedita prospect proposal:
1. From the Prospect tab of a constituent record, diakposals

2. The Proposal screen appears. Highlight the proposal record you wish to change
and clickEdit.

Make any changes to the record and cliiK.

4. When you are finished editing proposals, cli@K to return to the Prospect tab.

Chapter 2 Changes in The Raisers Edge 15



» Todeletea prospect proposal:
1. From the Prospect tab of a constituent record, diakposals

2. The Proposal screen appears. Highlight the proposal record you wish to remove
and clickDelete A verification message appears.

Click Yesto delete the proposal.
4. ClickOK to return to the Prospect tab.

Linking Proposals to Actions

TheActions button on the proposal screen links the proposal to all related actions.
When selected, a list of currently linked action records appears. You can also choose
to add, edit, or delete an action.

Actions for Mr. Michael J. Simpson, 1974

Action Date Action Type Status Assigned To Time

Lunch Meeting Clozed

Add | Edit Delete

Note: For more information on Actions, please refefTioe Raiser’s Edge for
Windows User’s Guide.

»  Toadd a new action:
1. From the Prospect tab of a constituent record, diakposal

2. The Proposal screen appears. Highlight the proposal record to which you wish
to add an action and clidkdit.

3. When the proposal record appears, chakions.

16 Changes in The Raiser’s Edge Chapter 2



4. When the Action screen appears, cli#ld. The Add an Action screen appears.

= Add an Action for James T. Pierce

Action D ate: Priority | [ Auto-Remind
Time: ® High- User Name: |Mar_l,l |£I
P E 8 r::mm [ Remind I:I Befor
ol
[

Azsigned To: |Franklin & Bavmann E Motes: | Presenting proposal for a possible gitt of $100,000 to i
5 uze for the west Wing Cancer Center renovations. by
Letter: | Proposal Cover Letter E Fierce's wite was treated 5 years ago and is curmently in
Propozal: |West “wing Cancer Eent|£| Emissan
Attributes: Cateqory | D escription I Comment ||i|

| oK I| Cancel I| Letter I

5. Fillin the appropriate information. THeetter button uses the entry in the

Letter field to prepare a document to send to the constituent. Use the Letters tab
of Configurationto define the different word processing documents you use.

6. Click OK to save the action.

Note: Attributes are defined using the Attributes tabdonfiguration For more
information, refer toThe Raiser’s Edge for Windows Administrator's Guide.

Chapter 2
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Tracking Prospect Ratings

The Ratings button on the Prospect tab allows you to view or add ratings
information. It stores both ratings defined by your organization and ratings received
from a prospect research company. Each ratings record stores detailed information
about the potential donor. The prospect research program interfaces with The
Whelan Group, Econometrics, Marts & Lundy, Bentz Whaley Flessner,
CDA/Investnet, and POW&R. You can also establish your own sources and
categories for ratings.

= Ratings for James T. Pierce
Source: |AII Sources |£I
Date Category Description Motes

T B 5 ol

i Foe ; - ; .
M artz & Lundy 141541996 Fieligious Contributar Attends First B aptist

>

[ ||

Edt || Delete |

To add prospect ratings:

1. From the Prospect tab of a constituent record, dRakings.

Changes in The Raiser’s Edge Chapter 2



2. When the Ratings screen appears, chickl. The Add a Rating screen appears.

Source: |Marts & Lundy | @
Category: |F|eligi0us Contributor [%ﬂ
Deszcription: |Yes [%g

Motes: | Attends First Eaptist of Faber. &lso a member of the
Chiistian Coalition,

| DK H| Cancel 5

Enter the appropriate ratings information.

4. Click OK to save the rating information. You are now back to the Ratings
screen. The rating information you just entered should appear in the grid.

5. Click OK to return to the Prospect tab.

»  Toedit prospect rating information:

1. From the Prospect tab of a constituent record, dRakings.

2. When the Ratings screen appears, highlight the rating to change anéditick
3. Make changes to the record and cl@K to save the changes.
4

Click OK to return to the Prospect tab.

»  Todelete prospect rating information:
1. From the Prospect tab of a constituent record, dRakings.

2. When the Ratings screen appears, highlight the record to remove and click
Delete

A verification message appears. Cli¢ksto delete this prospect rating.

4. ClickOK to return to the Prospect tab.

Chapter 2 Changes in The Raisers Edge 19



Linking a Proposal to a Gift

Each gift can be linked to a constituent proposal. Pheposalis available on the
Miscellaneous tab for gifts. A drop-down menu displays a list of available proposals
found on the constituent record. Multiple gifts can be linked to the same proposal.
Additionally, when a pledge payment is applied to a pledge that has a proposal linked
to it, the payment is automatically linked to that same proposal.

To link a gift to a proposal

1. FromConstituent ManagemergelectFile, Opento locate the constituent
record.

Select the Gifts tab.

Click Add and the Gift screen appears.

Enter the gift information (e.gAmount, Date, Fund, etc).

Click the Miscellaneous tab.

In theProposalfield, use the drop down arrow to select the proposal to which
you are linking the constituent’s gift.

7. Selectile, Saveto save the gift information.

oA WLN

Note  The drop-down menu only displays a list of available proposals found on the
constituent record. To add a proposal you must go to the Prospect tab.

&« Add a Gift for Mr. Michael J. Simpson, MD_ 1974
Soft Credit Split Gift Abtributes Installments .

_B Gift I Mizcellaneous ‘ atch T Hondtdem
Type of Gift: _ Date Added: 08/07/1998

Constituency: E [ Gift Given Anonymously
T — -

Post Status: | Mot Posted -
Post Date: (02/07/1392 LI

Proposal: | west wing Cancer Eenlj

Payment Details

I

Payment Type: | Cazh

Reference Date: l:l

Le
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A warning message appeatrs, if you add or edit a gift and use a fund, campaign, gift
amount, gift date, or solicitor that is not the same as the fund, campaign, amount
funded, date, funded, and solicitor found on the proposal. This warning message

appears when you save the gift and asks if you would like to use the information
specified on the proposal.

The Raizer's Edge ]

The Fund, Campaign, Gift &mount and Gift Date are different from the value
zpecified on the Propozal.

Wwfould you like to uge the infarmation specified on the Proposzal?

8. Click Yesif you want the information on the proposal used in place of the
information entered in thAmount, Date, Campaign andFund fields.

9. Click Noif you want the gift to be saved as entered.

Note: If you select a proposal on the Miscellaneous tabRhed, Campaign,
Solicitor, Date, andAmount fields default from the proposal if information
is not entered in those fields.

Chapter 2
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Viewing Gifts Linked to a Proposal

Once you have linked a gift(s) to a proposal, you can also edit a proposal on the

Prospect tab and view the gifts linked to that proposal througiGifte button.

To edit the gift information

1. FromConstituent Managemergelectrile, Opento locate the constituent’s

record.

2. Select the Prospects tab.

3. From the Prospect tab, select fimposalsbutton and the following screen

appears.
Edit a Proposal for Mr. Michael J. Simpson, MD_ 1974
Purpose: |West Wing Cancer Center | E Status: |Accepted
Campaign: |The Campaign for Excellence | E Type of Gift: |Annuit_l,l

Fund: [Capital Campaign Buiding Fund | (2] Instrument: [154

Solicitor: (Fobert J. Reynolds Rating: |Good Prospect

HEEE [

Deadline: |02/01./1333 Date Rated: [07/15/1993
Proposzal Amounts
Amount Asked: [$10,000.00 Date Aszked: |07/15/1933

Amount Expected: |$2,000.00 Date Expected: |01/15/1933
Amount Funded: |$3.000.00 Date Funded: |05/01/1333

1] 4 | Cancel | Hecalculatel Gifts | Aclinnsl

22
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4. Select th&ifts button to view the gifts that are linked to the proposal. A list of
gifts appears.

Gifts For Mr. Michael J. Simpson, MD_ 1974

11/5/1998  Pledge Capital Campaign $1.,500.00 $1,200.00 Pledge Thank

1241541998 Stock Capital Campaign $800.00 Stock Thank You

7/5/1998  Caszh K.ellogg Endowment $500.00 General Thank

4| | 3
OK |

Note: To edit any of the gift information, you must go to the Gifts tab in the
constituent record and edit the gift that was linked to the proposal.

Reports

A Proposal column is available in the Gift Entry Validation report under Financial
reports to the far right of the report. This column lists the proposal linked to the gift.

The Proposal Detail report, Proposal Analysis report, Proposal Follow Up report, and
Proposal Gift Report are available in the Prospect Reports category under Financial
reports. TheéProposal Purposefield is an option in the Comparison and Summary
reports.

Note: For more information on Reports, refer to the Reports Overview chapter of
The Raiser’'s Edge for Windows User’s Guidko see a sample of the
report, refer torhe Raiser’s Edge for Windows Reports Manual.
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Profiles

Using theRE:Profilesmodule, you can create a custom profile of the information you
store for the prospect. Use these profiles to present to solicitors, board members, or
to maintain a hard copy of data in a prospect’s record. Save the formats to re-use at a
later time. Profiles are easy to create because you select the type of information to
include and assign headings for each block of information. You can also apply
formatting to make your profile more attractive and easier to read.

Note: For more information on profiles, please SHee Raiser’'s Edge for
WindowsUser’s Guide.

Prospect Profiles

> To produce a prospect profile:
1. SelecRE:Profilesfrom The Raiser's Edggrogram group.

2. Selectile, Newfrom the menu bar. ThAdd a New Profile screen appears.

= Add a New Profile

Prohle Type

Cancel

(1 Canztituent

(1 Organization 1 Honar At emorial

In theProfile Type box, select the type of profile you are creating.
Click OK. The Profile screen appears.
Enter the appropriate information on the General tab.

Click on the Contents tab. The Contents tab on the Profile screen appears.

N o o b~ w

Enter the appropriate information on the Contents tab. Once you have selected
all of the information for the profile, you are ready to save, preview, or print it.
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>

To process the profiles:

1.

3.

If you choose to process the profiles, the system requires you to specify the
constituents for whom you are printing profiles. Select the option to print,
preview, export, or email. The following screen appears.

= Run Profile - Profile2

Hecords To Include

5 (O Selected Recards ) One Recard

| oK I ‘ Cancel I

In the Records to Include box, indicate whether you are preparing the profile for
All Records, Selected Recordsor One Record If you chooseSelected

Records an additional prompfrom Group, appears. This allows you to

specify a query to use as the basis for the profiles. If you are designing the
profile for one constituent, an additional promiame, gives you access to the
Constituent Search Criteria box so you can locate the appropriate record.

Click OK. The following message appears.

9 Save Changes to Profile 'Profile1 - Individual'?
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If you want to save the changes, cli¢ks The following screen appears.

= Sawve Profile As
Profile Name: | | I
1] 4

D iption: +
escription E Cancel I

[® Other Users May Execute this profile
X Other Users May Modify this profile

In the Profile Name box, enter a name under which the profile format should be
saved. The system assigns a default, but it is best to use a more descriptive
name.

Use theDescription box to describe the profile in more detail, perhaps enter the
purpose for the profile.

Select the prompDther Users May Execute this profileif you wish to allow
other users, with rights tRE:Profiles to use this format.

The Other Users May Madify this profile prompt, when selected, enables
other users to make change to your profile design. If you do not want others to
edit your profile, you may wish to restrict users from making changes.

Click OK to save the profile and begin processing.

26
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RE:Query

Prospect fields are available for queries under the catdgmgpect

15 Queryl - Individual =]

RE:Export

[ Available Fields

=k First Action

Ak Last &ction

ar Media

apAttributes

= Solicitor

r Homor Mernarial

arVolunteer

=Prazpect
Classification
Philanthropic Interests

- Criteria
@ Filter O Sort

Change:..

Hemove

Eadld

Will Mot Give To

4k Ratings

4k Financial Infarmation r Dutput

4k Proposalz

=k Giifts to other Organizations &
=p bd emberzhip g
=p Current bMembership -
gpEvent Down |
sREFT

Eilter, I utput:

Prospect fields are available for exports under the catelgargpect

%2 Export1 - Constituent =]

- Categories

dh First Action
ar Last Action
ar Media
b Aftributes
=k Solicitar
2 HonorMernarial
arWolunteer
= Prospect
Classification
Fhilarthropic Interests
Will Mot Give To
or Ratings
r Financial Information
or Propozals
ar Gifts ko other Drganizations
ar kembership
= Current Membership

REFT

qr Event
Add|Ereld |

- Fields to Extract

Hemove| | Crteria

Up | [own

Chapter 2
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RE:Batch

Link a proposal to a gift using théroposalfield under the Gift category in

RE:Batch
Il Batch 1 4 Hi=] E3
rGift Fields - Data Entry Fields
Constituency ey M ame
Credit Card # Aot
Credit Type Date
Gift Code Type of Gift
Gift iz Anonymous Fund
Maotes Post D ate
Payment Type Post Status
Bank Name
Agency Mame
Reference #
Reference Date
Check Mumber
Check Date
Autharize Code
Eupires On
b Attributes
i ik, et
Add Field | Bemove Up Down
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CHAPTER 3

Working with Econometrics

In This Chapter

e Econometrics Requirementse 29
» Creating the Interface File ¢ 29
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» Updating Constituent Information ¢ 37
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Econometrics Requirements

Econometrics requires that data sent in for prospect research be in a specific format.
Each field must take up a certain number of characters in order for the record layout
to be correct. Blackbaud has written tR&:Searctelectronic interface to meet these
specifications to make updating your constituent prospect information as simple as
possible. Specific file layout information appears in the appendix of this guide.

Creating the Interface File

For Econometrics to update the constituent prospect records stofbe iRaiser’s

Edge you must generate a data file. The data file includes all of the constituent
prospects that meet the parameters you define when creating the file. You can select
constituents to include in this file by using a existing query or by selecting all
constituents. This file can be placed on diskette(s) that you send to Econometrics.
Econometrics reviews your constituent prospect records and performs a detailed
analysis, including ratings, on the constituents supplied. When they have completed
the analysis, they send the file back to you so that you can update the constituents in
The Raiser’s Edge

Each prospect research company requires different information to be sent. For each
company, there is a Wizard that will prompt you for the appropriate parameters.

These parameters are saved and reloaded the next time the program is run. Separate
parameters are saved for each company. Since each company requires different
information, the screens for each Wizard may differ, though many screens will be the
same.
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»  To create an interface file:

1. Open theRE:Searchelectronic interface module. The main RE:Search Interface
screen appears.

™ RE:Search Interface s B3

The RE:5earch Interface iz a facility that allows pou to zend
prozpect data to an outside agency for analyziz and/or
information gathenng.

Information returned from such agenciez can then be directly
transferred to The Raiser's Edge and be used directly in your
fundraizing efforts.

Prospect Research Company
(@) :Econometrics () The Whelan Group () Bentz Whaley Flezzher
() Marts & Lundy

RE:Search Functions This facility will create data files which are meant to be sent
. to an outzide agency for prospect research information
(® Create Interface File gathering. An analysis of your data will be performed before

the resulting files are created. Mote that a contral report

(") Beturned Information Report may be printed

("1 Update Constituent [nformation

Continue | Exit |

2. Select the&econometricsradio button for the Prospect Research Company and
select theCreate Interface File radio button for the RE:Search Functions.
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3.

Click Continue. The Create Econometrics Interface File screen appears.

Create Econometrics Interface File |

Send Information for
(@ All Constituents () Selected Constituents

[® Erint Cortral Report

[® Lzt Constituents Alphabetically:

Cancel cBack | Hext>» | Finizh I

Select either thAll Constituents or Selected Constituentsadio button,

depending on which you want your data file for Econometrics to include. If your
data file is only going to contain selected constituents, you must select a query in
theFrom Group box. Click on to select from a list of available queries.

Mark the checkbox foPrint Control Report if you'd like a report of all of
constituent files that were selected above to send to Econometrics.

Mark the checkbox fokist Constituents Alphabetically if you'd like the
constituents to print in alphabetical order.
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7. Click Nextto continue. The following screen appears.

Create Econometrics Interface File |
Cumulative Gift - Most Becent Full Year
Shart Date: [071/01/95 E conametrics requi_res the cumulatie qift amaunt
= of Annual Fund giving for the past three years.

End Diate: [12/31/96 Select the criteria that indicate an Annwal Fund

oift lazt pear.

Funds T LCampaigns
Types to Include

-
Pledge
Stack S
Gift In Kind
Other
M atching Gift - Pledge <- I

L4 I

Cancel | <Back | Hext>» | Finizh I

8. This screen allows you to enter cumulative gift information for the most recent
full year, which Econometrics requires. Enter the start and end dates for the
most recent full year. Then click on the series of tabs to select the gift types,
funds, or campaigns to include in the cumulative gift amount for the most recent
full year.
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9. ClickNext. The following screen appears.

Create Econometrics Interface File |
Cumulative Gift - 2 Years Ago
Shart Date: [07/01/95 E conametnics requires the cumulative gift amount
SR of Annual Fund giving for the past three years.
End Diate: 12431495 Select the critenia that indicate an &nnual Fund

oift bwo pears ago.

I Funds T Campaigns

[3ift Topes Types to Include

-
Pledge
Stack S
Gift In Eind
Other
M atching Gift - Pledge <- I

L4 I

Cancel | <Back | Hext>» | Finizh I

10. This screen allows you to enter cumulative gift information for two years ago,
which Econometrics requires. Enter the start and end dates for the full year, two
years ago. Then click on the series of tabs to select the gift types, funds, or
campaigns to include in the cumulative gift amount for two years ago.
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11. ClickNext. The following screen appears.

Create Econometrics Interface File |
Cumulative Gift - 3 Years Aqgo
Slart Date: [07 /01794 E conametrics requi_res the cumulatie qift amaunt
= of Annual Fund giving for the past three years.

End Diate: [12/31/94 Select the criteria that indicate an Annwal Fund

gift three pears ago.

Funds T LCampaigns
Types to Include

-
Pledge
Stock nid
Gift In Kind
Other
M atching Gift - Pledge <- I

L4 I

Cancel | <Back | Hext>» | Finizh I

12. This screen allows you to enter cumulative gift information for three years ago,
which Econometrics requires. Enter the start and end dates for the full year,
three years ago. Then click on the series of tabs to select the gift types, funds, or
campaigns to include in the cumulative gift amount for three years ago.
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13. ClickNext. The following screen appears.

Create Econometrics Interface File |

Optional Information

The fallowing data items are not required far Econometrics' analpsiz
purposez and may be omitted from the interface file. The creation of
the interface file may be faster if you chooze not bo include optional
items.  Select which optional itemz o include.

X Include Hamme Phone #
Select the phone type that indizates the Home phone #.

Home j [leave blank to zelect first number in zequence]

Cancel <Back | Hext> | Finizh I

14. This screen allows you to select whether to include optional information — that is

information that is not required by Econometrics. Including any of the optional
items may slow down the creation of the interface file.

15. For Econometrics you can optionally specify to include the home phone number
of the prospects in your interface file. If the home phone number is included,

you can designate which number to use or the system will pick the first phone
number listed for the prospect.

16. Mark any additional optional items you choose and dhickish.
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17. The Enter Interface File Name screen appears, prompting you to choose a file
name and location for the interface file you are creating.

Enter Interface File Hame

EH
File narne: Folders: _EIK
JRESRCHT.TXT] & ewstla
RESRCHT1.TXT d = et -
RESRCHT2THT
RESRCHT3TXT %HDTSW‘
£ PARAKS
£ REPWRITE
LI CJRPT j
Save file az lype: Diives:

| Intestacs Files T<T) =] | j
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18. ClickOK when you've entered the appropriate file name and path (location). A
status screen may appear while the file is being created. Once the status bar
reaches 100% and if no control report is to be printed, a screen appears showing
how many records were written into the file and how long it took.

Otherwise, a report of the records included in the interface file appears on the

Print Preview - [Interface File Control Report] M=l E3

|iz] & x]
ﬂ
11507 Blackhaud Demo 1
Frospeet Resenrch Tntevfloe File Repovt

Soach Agmcy:  Emoomano

Taaioes File: CAREWTIQURETUR AT _SCO THT

B Romida: (1]

Filzfir # Conauwem D' Coniuwes: Mo Addima Cup fme  IF

L] Fcheem B Amon 25dd Ruby Rood Chalmwa i odal

11 Joomboo F dablcy 1208 Ciagbwo Coun Sdumme D 1098

1 Ao9E-RA Aobooy £ Bctha L Sid Summ Chalawe ic WdiE

[ Py Booka 3201 Sowh Smd Armuz ifonb Chalowe 5T d0

] Moocp © Houp 1300 Somb Wiodamac Dore #odoaon i1 ol

3 Fimi 4 Soromn 230 Lobe Shoi= Duire Zucxmarillz ic IR

2w Fimilo 4 Sormmo 230 Lobe Shoi= Duire Zucxmarillz ic IR

(1] Jope: Sopomn 2873 Conopouan Araouc, HE Wobioguoa [ o 3202

9 #ichod T Hopomo 2873 Conopouan Armoug ME Wobiogwoa [ o 3202 'VI
[<]4] 1oz [p]][concel][5Y)|S]ED] 0] [close] 69069 Totak6a

From this report window, you can use the standard buttons to navigate and
perform specific tasks.

| Go to the first page of the report.

| Go back one page.

| Go forward one page.

Go to the last page of the report.

Zoom the report to make it larger or smaller.
Print a hard copy to the printer set as the default in Windows.

Export the report to afile.

Send the report to another user via e-mail.

You can copy the interface file from the location where it was created onto
diskette(s) to submit to the prospect research company.
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Returned Information Report

When a data file is returned to you from the prospect research company, you can
print a report which will detail the constituent prospect information, rejection details
if applicable, and a summary of which data was returned.

Note: You should print this prior to updating the constituent informatiofi e
Raiser’s Edge

»  To run the returned information report:

1. Open theRE:Searchelectronic interface module. The main RE:Search Interface
screen appears.

DE-C g = B2

The RE:5earch Interface iz a facility that allows pou to zend
prozpect data to an outside agency for analyziz and/or
information gathenng.

Information returned from such agenciez can then be directly
transferred to The Raiser's Edge and be used directly in your
fundraizing efforts.

Prospect Research Company
(@ Econometrics () The Whelan Group () Bentz Whaley Flezzher
() Marts & Lundy

RE:Search Functions T his Facility will report on the infarmation that has been
. returned fram the zelected agency. Mote that this iz a report
(O Create Interface File Facility anly - MO updating will occur,

(@) :Beturned Information Report

("1 Update Constituent [nformation

Continue | Exit |

2. Select the&econometricsradio button for the Prospect Research Company and
select theReturned Information Report radio button for the RE:Search
Functions.
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Click Continue. The Enter Return Data File Name screen appears.

Enter Return Data File Name EE

[~

File name: Folders:
I".TXT c:hrewinsglhreturns
Bentz et N = e |a|
Ecaona.tt [== REWINSOL
IF_bwaf T @= RETURNS
IF_ECOM.TET
IF_mart. T=T
P arts, bt
whelan. txt

Lizt files of type: Dirives:

| Intertace Files T<T) =] IE

(=

=l

Ok
Carncel

Metwork....

Locate and select the appropriate returned information file and ©kck The
Returned Data Report screen appears.

™ Print Preview - [Returned Data Report] H=] E3

[z

=] ]

esag

Blackbaud Demo

Prospect Reseaveh Renon File Report

=

Somch Apmep: Emoommns
Towaioer File: CAREW TEQUE ETUR MEIEC o0 THT
# Eemida: 30
L | Copauwmt [ Fiounga 1
19 Rebwm® Aman Flgncit! Beherkr  Low Sad Sma fhem Clktn:
2544 Rubr Foad e Le ved 1,000 Flua Protudllle (%) EN
Chalown Lipuitisy 100 - Low Liguidiey Teuk! Gl
1 Fedduree Al dibn Dimoiab Tebrges AR $5000
Rda | Flinned Gleer Feeen: R 000
Tetetr e Birsh Tetrge: Caplod Cam 35000
16 lonaboo P dshler Finune sl Beherior fhom Clken: Ya
1208 Ciaghun Coun csie Le e aufiom himon Probebille (%)
Sdummiz Liubfley Teas! Glfr
M Feicurce dlkxidn  Cvomok Terge: Gt
1098 Planned Glrer Fecen: Gl Sion ﬂ

|4| 4| 1 of 8 >|>|| Eancell §|ﬂ|@| Clusel 50 of 50

Total: 50 100

Use the standard buttons to navigate and perform specific tasks.
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Updating Constituent Information

Each record is interrogated and should be matched with datadrRaiser Edge for
Windowsvia the constituent record number. Appropriate prospect research data is
appended to existing information. The system WILL NOT alter or replace
information; it only adds the new data.

> To update your constituent information:

1. Open theRE:Searchelectronic interface module. The main RE:Search Interface
screen appears.

DE-C g = B2

The RE:5earch Interface iz a facility that allows pou to zend
prozpect data to an outside agency for analyziz and/or
information gathenng.

Information returned from such agenciez can then be directly
transferred to The Raiser's Edge and be used directly in your
fundraizing efforts.

Prospect Research Company
(@ Econometrics () The Whelan Group () Bentz Whaley Flezzher
() Marts & Lundy

RE:5earch Functions This facility updates those constituents far which information
. haz been returned. ou will have a choice az to the bype of
(O Create Interface File information being accepted. “v'ou will alzo have the option

to validate the information before updating. Mote that a

(") Beturned Information Report control repart may be printed.

(w:Update Constituent [nformation

Continue | Exit |

2. Select the&econometricsradio button for the Prospect Research Company and
select thdJpdate Constituent Information radio button for the RE:Search
Functions.
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3.

Click Continue. The following screen appears.

Update Constituent Information Ed |

Thiz furnction will update infarmation for thoge constituents that
have been returned from Econometrics.

M ame of Interface File;

Control Report
’V () Detal ) Summary (@ Mone

[ Walidate Orly
[ Create Query of Recaords pdated

Cancel <Hack | Hext> |

Enter the path (location) and name of the interface file that you received from
Econometrics or use the lookup arrow to locate the file. Mark the appropriate
control report option depending on whether you want a detailed report, a

summarized report, or no report at all.

You can also designate to only validate the new constituent information, not
update it. In addition, if designated, the system will create a query of the records

that this interface file will update.
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5. ClickNext. The following screen appears.

Update Constituent Information Ed |

Select the ratings that pou want to add to each Constituent's record.

@ Add Al Ratings 'O Add Selected Ratings

R atings Fatingz to Include
'ear of Birth
Azzet Level
Financial Behavwior
Liquidity RN
Man Clent

Recent Gift

Total Gifts

Probability [%]

T arget Gift

Planned Giver

Rezource Allocation

T arget Capital Campaign G

[® Omit Figlds with a 'Mo' Y alue

|:

t

£4-

Cancel | <Back | Hext> |

6. From this screen you can select to add all of the ratings that have been returned
to you from Econometrics or just selected ones. If you markittheé Selected
Ratingsradio button, the ratings grids below it will be activated, allowing you to
selectively include specific ratings. You may also op&mit Fields with a
‘No’ Value by marking the checkbox. This means any returned ratings with a
‘No’ value will not be added to the constituent’s rating information upon update.
For example, if a prospect constituent receives a ‘No’ rating from Econometrics
based on whether they would make a good capital campaigns giver, the
constituent record would not reflect this, if this option is marked — only prospect
constituents who are found to be good capital campaigns givers would be so
updated in your system.

7. Click Finish.
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8. Constituent records will be appended according to the options you specified. A
status bar will appear to show the approximate progress of the update. Once
complete, a control report, in either detail or summary form, may appear.

™ Print Preview - [Update Report] =] B3
[zl =121

11587 Blackbaud Demo 1 j
Prospect Reseavch Update Repewt - Dermil
b Rida 50 Sumi Tiee: UE5LAS
¥ Upda=d 50 Ead Tiars: e
b Eoquoa: 0 UpdmeDas: 16507
Tuaft File: ©REW MEOUR ETURHSEC O THT Smach dgmny:  Emonmano
S 114540
FilzFow B Comauwm Mo iz [ Sums  fipCods  Commema
19 Fcheeem 3 Aoon idd Buby Rood Chalowmn ic 2eda | ? Reunpgs Added
16 Joomboo B dablee 1208 Craghun Coun Summs WD El0dE 5 Bounga dddal
| Ambeor £ Bia 450 Ed Suma Chalame F T E % Baunga Addwal
O ifooep © Hoiyp 1500 Soubh Windomas Dire  Andoaon ic 2060 | 10 Reusgs Added
5 Fih 4 Borcmo 459 Lebe Shors Do Summmrillz F T 10 Bunga Add=d
Qn Fimbho A4 Boyomn 450 Lok Shoie D Summanill= sc 0385 4 Bounga Addad
pairchod T Bopoomn +E75 Conoman Avamus, WE Wabiogoo w0t 2 Bounga dddal LI

{I 4 I 1o0f1 [ 2 I Ll I Cancell. I I I [Zlosel 50 of 50 Total: 50
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Marts & Lundy Requirements

Marts & Lundy requires that data sent in for prospect research be in a specific

format. Each field must take up a certain number of characters in order for the record
layout to be correct. Blackbaud has written fRE:Searctelectronic interface to

meet these specifications to make updating your constituent prospect information as
simple as possible. Specific file layout information appears in the appendix of this
guide.

Creating the Interface File

For Marts & Lundy to update the constituent prospect records storEdarRaiser’s

Edge you must generate a data file. The data file includes all of the constituent
prospects that meet the parameters you define when creating the file. You can select
constituents to include in this file by using a existing query or by selecting all
constituents. This file can be placed on diskette(s) that you send to Marts & Lundy.
Marts & Lundy reviews your constituent prospect records and performs a detailed
analysis, including ratings, on the constituents supplied. When they have completed
the analysis, they send the file back to you so that you can update the constituents in
The Raiser’s Edge

Each prospect research company requires different information to be sent. For each
company, there will be a Wizard that will prompt you for the appropriate parameters.
These parameters will be saved and reloaded the next time the program is run.
Separate parameters are saved for each company. Since each company requires
different information, the screens for each Wizard may differ, though many screens
will be the same.
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»  Tocreate a Marts & Lundy interface file:

1. Open theRE:Searchelectronic interface module. The main RE:Search Interface
screen appears.

™ RE:Search Interface s B3

The RE:5earch Interface iz a facility that allows pou to zend
prozpect data to an outside agency for analyziz and/or
information gathenng.

Information returned from such agenciez can then be directly
transferred to The Raiser's Edge and be used directly in your
fundraizing efforts.

Prospect Research Company
(") Econometrics () The Whelan Group () Bentz Whaley Flezzher
()M arts & Lundy

RE:Search Functions This facility will create data files which are meant to be sent
. to an outzide agency for prospect research information
(® Create Interface File gathering. An analysis of your data will be performed before

the resulting files are created. Mote that a contral report

(") Beturned Information Report may be printed

("1 Update Constituent [nformation

Continue | Exit |

2. SelectthéMarts & Lundy radio button for the Prospect Research Company and
select theCreate Interface File radio button for the RE:Search Functions.
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3. ClickContinue. The Create Marts & Lundy Interface File screen appears.

Create Marts & Lundy Interface File |

" Send Information for
® Al Constituents () Selected Constituents

" Phone

Select the phone type which indicates the Home phone number.
[leawve blank to select first number in sequence]

" Record Type
Select the appropriate Marts & Lundy input file layout.

File Layout: | Education ﬂ|

[® Piint Contral Repart [ List Constituents Alphabetically

Cancel | <Hack ‘ Hext> | Finizh I

4. Select either thall Constituents or Selected Constituentsadio button,
depending on which you want your data file for Marts & Lundy to include. If
your data file is only going to contain selected constituents, you must select a
query in theFrom Group box. Click on to select from a list of available
queries.

5. Under the phone option, select the phone type that indicates the home phone
number of your prospect constituents.

6. Select the appropriate record type for the input file layout; Marts & Lundy
should provide the correct layout type.

Note: The file layout selected will affect the series of screens to follow. Please see
the section Alternate Screens after this procedure for other possible screens
that may appear depending upon the file layout you select. This procedure
follows the Education file layout.

7. Mark the checkbox foPrint Control Report if you'd like a report of all of
constituent files that were selected above to send to Marts & Lundy.

8. Mark the checkbox fokist Constituents Alphabetically if you'd like the
constituents to print in alphabetical order.
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9. ClickNextto continue. The following screen of options appears.

Create Marts & Lundy Interface File |

Cumulative Gift - Most Becent Full Year
Start Date: |01 /07 /96 Martz & Lundy requires the cumulative gift
San e amount of giving for the past three vears.
End Date: |12/31/96 Select the critenia that indicate a gift last vear.

T Funds T LCampaighs

[3ift Tupes Types to lnclude

-
Fledge _I
Stack, i
Gift In Kind
Other
M atching Gift - Pledge - I

<< |

Cancel | <Back | Hext>» | Finizh I

10. This screen allows you to enter cumulative gift information for the most recent
full year, which Marts & Lundy requires. Enter the start and end dates for the
most recent full year. Then click on the series of tabs to select the gift types,
funds, or campaigns to include in the cumulative gift amount for the most recent
full year.

Chapter 4 Working with Marts & Lundy 45



11. ClickNext. The following screen appears.

Create Marts & Lundy Interface File |

Cumulative Gift - 2 Years Ago
Start Date: (01 /01495 M arts & Lundy requires the cumulative gift
=ef Bee amount of giving for the past three years.
End Date: |12/31/95 Select the criteria that indicate a gift bwo years

ago.
T Funds T LCampaighs
[3ift Tupes Types to lnclude
-
Fledge _I
Stack, i
Gift In Kind
Other
M atching Gift - Pledge - I
<< |

Cancel | <Back | Hext>» | Finizh I

12. This screen allows you to enter cumulative gift information for two years ago,
which Marts & Lundy requires. Enter the start and end dates for the full year,
two years ago. Then click on the series of tabs to select the gift types, funds, or
campaigns to include in the cumulative gift amount for two years ago.
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13. ClickNext. The following screen appears.

Create Marts & Lundy Interface File |

Cumulative Gift - 3 Years Ago
Start Date: (01 /01494 Martz & Lundy requires the curnulative gift
=ef Bee amount of giving for the past three years.
End Date: |12/31/94 Select the criteria that indicate & gift three

YEATE 300,
T Funds T LCampaighs i
[3ift Tupes Types to lnclude
-
Fledge _I
Stack, i
Gift In Kind
Other
M atching Gift - Pledge - I
<< |

Cancel | <Back | Hext>» | Finizh I

14. This screen allows you to enter cumulative gift information for three years ago,
which Marts & Lundy requires. Enter the start and end dates for the full year,
three years ago. Then click on the series of tabs to select the gift types, funds, or
campaigns to include in the cumulative gift amount for three years ago.
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15. ClickNext. The following screen appears.

Create Marts & Lundy Interface File |

Largest Gift

Martz & Lundy requires the cumulative amaunt af the largest ar capital gift.
Select the critena that indicate the largest or capital gift.

Gift Types T Funds T LCampaighs
Gift Tupes Types to Include
-3
Fledge _I
Stock Rt
Gift In Kind
Other
M atching Gift - Pledge - I
4 I
Cancel | <Back | Hext>

16. This screen allows you to enter information about the largest gift. Click on the
series of tabs to select the gift types, funds, or campaigns to include.

17. ClickFinish. The Enter Interface File Name screen appears, prompting you to
choose a file name and location for the interface file you are creating.

Enter Interface File HName EE
File name: Folders:
JRESRCHT1.TXT] c:hrewsgla

RESRCHT1.T=T ;l = et -
RESRCHTZTxT
RESRCHTA TXT %HDEQ”SQU"
£ PARAMS
£ REPWRITE
j £ RPT ;'
Save file az type: Dirives:
| Intertace Files T<T) =] | J
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18. ClickOK when you've entered the appropriate file name and path (location). A
status screen may appear while the file is being created. Once the status bar
reaches 100% and if no control report is to be printed, a screen appears showing

how many records were written into the file and how long it took.

Otherwise, a report of the records included in the interface file appears on the

screen.
™ Print Preview - [Interface File Control Report] M= E
B =18 ]
1e5me Blackhaud Demo j

FProgpecr Resegroh Tnsaflies File Repave

Smach Apmer: Moo 4 Lundy
Tumles Pl CAREW WEQUEETUR MEF_MART THT

# Femda: (1)

FilcRer B Comsuwem D Conwwm [ Addiz Cup Sme P

21 REchon 8 Aoioo 2344 Ruby Rood Chalowo b1 9401

12 Jooahbon F dabley 1208 Ciraghwe Coul Hoummiz (1=} 21098

1 in98R4A dothooy E Schia P39 i Suea Chalowo b1 9438

6? f4moo Sooba 3201 Souh Sood Armouc Mouh Chalowo b1 9420

] Yoy © Soir 1500 Zouh Windamas Durs Aod=ann i dal

5 Fimi 4 Soroxmo 250 Lo e Shoie Duirs Summmmlle i 20383

k] Fimilio 4 Soyoxmo 250 Lo e Shoie Duirs Summmmlle i 20383

H Joyes Soycxmn 2273 Copomunn Armus, ME Wmbioguo = EWY

? Michod T Soroxmn 2273 Copomunn Armus, ME Wmbioguo = EWY :I
EI' 1oz [ p]M] Eancell S|e]ca)[close] 69069 Total

From this report window, you can use the standard buttons to navigate and

perform specific tasks.

| Go to the first page of the report.
| Go back one page.
| Go forward one page.

Go to the last page of the report.

Zoom the report to make it larger or smaller.

Export the report to afile.

Send the report to another user via e-mail.

Print a hard copy to the printer set as the default in Windows.

You can copy the interface file from the location where it was created onto

diskette(s) to submit to the prospect research company.
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Alternate Screens (according to file layout
selected)

Education

The series of screens for this file layout are depicted in the procedure above.

Membership

The Membership file layout has a series of screens that varies from the ones detailed
in the procedure above, which used tducation file layout.

After selectingMembership for the file layout, the Largest Gift screen appears. This
screen allows you to enter information about the largest gift. Click on the series of
tabs to select the gift types, funds, or campaigns to include.

Create Marts & Lundy Interface File |

Largest Gift

Martz & Lundy requires the cumulative amaunt af the largest ar capital gift.
Select the critena that indicate the largest or capital gift.

Gift Types T Funds T LCampaighs
Gift Tupes Types to Include
-
Fledge _I
Stock Rt
Gift In Kind
Other
M atching Gift - Pledge - I
4 I

Finizh

Cancel |
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Next the Last Gift screen appears. This screen allows you to enter information about
the last gift. Click on the series of tabs to select the gift types, funds, or campaigns to

include.
Create Martz & Lundy Interface File |

Last Gift

M artz & Lundy requires the gift amount of the lazt gift given. Select the
critena that indicate the lazt gift given.

Gift Types I Fundz T LCampaignz N
Types to Include
= |

-k
Gift In Kind
Other
I atching Gift - Pledge - I

zzol

Cancel |

Finizh |
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The Lifetime Gift screen appears. This screen allows you to enter information about
the cumulative gift amount of all gifts given. Click on the series of tabs to select the
gift types, funds, or campaigns to include.

Create Martz & Lundy Interface File |
Lifetime Gift

tartz & Lundy requires the cumulative giftt amount of all giftz given. Select
the critena that indicate all gifts given.

Gift Types I Fundz T LCampaignz N
Types to Include
= |

-k
Gift In Kind
Other
I atching Gift - Pledge - I

zzol

Cancel |

Finizh |
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Then the Total Gifts Given screen appears. This screen allows you to enter

information about the total number of all gifts given. Click on the series of tabs to
select the gift types, funds, or campaigns to include.

Create Martz & Lundy Interface File |

Total Gifts Given

tartz & Lundy requirez the cumulative number of all gtz given. Select the
critena that indicate total gifts given.

Gift Types I Fundz T LCampaignz N
Types to Include
= |
-k
Gift In Kind
Other
I atching Gift - Pledge - I
zzol

Cancel |

Finizh |
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The Additional Information screen appears. On this screen you must select certain

attribute or text information for data item(s) which Marts & Lundy requires for
analysis.

Create Martz & Lundy Interface File |

Additional Information

T he following data tems are required for kartz & Lundy'z analyziz purpoges.
Select the Conztituent Attribute or text that dezcribes each item.

Attribute Text

Aequistion Method: j| |

Cancel <Back | Hext> | Finizh I

The next screen to appear is the Enter Interface File Name screen shown in Step 17
above. The remaining screens are the same as in the detailed procedure.
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Hospital Donor

TheHospital Donor file layout has a series of screens that varies from the ones
detailed in the procedure above, which usedEbdecation file layout.

After selectingHospital Donor for the file layout, the Cumulative Gift — Most

Recent Full Year screen appears. This screen allows you to enter cumulative gift
information for the most recent full year, which Marts & Lundy requires. Enter the
start and end dates for the most recent full year. Then click on the series of tabs to
select the gift types, funds, or campaigns to include in the cumulative gift amount for
the most recent full year.

Create Marts & Lundy Interface File |

Cumulative Gift - Most Becent Full Year
Start Date: [1/1/95 Martz & Lundy requires the cumulative gift
San e amount of giving for the past three vears.
End Date: |12/31/96 Select the critenia that indicate a gift last vear.

Gift Types T Funds T LCampaighs i
Gift Tupes Types to Include
-
Fledge _I
Stock Rt
Gift In Kind
Other
M atching Gift - Pledge - I
<< |

Cancel |
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Next the Cumulative Gift — 2 Years Ago screen appears. This screen allows you to
enter cumulative gift information for two years ago, which Marts & Lundy requires.
Enter the start and end dates for the full year, two years ago. Then click on the series

of tabs to select the gift types, funds, or campaigns to include in the cumulative gift
amount for two years ago.

Create Martz & Lundy Interface File |
Cumulative Gift - 2 Years Ago
Clart Date: [11/95 bk arts & Lundy requires the cumulative gift
B _ amount of giving for the pazt three pears.
Erd Date: (1243135 Select the criteria that indicate a gift two years
E oek
Gift Types I Fundz T LCampaignz N
[ i— et
-
Pledge _I
Stock 3
Gift In Kind
Other
I atching Gift - Pledge - I
£4- I
Cancel | <Back

Finizh |
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The Cumulative Gift — 3 Years Ago screen appears. This screen allows you to enter
cumulative gift information for three years ago, which Marts & Lundy requires.
Enter the start and end dates for the full year, three years ago. Then click on the

series of tabs to select the gift types, funds, or campaigns to include in the cumulative
gift amount for three years ago.

Create Martz & Lundy Interface File |
Cumulative Gift - 3 Years Ago
Clart Date: [1.1/94 bk arts & Lundy requires the cumulative gift
B _ amount of giving for the pazt three pears.
End Drate: [12/31/34 Select the criteria that indicate a gift three
E Selct the
Gift Types I Fundz T LCampaignz N
[ i— et
-
Pledge _I
Stock 3
Gift In Kind
Other
I atching Gift - Pledge - I
zzol
Cancel | <Back

Finizh |

Chapter 4 Working with Marts & Lundy 57



Then the Largest Gift screen appears. This screen allows you to enter information
about the largest gift. Click on the series of tabs to select the gift types, funds, or
campaigns to include.

Create Martgs & Lundy Interface File I

Largest Gift

kd arts & Lundy requires the cumulative amount of the largest or capital qift.
Select the criteria that indicate the largest or capital aqift.

Gift Types I Fundz T LCampaigns
[ift Tupes Types to Include
-> |
Fledge
Chack, it |
Gift In Kind
Other
td atzhing Gift - Pledoe £- |
<< |

Cancel | <Back

Finizh |
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The Additional Information screen appears. On this screen you must select certain

attribute or text information for data item(s) which Marts & Lundy requires for
analysis.

Create Martz & Lundy Interface File |

Additional Information

T he following data tems are required for kartz & Lundy'z analyziz purpoges.
Select the Conztituent Attribute or text that dezcribes each item.

Attribute Text

Patient Flag: | j| | j|

Donar Status: | j| | |

Cancel <Back | Hext> |

The next screen to appear is the Enter Interface File Name screen shown in Step 17
above. The remaining screens are the same as in the detailed procedure.
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Hospital Patient

TheHospital Patient file layout has a series of screens that varies from the ones
detailed in the procedure above, which usedEbdecation file layout.

After selectingHospital Patient for the file layout, the Additional Information
screen appears. On this screen you must select certain attribute or text information
for data item(s) which Marts & Lundy requires for analysis.

Create Marts & Lundy Interface File |

Additional Information

T he fallowing data tems are required for Martz & Lundy's analysiz purposes.
Select the Constituent Attribute or text that describez each item.

Attribute Text
DR (Last Admit Datel. | =] | |
Admitting F'h_l,lsiu:ian:| j| | |
Attending Physician: = |
Discharge Date: =] | |
Muliple Admission Flag | = =]
Family &dmission Flag: = | =

Cancel | <Back | Hext> |

The next screen to appear is the Enter Interface File Name screen shown in Step 17
above. The remaining screens are the same as in the detailed procedure.
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Returned Information Report

When a data file is returned to you from the prospect research company, you can
print a report which will detail the constituent prospect information, rejection details
if applicable, and a summary of which data was returned.

Note: You should print this prior to updating the constituent informatiofi e
Raiser’s Edge

»  To run the returned information report:

1. Open theRE:Searchelectronic interface module. The main RE:Search Interface
screen appears.

DE-C g = B2

The RE:5earch Interface iz a facility that allows pou to zend
prozpect data to an outside agency for analyziz and/or
information gathenng.

Information returned from such agenciez can then be directly
transferred to The Raiser's Edge and be used directly in your
fundraizing efforts.

Prospect Research Company
(") Econometrics () The Whelan Group () Bentz Whaley Flezzher
()M arts & Lundy

RE:Search Functions T his Facility will report on the infarmation that has been
. returned fram the zelected agency. Mote that this iz a report
(O Create Interface File Facility anly - MO updating will occur,

(@ Beturned Information Report

("1 Update Constituent [nformation

Continue | Exit |

2. SelectthéMarts & Lundy radio button for the Prospect Research Company and
select theReturned Information Report radio button for the RE:Search
Functions.
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3.

4.

Enter Return Data File Name EE

Click Continue. The Enter Return Data File Name screen appears.

File name: Folders:
= - _EIK
I".TXT c:hrewinsglhretuns
Carncel
Bremtz bat ;I E, oh ;I
Ecianio, bt
IF_bwf TXT A
IF_ECOM.TET
IF_mart. T=T
b arts, bt
whelan. txt J ;I
Lizt files of type: Dirives:

| Intertace Files T<T) =] IEC: J

Locate and select the appropriate returned information file and ©kck The

Returned Data Report screen appears.

™ Print Preview - [Returned Data Report] [_ (O] =]

== x|

11e557 Blackhaud Demo
Frospect Reseaveh Retuvn File Repove

Soach Apmey: oo & Luody
Tl Rl CAREWWEQURETURMIWARTS THT

=

B Beoooda: 3
[Fil=FR= & ] [ Comauwmt 1] Fouopa |
?  Aombooy £ Soiba Mareniol Mua Fannga - " Heoith Confmduior: Mo
L Gid Summ Ear. Houachoid frorx: $5i%,000 Pafineal Conimduiar: Y
Chalzwn Emnpih of foidmee: ] Shildiren Mevdom @3 Y
1 Eai. Horx Fatuc: £120,000 hwidrm [T o ) o
FALEL) Tirx Jone- Howm Chaldren (VL fo o T ) Mo
Lyfimiate: Ts0 Children Mevdom @ (7 Y
Tdephoo=: [B03) 9322290 Adorch Lo+ Zip Code maach Durext Adfand fmponame: e
Tped: Ear. W' Ao - $10 mllioo o1 moie Faar Frod Sroape Mo
Agx o fmd of Sovactok 4549 i@ A 2,288 ;I
L] reer D ][conce] [ |S]ED] 0] [close]  30f2  Total:3
Use the standard buttons to navigate and perform specific tasks.
62 Working with Marts & Lundy Chapter 4




Updating Constituent Information

Each record is interrogated and should be matched with datadrRaiser Edge for
Windowsvia the constituent record number. Appropriate prospect research data is
appended to existing information. The system WILL NOT alter or replace
information; it only adds the new data.

> To update your constituent information:

1. Start theRE:Searctelectronic interface module. The main RE:Search Interface
screen appears.

DE-C g = B2

The RE:5earch Interface iz a facility that allows pou to zend
prozpect data to an outside agency for analyziz and/or
information gathenng.

Information returned from such agenciez can then be directly
transferred to The Raiser's Edge and be used directly in your
fundraizing efforts.

Prospect Research Company
(") Econometrics () The Whelan Group () Bentz Whaley Flezzher
()M arts & Lundy

RE:5earch Functions This facility updates those constituents far which information
. haz been returned. ou will have a choice az to the bype of
(O Create Interface File information being accepted. “v'ou will alzo have the option

to validate the information before updating. Mote that a

(") Beturned Information Report control repart may be printed.

(@ Update Constituent [nformation

Continue | Exit |

2. SelectthéMarts & Lundy radio button for the Prospect Research Company and
select thdJpdate Constituent Information radio button for the RE:Search
Functions.
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3.

Click Continue. The following screen appears.

Update Constituent Information Ed |

Thiz furnction will update infarmation for thoge constituents that
hawve been returned from karts & Lundy.

M ame of Interface File;

Control Report
’V () Detal ) Summary (@ Mone

[ Walidate Orly
[ Create Query of Recaords pdated

Cancel <Hack | Hext> | Finizh

Enter the path (location) and name of the interface file that you received from
Marts & Lundy or use the lookup arrow to locate the file. Mark the appropriate
control report option depending on whether you want a detailed report, a

summarized report, or no report at all.

You can also designate to only validate the new constituent information, not
update it. In addition, if designated, the system will create a query of the records
that this interface file will update.
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6. ClickNext. The following screen appears.

Update Constituent Information Ed |

Select the ratings that pou want to add to each Constituent's record.

@ Add Al Ratings 'O Add Selected Ratings

Fatings Ratings to Include
Potential Pluz Ratings &
Lifestyle —
Time £one

b atch Lesvel RN
Fast Track Prozpect

Ezt. Met'Worth —
Age of Head of Houzeh
Drweling Unit Size

Length of Rezidence
Children [Mewborn to &
Children [B to 11 years]
Children [12 to 17 pears) 5T

[® Omit Figlds with a 'Mo' Y alue

|:

t

£4-

Cancel | <Back | Hext> |

7. From this screen you can select to add all of the ratings that have been returned
to you from Marts & Lundy or just selected ones. If you mark &dz Selected
Ratingsradio button, the ratings grids below it will be activated, allowing you to
selectively include specific ratings. You may also op&mit Fields with a
‘No’ Value by marking the checkbox. This means any returned ratings with a
‘No’ value will not be added to the constituent’s rating information upon update.
For example, if a prospect constituent receives a ‘No’ rating from Marts &
Lundy based on whether they would make a good capital campaigns giver, the
constituent record would not reflect this, if this option is marked — only prospect
constituents who are found to be good capital campaigns givers would be so
updated in your system.
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8. ClickFinish. Constituent records will be appended according to the options you
specified. A status bar will appear to show the approximate progress of the
update. Once complete, a control report, in either detail or summary form, may
appear.

™ Print Preview - [Update Report] [_ O] x|
=21

ﬂ
Ve gord Blackhaud Denwo 1
Frogpeet Peseaveh Update Repevt - Desqil
B FEemmida E S Tieoe: QESiA0
A Updocd E End Time: [EEEE ]

W Ercguons O Updo Dae: 1e5mn
Bl Fils: ©REWWEOLEETURMSUMARTS THT Semch dgmer: Moo & Lundy
Crmd: esa?
FilzFs B Conawwm o A Cup Ziar  fpcods  Comwmw
% Asboor E Bdia 259 iid Summ Chalawa T | Runga Addad
4 ichod B Hoold 123d S Biooos Lo Chalowo ic hddd tt Rouoga Add=d
| Michod | Simpaoa 443 [ohc Foron Dure Faowoh blood aC 4550443 12 Bouoga Add=d

|
EII 11 [ ])] Cancell S|@]c][close] 3013 Total:3

66 Working with Marts & Lundy Chapter 4



CHAPTER 5

Working with The Whelan Group
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The Whelan Group Requirements

The Whelan Group requires that data sent in for prospect research be in a specific
format. Each field must take up a certain number of characters in order for the record
layout to be correct. Blackbaud has written fRE:Searctelectronic interface to

meet these specifications to make updating your constituent prospect information as
simple as possible. Specific file layout information appears in the appendix of this
guide.

Creating the Interface File

For The Whelan Group to update the constituent prospect records stdrbd in

Raiser’'s Edgeyou must generate a data file. The data file includes all of the
constituent prospects that meet the parameters you define when creating the Interface.
This file can be placed on diskette(s) that you send to The Whelan Group. The
Whelan Group reviews your constituent prospect records and performs a detailed
analysis, including ratings, on the constituents supplied. When they have completed
the analysis, they send the file back to you so that you can update the constituents in
The Raiser’s Edge

Each prospect research company requires different information to be sent. For each
company, there will be a Wizard that will prompt you for the appropriate parameters.
These parameters will be saved and reloaded the next time the program is run.
Separate parameters are saved for each company. Since each company requires
different information, the screens for each Wizard may differ, though many screens
will be the same.
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»  To create a Whelan Group interface file:

1. Start theRE:Searctelectronic interface module. The main RE:Search Interface
screen appears.

™ RE:Search Interface s B3

The RE:5earch Interface iz a facility that allows pou to zend
prozpect data to an outside agency for analyziz and/or
information gathenng.

Information returned from such agenciez can then be directly
transferred to The Raiser's Edge and be used directly in your
fundraizing efforts.

Prospect Research Company
(") Econometrics (@ The Whelan Group () Bentz Whaley Flezzher
() Marts & Lundy

RE:Search Functions This facility will create data files which are meant to be sent
. to an outzide agency for prospect research information
(® Create Interface File gathering. An analysis of your data will be performed before

the resulting files are created. Mote that a contral report

(") Beturned Information Report may be printed

("1 Update Constituent [nformation

Continue | Exit |

2. SelecfThe Whelan Group radio button for the Prospect Research Company and
select theCreate Interface File radio button for the RE:Search Functions.
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3. ClickContinue. The Create Whelan Group Interface File screen appears.

Create The Whelan Group Interface File |

Send Information for
: () Selected Constituents

[® Erint Cortral Report

[® List Constituents Alphabetically

Cancel cBack | Hext>» | Finizh I

4. Select either thall Constituents or Selected Constituentsadio button,
depending on which you want your data file for The Whelan Group to include.
If your data file is only going to contain selected constituents, you must select a
query in theFrom Group box. Click to select from a list of available
queries.

5. Mark the checkbox foPrint Control Report if you'd like a report of all of
constituent files that were selected above to send to The Whelan Group.

6. Mark the checkbox fokist Constituents Alphabetically if you'd like the
constituents to print in alphabetical order.
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7.

Click Next to continue. The following screen appears.

Create The Whelan Group Interface File |

Annual Fund or Membership Gift Summary - Most Becent Fizcal Year
Start Date: [01701/96 The Whelan Group requires the cumulative gift
Sl arnount of Annual Fund or Memberzhip gift giving

End Diate: 12431436 for the past three vears. Select the critena that

indizate an Annwal Fund ar Membership gift for
the last complete fizcal year.

Funds T Campaigns
Types to Include

-
Pledge
Stack S
Gift In Kind
Other
M atching Gift - Pledge <- I

L4 I

Cancel | <Back | Hext>» | Finizh I

This screen allows you to enter annual fund or membership gift summary
information for the most recent fiscal year, which The Whelan Group requires.
Enter the start and end dates for the most recent full year. Then click on the
series of tabs to select the gift types, funds, or campaigns to include in the annual
fund or membership gift amount for the most recent, complete fiscal year.
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9. ClickNext. The following screen appears.

Create The Whelan Group Interface File |
Other Support Fund Gift Summary - Most Becent Fiscal Year
Start Date: [01701/96 The Whelan Group requires the cumulative gift
Sl arnount of Other Support fund aift giving for the
End Diate: 12431436 past three vears. Select the critena that indicate

an Other Suppart fund qift far the last complete

fizzal pear.
I Funds T Campaigns

[3ift Topes Types to Include

-
Pledge
Stack S
Gift In Eind
Other
M atching Gift - Pledge <- I

<< |

Cancel | <Back | Hext>» | Finizh I

10. This screen allows you to enter other support fund gift summary information for
the most recent fiscal year, which The Whelan Group requires. Enter the start
and end dates for the most recent, full fiscal year. Then click on the series of
tabs to select the gift types, funds, or campaigns to include in the other support
fund gift summary amount for the most recent, complete fiscal year.
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11. ClickNext. The following screen appears.

Create The Whelan Group Interface File |
All Other Funds Gift Summary - Most Becent Fiscal Year

Start Date: [01701/96 The Whelan Group requires the cumulative gift
Sl arnount of all other gift giving for the past three

End Diate: 12431436 wears. Select the criteria that indicate all other

qiftz far the last complete fizcal vear.

Funds T Campaigns
Types to Include

-
Pledge
Stack S
Gift In Kind
Other
M atching Gift - Pledge <- I

L4 I

Cancel | <Back | Hext>» | Finizh I

12. This screen allows you to enter all other funds gift summary information for the
most recent fiscal year, which The Whelan Group requires. Enter the start and
end dates for the most recent, full fiscal year. Then click on the series of tabs to
select the gift types, funds, or campaigns to include in the other fund gift
summary amount for the most recent, complete fiscal year.
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13. ClickNext. The following screen appears.

Create The Whelan Group Interface File |
Annual Fund or Membership Gift Summary - 1 Fizcal Year Aqo
Start Date: [01 701795 The Whelan Group requires the cumulative gift
Sl arnount of Annual Fund or Memberzhip gift giving
End Date: -_1 2031495 for the past three vears. Select the critena that
- indizate an Annuwal Fund ar Membership aift 1

fizzal pear ago.
I Funds T Campaigns

[3ift Topes Types to Include

-
Pledge
Stack S
Gift In Eind
Other
M atching Gift - Pledge <- I

L4 I

Cancel | <Back | Hext>» | Finizh I

14. This screen allows you to enter annual fund or membership gift summary
information for one fiscal year ago, which The Whelan Group requires. Enter
the start and end dates for one fiscal year ago. Then click on the series of tabs to
select the gift types, funds, or campaigns to include in the annual fund or
membership gift amount for one fiscal year ago.
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15. ClickNext. The following screen appears.

Create The Whelan Group Interface File |
Other Support Fund Gift Summary - 1 Fiscal Year Aqo
Start Date: [01 701795 The Whelan Group requires the cumulative gift
Sl arnount of Other Support fund aift giving for the
End Diate: 12431435 past three vears. Select the critena that indicate

an Other Suppart fund qift 1 fizcal year aga.

Funds T Campaigns
Types to Include
-

Pledge
Stack S
Gift In Kind
Other
M atching Gift - Pledge <- I

L4 I

Cancel | <Back | Hext>» | Finizh I

16. This screen allows you to enter other support fund gift summary information for
one fiscal year ago, which The Whelan Group requires. Enter the start and end
dates for one fiscal year ago. Then click on the series of tabs to select the gift
types, funds, or campaigns to include in the other support fund gift summary
amount for one fiscal year ago.
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17. ClickNext. The following screen appears.

Create The Whelan Group Interface File |

All Other Funds Gift Summary - 1 Fizcal Year Ago

Start Date: (01 /01 /95 The Whelan Group requires the cumulative gift

arnount of all other gift giving for the past three

End Diate: 12431435 wears. Select the criteria that indicate all other

qiftz 1 fizzal year ago.

I Funds T Campaigns

[3ift Topes Types to Include

-
Pledge
Stack S
Gift In Kind
Other
M atching Gift - Pledge <- I

L4 I

Cancel | <Back | Hext>» | Finizh I

18. This screen allows you to enter all other funds gift summary information for one
fiscal year ago, which The Whelan Group requires. Enter the start and end dates
for one fiscal year ago. Then click on the series of tabs to select the gift types,
funds, or campaigns to include in the other fund gift summary amount for one
fiscal year ago.
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19. ClickNext. The following screen appears.

Create The Whelan Group Interface File |

Annual Fund or Membership Gift Summary - 2 Fiscal Years Aqo
Start Date: [01 /07 /94 The ‘Whelan Group requires the cumulative gift
= EEE amount of Annual Fund or Membership gift giving
End Diate: [12/31/34 for the past three vears. Select the critena that

indizate an Annual Fund ar Membership aift 2
fizzal pears ago.

I Funds T Campaigns

Types to Include

Pledge
Stock
Gift In Kind

Othier
M atching Gift - Pledge

Cancel | <Back | Hext>» | Finizh I

20. This screen allows you to enter annual fund or membership gift summary
information for the year, two fiscal years ago, which The Whelan Group
requires. Enter the start and end dates for the year, two fiscal years ago. Then
click on the series of tabs to select the gift types, funds, or campaigns to include
in the annual fund or membership gift amount for the year, two fiscal years ago.

Chapter 5 Working with The Whelan Group 77



21. ClickNext. The following screen appears.

Create The Whelan Group Interface File |

Other Support Fund Gift Summary - 2 Fiscal Years Aqo

Start Diate: [01 /01 /94 The Whelan Group requires the cumulative gift

arnount of Other Support fund aift giving for the

End Diate: [12/31/34 paszt three vears. Select the criteria that indicate

an Other Suppart fund gift 2 fizcal years ago.

I Funds T Campaigns

[3ift Topes Types to Include

-
Pledge
Stack S
Gift In Kind
Other
M atching Gift - Pledge <- I

L4 I

Cancel | <Back | Hext>» | Finizh I

22. This screen allows you to enter other support fund gift summary information for
the fiscal year, two fiscal years ago, which The Whelan Group requires. Enter
the start and end dates for the fiscal year, two fiscal years ago. Then click on the
series of tabs to select the gift types, funds, or campaigns to include in the other
support fund gift summary amount for the fiscal year, two fiscal years ago.
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23. ClickNext. The following screen appears.

Create The Whelan Group Interface File |
All Other Funds Gift Summary - 2 Fiscal Years Ago

Start Date: [01701/94 The Whelan Group requires the cumulative gift

Sl arnount of all other gift giving for the past three

End Diate: [12/31/34 years. Select the critenia that indicate all other

qiftz 2 fizzal years ago.

Funds T Campaigns
Types to Include
-

Pledge
Stack S
Gift In Kind
Other
M atching Gift - Pledge <- I

L4 I

Cancel | <Back | Hext>» | Finizh I

24. This screen allows you to enter all other funds gift summary information for the
fiscal year, two fiscal years ago, which The Whelan Group requires. Enter the
start and end dates for the fiscal year, two fiscal years ago. Then click on the
series of tabs to select the gift types, funds, or campaigns to include in the other
fund gift summary amount for the fiscal year, two fiscal years ago.
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25. ClickNext. The following screen appears.

Create The Whelan Group Interface File |

Annual Fund or Membership Gift Summary

The Whelan Group requires the cumulative gitt amount of Annwal Fund or
Membership gift giving. Select the criteria that indicate an Annual Fund ar
Membership gift for all fiscal pears.

Gift Types I Funds T Campaigns
Gift Tupes Types to Include
-
Pledge
Stock i
Gift In Kind
Othier
M atching Gift - Pledge <- I
L4 I

Cancel | Finizh

26. This screen allows you to enter all annual fund and membership gift summary
information. The system will compile this information regardless of the date of
the gifts/records. Click on the series of tabs to select the gift types, funds, or
campaigns to include in the total annual fund and membership gift summary
amount.

Working with The Whelan Group Chapter 5



27. ClickNext. The following screen appears.

Create The Whelan Group Interface File |
Other Support Fund Gift Summary

The YWhelan Group requires the cumulative giftt amount of Other Support

fund gift giving. Select the criteria that indicate an Other Support fund gift
tor all fizcal years.

Gift Types I Funds T Campaigns

[3ift Topes Types to Include

Pledge
Stock
Gift In Kind

Othier
M atching Gift - Pledge

Cancel | Finizh

28. This screen allows you to enter all other support fund gift summary information.
The system will compile this information regardless of the date of the
gifts/records. Click on the series of tabs to select the gift types, funds, or
campaigns to include in the total other support fund gift summary amount.
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29. ClickNext. The following screen appears.

Create The Whelan Group Interface File |

All Other Funds Gift Summary

The "Whelan Group requires the cumulative gitt amount of all other gift
aiving. Select the citena that indicate all ather qifts for all fizcal vears.

Gift Types I Funds T Campaigns
Gift Tupes Types to Include
-
Pledge
Stock i
Gift In Kind
Othier
M atching Gift - Pledge <- I
L4 I

Cancel | Finizh

30. This screen allows you to enter all other funds gift summary information. The
system will compile this information regardless of the date of the gifts/records.
Click on the series of tabs to select the gift types, funds, or campaigns to include
in the total other funds gift summary amount.
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31. ClickNext. The following screen appears.

Create The Whelan Group Interface File |

Largest Gift Amount - Annual Fund

The "Whelan Group requires the largest gift amount of Annual Fund or

Membership gift giving. Select the critena that indicate the largest Annual
Fund ar Membership qift for all fizcal pears.

Gift Types I Funds T Campaigns

[3ift Topes Types to Include

Pledge
Stock
Gift In Kind

Othier
M atching Gift - Pledge

Cancel |

Finizh

32. This screen allows you to enter largest gift amount of annual fund or
membership gift giving information. The system will compile this information
regardless of the date of the gifts/records. Click on the series of tabs to select the
gift types, funds, or campaigns to include in the largest gift amount.
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33. ClickNext. The following screen appears.

Create The Whelan Group Interface File |

Largest Gift Amount - All Other Funds

The Whelan Group requires the largest gift amaount of all other gift giving.
Select the criteria that indicate the largest gift for all fizcal years.

Gift Types I Funds T Campaigns
[3ift Topes Types to Include
-
Pledge
Stack S
Gift In Kind
Other
M atching Gift - Pledge <- I
L4 I
Cancel | <Back | Hext> |

34. This screen allows you to enter largest gift amount of all other funds
information. The system will compile this information regardless of the date of
the gifts/records. Click on the series of tabs to select the gift types, funds, or
campaigns to include in the largest gift amount.
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35. ClickFinish. The Enter Interface File Name screen appears, prompting you to
choose a file name and location for the interface file you are creating.

Enter Interface File HName EE
File name: Folders: _EIK
JRESRCHT1.TXT] c:hrewsgla

RESRCHT1.T=T ;l = et -
RESRCHTZTxT
RESRCHTA TXT %HDEQ”SQU"
£ PARAMS
£ REPWRITE
j £ RPT ;'
Save file az type: Dirives:
| Intertace Files T<T) =] | J
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36. ClickOK when you've entered the appropriate file name and path (location). A
status screen may appear while the file is being created. Once the status bar
reaches 100% and if no control report is to be printed, a screen appears showing
how many records were written into the file and how long it took.

Otherwise, a report of the records included in the interface file appears on the

Print Preview - [Interface File Control Report] M=l E3
| = |ﬁ|| Xl
ﬂ
11r597 Blackhaud Demo 1
Frospeet Reseevoh Insafhoe File Repovt
Semch dpmep:  The Whdm thaup
bumitesFile: CAREW TEOLR ETUR M HEL A THT
B Fomanda: G4
FileRer B Comauwom T Coomwwe o dddicas Cup e IF
21 Echoom 8 Aooo 2344 Ruby Rood Cholowo i1 edol
12 Jooobos F Asbler 1208 Ciraghwe Coul Holummis D 098
1 ELLEE-1 dothooy E Schia LI9 M Sd Suea Cholowo i1 9438
o7 f4moo Sooba 3701 Souh Bmd Avoouc Monb Chalowo  5C ed0
G oy € Bony 1500 South Windamra= Cure Andnn o wadl
5 Fimb 4 Sovomn 2% Lok Shore Cuire Summmamilz o wim:
n Fimilo 4 Soromn 2% Lok Shore Chire Summmamilz o wim:
H Ioye: Bormmn [ PE=R———. [ r— ol
2 Hichod T Bepoon 2275 Cannmumn Armus, ME | — ol vI

EI' 10f2 >|>||c:ance|| S|e]ca)[close] 69069 Total

From this report window, you can use the standard buttons to navigate and
perform specific tasks.

| Go to the first page of the report.
| Go back one page.
| Go forward one page.

Go to the last page of the report.

Zoom the report to make it larger or smaller.
Print a hard copy to the printer set as the default in Windows.

Export the report to afile.

Send the report to another user via e-mail.

You can copy the interface file from the location where it was created onto
diskette(s) to submit to the prospect research company.
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Returned Information Report

When a data file is returned to you from the prospect research company, you can
print a report which will detail the constituent prospect information, rejection details
if applicable, and a summary of which data was returned.

Note: You should print this prior to updating the constituent informatiofi e
Raiser’s Edge

»  To run the returned information report:

1. Open theRE:Searchelectronic interface module. The main RE:Search Interface
screen appears.

™ RE:Search Interface s B3

The RE:5earch Interface iz a facility that allows pou to zend
prozpect data to an outside agency for analyziz and/or
information gathenng.

Information returned from such agenciez can then be directly
transferred to The Raiser's Edge and be used directly in your
fundraizing efforts.

Prospect Research Company
(") Econometrics (@ The Whelan Group () Bentz Whaley Flezzher
() Marts & Lundy

RE:Search Functions T his Facility will report on the infarmation that has been
. returned fram the zelected agency. Mote that this iz a report
(O Create Interface File Facility anly - MO updating will occur,

(@ Beturned Information Report

("1 Update Constituent [nformation

Continue | Exit |

2. SelecfThe Whelan Group radio button for the Prospect Research Company and
select theReturned Information Report radio button for the RE:Search
Functions.
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3.

4.

Click Continue. The Enter Return Data File Name screen appears.

Enter Return Data File Name EE

File name: Folders:
I".TXT c:hrewinsglhretuns
Bentz. bt ;I = et ;I
E como. tut (= REWINSEHL
IF_bwaf T @5 RETURNS
IF_ECOM.TET
IF_mart. T=T
b arts, bt
whelan. txt J ;I
Lizt files of type: Dirives:

| Intertace Files T<T) =] IEC: J

(1]8

Carncel

Metwork....

Locate and select the appropriate returned information file and ©kck The
Returned Data Report screen appears.

™ Print Preview - [Returned Data Report] M= E

=l=] x|

11v 503

Blackhaud Demo
FPrompect Reseavch Feoyrn File Pepore

Semach Agmer:  The Whelm thaup

]

WmfamFile: AR EWWIGLEETURMIY HELAN THT
W R 2543
Fil ke 0 ] | Conaums [ Fang 1
M Laoy Hood, b Shart e Torpe Code 20 Diginui fofa ot -
[Conauwen Mac Faund 1 ILong T farge Cadie: 20 Faaaubi fofa -
faayor Giff o gecr- a fdare fomrmh- Yo
Monned G Proag e C
21 ifdaon Fionmin Dhart Tem Tarper Code 0 Dfinuie foa ot -
IConauwen Mac Faund 1 ILong T farge Cadie: 20 Faaanbi foa o -
fdaynr Gff P a #dfare fomrmh-
Monned G Proag e C

Il

EII 10f8 | P | b | can.:e|| §|ﬂ|@|| Elnsel 71of 71 Total: 71
Use the standard buttons to navigate and perform specific tasks.
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Updating Constituent Information

Each record is interrogated and should be matched with datadrRaiser Edge for
Windowsvia constituent record number. Appropriate prospect research data is
appended to existing information. The system WILL NOT alter or replace
information; it only adds the new data.

> To update your constituent information:

1. Open theRE:Searchelectronic interface module. The main RE:Search Interface
screen appears.

DE-C g = B2

The RE:5earch Interface iz a facility that allows pou to zend
prozpect data to an outside agency for analyziz and/or
information gathenng.

Information returned from such agenciez can then be directly
transferred to The Raiser's Edge and be used directly in your
fundraizing efforts.

Prospect Research Company
(") Econometrics (@ The Whelan Group () Bentz Whaley Flezzher
() Marts & Lundy

RE:5earch Functions This facility updates those constituents far which information
. haz been returned. ou will have a choice az to the bype of
(O Create Interface File information being accepted. “v'ou will alzo have the option

to validate the information before updating. Mote that a

(") Beturned Information Report control repart may be printed.

(@ Update Constituent [nformation

Continue | Exit |

2. SelecfThe Whelan Group radio button for the Prospect Research Company and
select thdJpdate Constituent Information radio button for the RE:Search
Functions.
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3.

Click Continue. The following screen appears.

Update Constituent Information Ed |

Thiz furnction will update infarmation for thoge constituents that
have been returned from The Whelan Group.

M ame of Interface File;
[

Control Report
’V () Detal ) Summary (@ Mone

[ Walidate Orly
[ Create Query of Recaords pdated

Cancel <Hack | Hext> | Finizh

Enter the path (location) and name of the interface file that you received from
The Whelan Group or use the lookup arrow to locate the file. Mark the
appropriate control report option depending on whether you want a detailed
report, a summarized report, or no report at all.

You can also designate to only validate the new constituent information, not
update it. In addition, if designated, the system will create a query of the records

that this interface file will update.
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6. ClickNext. The following screen appears.

Update Consztituent Information Ed |

Select the ratings that pou want to add to each Constituent's record.

@ Add Al Ratings 'O Add Selected Ratings

R atings Fatingz to Include
Shart Term Target Code
Long Term Target Code
t ajor Gift Prospect

Flanned Gift Prozpect RN
Drefinite Match
Fozzible Match
More Research

|:

t

£4-

[® Omit Figlds with a 'Mo' Y alue

Cancel | <Back | Hext> |

From this screen you can select to add all of the ratings that have been returned
to you from The Whelan Group or just selected ones. If you marithee

Selected Ratinggadio button, the ratings grids below it will be activated,
allowing you to selectively include specific ratings. You may also ofidmait

Fields with a ‘No’ Value by marking the checkbox. This means any returned
ratings with a ‘No’ value will not be added to the constituent’s rating information
upon update. For example, if a prospect constituent receives a ‘No’ rating from
The Whelan Group based on whether they would make a good capital campaigns
giver, the constituent record would not reflect this, if this option is marked — only
prospect constituents who are found to be good capital campaigns givers would
be so updated in your system.
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7. Click Finish. Constituent records will be appended according to the options you
specified. A status bar will appear to show the approximate progress of the
update. Once complete, a control report may appear.

™ Print Preview - [Update Report] M= E
IR

ﬂ
11r597 Blackbhaud Demo 1
Frompect Reseavoh Updese Repove - Demil
b Remids 21 S Timm: [LETEE
blpdand G4 End Tiere: 1E 420
b Encquons % UpdmzDrae: 10507
Tmi Fils: CAREWHEGUE ETURMINEELA THT Smch dgmer:  The Whelm thaug
fa— 1o 507
FilsRex § Comauwm o Addias Cup Swr ZipCods  Comwmus
I8 RebomB Ao 234 Ruby ol Chalmwn iC wwdnl 4 Roungs Added
15 lonaboo P dchley 1208 Crmghinn Caun - — MWD 2leE 5 Reungs ddded
| Amboor E Bdba w59 i Summ Chal=ua IC sl 4 Founga Add=d
G fmion Smba sl Souk Bmd Avmus Monh Chalmwn 3T Hdi 4 Founga Add=d
14 Fiobho 4 Soemmn bd% LdeSboeDurs Summmamillz IC wami 5 Foungs Add=d
6% lore: Boroman ¥E95 Conomumu drmus, ME - Weobmgan [ 4 Founga Add=d
4 Miched T Bormmn 4895 Conomumu drmus, WE - Wabimguan D bl 4 Founga Add=d -
mu b Soroxon L1t Coapinrs Avsou uliroy blmd  S¢ podgd 4 Eouops Added J

EII 10f2 )|}|||:ance|| §|ﬂ|@|| Elnsel 710of 71 Total: 71
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CHAPTER 6

Working with Bentz Whaley Flessner

In This Chapter

e Bentz Whaley Flessner Requirement® 94
» Creating the Interface File 94
Alternate Screens (according to file layout selectedp7
e Returned Information Report ¢ 123
» Updating Constituent Information ¢ 125
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Bentz Whaley Flessner Requirements

Bentz Whaley Flessner requires that data sent in for prospect research be in a specific
format. Each field must take up a certain number of characters in order for the record
layout to be correct. Blackbaud has written fRE:Searctelectronic interface to

meet these specifications to make updating your constituent prospect information as
simple as possible. Specific file layout information appears in the appendix of this
guide.

Creating the Interface File

For Bentz Whaley Flessner to update the constituent prospect records stohed in
Raiser’'s Edgeyou must generate a data file. The data file includes all of the
constituent prospects that meet the parameters you define when creating the file. You
can select constituents to include in this file by using a existing query or by selecting
all constituents. This file can be placed on diskette(s) that you send to Bentz Whaley
Flessner. Bentz Whaley Flessner reviews your constituent prospect records and
performs a detailed analysis, including ratings, on the constituents supplied. When
they have completed the analysis, they send the file back to you so that you can
update the constituents the Raiser’'s Edge

Each prospect research company requires different information to be sent. For each
company, there will be a Wizard that will prompt you for the appropriate parameters.
These parameters will be saved and reloaded the next time the program is run.
Separate parameters are saved for each company. Since each company requires
different information, the screens for each Wizard may differ, though many screens
will be the same.
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»  Tocreate a Bentz Whaley Flessner interface file:

1. Open theRE:Searchelectronic interface module. The main RE:Search Interface
screen appears.

™ RE:Search Interface s B3

The RE:5earch Interface iz a facility that allows pou to zend
prozpect data to an outside agency for analyziz and/or
information gathenng.

Information returned from such agenciez can then be directly
transferred to The Raiser's Edge and be used directly in your
fundraizing efforts.

Prospect Research Company
(") Econometrics () The Whelan Group @ :Bentz Whaley Flezzher
() Marts & Lundy

RE:Search Functions This facility will create data files which are meant to be sent
. to an outzide agency for prospect research information
(® Create Interface File gathering. An analysis of your data will be performed before

the resulting files are created. Mote that a contral report

(") Beturned Information Report may be printed

("1 Update Constituent [nformation

Continue | Exit |

2. Select thdBentz Whaley Flessneradio button for the Prospect Research
Company and select tléreate Interface File radio button for the RE:Search
Functions.
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3. ClickContinue. The Create Bentz Whaley Flessner Interface File screen
appears.

Create Bentz Whaley Fleszner Interface File |

" Send Information for

("1 Selected Constituents

" Control Humber
Enter the B. L. Polk Contral Mumber zupplied to pou by Bentz
YWhaley Fleszner.

A. L. Palk Control Mumber: |

" Record Type
Select the appropriate Bentz "Whaley Flezsher input file layout,

File Layaut: | E ducation ﬂ|

[® Erint Cortral Repart [ List Constituents Alphabetically

Cancel

cBack | Mewn | Finish |

4. Select either thall Constituents or Selected Constituentsadio button,
depending on which you want your data file for Bentz Whaley Flessner to
include. If your data file is only going to contain selected constituents, you must
select a query in thErom Group box. Click on to select from a list of
available queries.

5. Enter the R. L. PoliControl Number supplied to you by Bentz Whaley
Flessner.

6. Select the appropriate record type for the input file layout; Bentz Whaley
Flessner should provide the correct layout type.

Note:

The file layout selected will affect the series of screens to follow. Please see
the section Alternate Screens after this procedure for other possible screens
that may appear depending upon the file layout you select. This procedure

follows the Education file layout.

7.

Mark the checkbox foPrint Control Report if you'd like a report of all of

constituent files that were selected above to send to Bentz Whaley Flessner.
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8. Mark the checkbox fokist Constituents Alphabetically if you'd like the
constituents to print in alphabetical order.

9. Click Nextto continue. The following screen appears.

Create Bentz Whaley Flezzner Interface File |

Cumulative Gift - Mozt Becent Full ¥ear

Start Date: 01 /01795 Bentz whaley Fleszner requires the amount of

total giving during the most recent fizcal year.

End Date: |12/31/36 Select the criteria that indicate a gift for the

mozt recent fizcal pear.

Fundz T LCampaignz h
Types to Include

-
Pledge
Staock Eis
Gift In Kind
Other
bk atching Gift - Pledge - I

<«<- |

Cancel | <Back | Hext> | Finizh I

This screen allows you to enter cumulative gift information for the most recent
full year. Enter the start and end dates for the most recent full year. Then click
on the series of tabs to select the gift types, funds, or campaigns to include in the
cumulative gift amount for the most recent, complete fiscal year.
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10. ClickNext. The following screen appears.

Create Bentz Whaley Fleszner Interface File |

Cumulative Giving

Bentz Whaley Fleszner requires the amount of total giving. Select the criteria
to include in cumulative gift totals.

Gift Types ] Funds T LCampaighns
Gift Types Types to Include
-
Fledge _I
Stock Eds
Gift I Kind
Other
Matching Gift - Pledge - I
L I

Finizh

Cancel |

This screen allows you to enter total giving amount information. Click on the
series of tabs to select the gift types, funds, or campaigns to include in the total
giving amount.
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11. ClickNext. The following screen appears.

Create Bentz Whaley Fleszner Interface File |

Total Gifts Given

Bentz Whaley Fleszner requires the cumulative number of all giftz given.
Select the criteria that indicate tatal gifts given.

Gift Types ] Funds T LCampaighns
Gift Types Types to Include
-
Fledge _I
Stock Eds
Gift I Kind
Other
Matching Gift - Pledge - I
4 I

Finizh

Cancel |

This screen allows you to enter total number of gifts given information. Click on
the series of tabs to select the gift types, funds, or campaigns to include in the
total number of gifts given.

Chapter 6 Working with Bentz Whaley Flessner 99



12. ClickNext. The following screen appears.

Create Bentz Whaley Fleszner Interface File |

Largest Gift

Bentz Whaley Fleszner requires the amount of the largest gift. Select the
critena that indicate the largest gift.

Gift Types ] Funds T LCampaighns
Gift Types Types to Include
-
Fledge _I
Stock Eds
Gift I Kind
Other
Matching Gift - Pledge - I
L I

Finizh

Cancel |

This screen allows you to enter largest gift information. Click on the series of
tabs to select the gift types, funds, or campaigns to include in the largest gift
amount.
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13. ClickNext. The following screen appears.

Create Bentz Whaley Fleszner Interface File |

Constituent Type
Bentz wWhaley Flegzner requirez information on Conztituent Codez. Pleaze
indizate which congtituent codes in your data best reprezent the reguired
Bentz Whaley Fleszner constituent types.

|/ FacultyStaff T Maon Alurni Trustes T Friznd i
Graduate I Attended T Parent
Constituencies Caonstituencies o lhclude

Current Parent
Duplicate Parent R
Grandparent =
Farmer Parent

Friend < |
Corp./Business
tatching Gift Co. v L5 |

Cancel | Finizh

This screen allows you to enter information on constituent codes. Click on the
series of tabs to select the codes which best represent the required Bentz Whaley
Flessner constituent types.
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14. ClickNext. The following screen appears.

Create Bentz Whaley Fleszner Interface File |

Additional Information

Phone
Select the phone type which indicates the Home phone number.

[leave blank to select firzt number in zequence)

Pleasze select the Constituent Attribute or text that describes each item.
Refer to the Bentz YWhaley Flezzner Tape Preparation Specifications
far maore details.

Attribute Text
Acadernic M ajors: | j|

| |

| |
= | =l

|

|

Alumni Participation:

Spouse:
Children/Parents: j|
=l

# aof Degrees:

Cancel | Finizh |

This screen allows you to select additional optional information, including the
phone number of your prospects. If the phone number is included, you can
designate which number to use or the system will pick the first phone number
listed for the prospect.

Select the attribute or text that describes each item listed.
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15. ClickNext. The following screen appears.

Create Bentz Whaley Fleszner Interface File |

Giving Club Memberships

Bentz Whaley Fleszner requires the current status of $1,000 Gift Club
memberships. Please indicate whether ta get this information fram an
Aftribute or Membership data [if applicable].

® Select Attibute O Select Membership Categories

Giving Club Membership: | [Department ] j|

Cancel <Back | Hext>» | Finizh I

Mark the option to designate whether to get giving club membership information
from selected attributes or from selected membership categories. If you mark
the Select Attribute option, select th&iving Club Membership attribute from

the drop-down list.

If you mark theSelect Membership Categorie®ption which appears only if
you haveRE:Membeyyou must move any membership categories into the
Memberships to Includebox.

() Select Aftibute. (@) Select Membership Categonies:

tMemberzhip Cateqaries Memberzhipz ko Include
Lifetime Gold Leaf Socils
Silver Leaf Society
Lifetime

Bronze Leaf Society
Corparate Benefactor
Patron Leaf Society
Corparate Friend
Junior Leaf Society
Benefactar -

2

fl el
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16. ClickNext. The following screen appears.

Create Bentz Whaley Fleszner Interface File |

Alumni Membership

Bentz Whaley Fleszner requires information regarding membership, Pleasze
indicate whether to get thiz infarmation fram an Attribute or Membership data

[if applicable).

® Select Attibute O Select Membership Categories

Alurnni kembership: | Commmittees j'

Cancel <Back | Hext> | Finizh I

Mark the option to designate whether to get alumni membership information
from selected attributes or from selected membership categories. If you mark
the Select Attribute option, select thélumni Membership attribute from the

drop-down list.
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If you mark theSelect Membership Categorie®ption which appears only if
you haveRE:Membeyyou must move any membership categories into the
Memberships to Includebox, on the Lifetime and Annual tabs.

Cl Select &ttibute @) Select Membership Categories

Lifetime ] Annual N

Memberzhip Categaries Memberzhips to Include

5 ) -¥ | Lifetimne Gaold Leaf S ociety
Lifetime

Bronze Leal Society *F

Corporate Benefactor

Patron Leaf Society €- I

Corporate Friend

Junior Leaf Saociety £ I

17. ClickFinish. The Enter Interface File Name screen appears, prompting you to
choose a file name and location for the interface file you are creating.

Enter Interface File Hame 2] x|
File narne: Folders: _EIK
JRESRCHT.TXT] & ewstla

RESACHTLTAT b = ot ”
RESRCHT2TxT
RESRCHTZTXT %HDTSW‘
£ PARAKS
£ REPWRITE
. £ RPT =]
Save file az lype: Diives:
Intertace FilesT%7) =] | =]
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18. ClickOK when you've entered the appropriate file name and path (location). A
status screen may appear while the file is being created. Once the status bar
reaches 100% and if no control report is to be printed, a screen appears showing
how many records were written into the file and how long it took.

Otherwise, a report of the records included in the interface file appears on the

screen.
™ Print Preview - [Interface File Control Report] [_ (O] =]
[z =151
1esen Blacrkbaud Demo 1 j

Frospeet Resenrch Tntevfloe File Repovt

Somch dgmey: Bz Wholey Flaaoa
buafas Pl CAREWTHEQURETURMSTF_BWF THT

B Bromida: 1]

Filsfe ¥ Copwwm D Comuws: e i Cup R
" Rechoon 8 Aooo 2344 Ruby Rood Chalowo 1 2qdal
1o Joombon F Aablcy 1208 Ciagbwo Coun Hdumme 1)) 2098
sd sdeERA Ambooy £ Bciba 259 did Summ Chalawa HS 29438
i3 #irion Bmba 5201 Sowh Sed Avmus iaub Chalows  5C a0
kL] Momer © Bony 1200 Soumb WindamasDurs Aodmane iC Wwoal
16 Fimk A Sormmn 259 Love Shone Durs Summmamil= HS HEH
|1l Fimkha 4 Sores 259 Love Shone Durs Summmamil= HS HEH

Jotes Hopmmo {E73 Conomuon Awenur, ME Wmbionguan o 1320t
piched T Hoycmo {E73 Conamumn Avmus, WE Wmbiopian o L520% 'I

EII 10f2 )|>|cancel|. S]E]c][close] 69069 Total:69

From this report window, you can use the standard buttons to navigate and
perform specific tasks.

| Go to the first page of the report.
| Go back one page.

| Go forward one page.

Go to the last page of the report.
Zoom the report to make it larger or smaller.
Print a hard copy to the printer set as the default in Windows.

Export the report to afile.

Send the report to another user via e-mail.

You can copy the interface file from the location where it was created onto
diskette(s) to submit to the prospect research company.
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Alternate Screens (according to file layout
selected)

Education

The series of screens for this file layout are depicted in the procedure above.

Organization

TheOrganization file layout has a series of screens that varies from the ones
detailed in the procedure above, which usedBEbdecation file layout.

After selectingOrganization for the file layout, the Cumulative Gift — Most Recent
Full Year screen appears. This screen allows you to enter cumulative gift
information for the most recent full year. Enter the start and end dates for the most
recent full year. Then click on the series of tabs to select the gift types, funds, or
campaigns to include in the cumulative gift amount for the most recent full year.

Create Bentz Whaley Fleszner Interface File |

Cumulative Gift - Most Recent Full Year
Start Date: |1 /01 /96 Bentz Whaley Flessner requires thn_e amount of
= total giving during the most recent fizcal year.

End Date: |12/31/96 Select the criteria that indicate a gift far the

mozk recent fiscal year.

Funds T LCampaighns i
Types to Include
- I
Fledge
Stack, R
Gift I Kind
Other
Matching Gift - Pledge - I
zzol

Cancel | <Back | Hext>» | Finizh I
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Next the Cumulative Giving screen appears. This screen allows you to enter
information about the amount of total giving. Click on the series of tabs to select the
gift types, funds, or campaigns to include.

Create Bentz Whaley Flezzner Interface File |

Cumulative Giving

Bentz whaley Fleszner requirez the amount of total giving, Select the criteria
toinclude in cumulative gift tatals.

Gift Types ] Fundz T LCampaignz h
Types to Include
= |

R
Gift In Kind
Other
bk atching Gift - Pledge - I

)

Finizh |

Cancel |
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The Total Gifts Given screen appears. This screen allows you to enter information
about the cumulative number of gifts given. Click on the series of tabs to select the
gift types, funds, or campaigns to include.

Create Bentz Whaley Flezzner Interface File |

Total Giftz Given

Bentz whaley Fleszner requires the cumulative number of all giftz given.
Select the criteria that indicate total giftz given.

Gift Types ] Fundz T LCampaignz h
Types to Include
= |

R
Gift In Kind
Other
bk atching Gift - Pledge - I

zzol

Cancel |

Finizh |
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Then the Largest Gift screen appears. This screen allows you to enter information
about the amount of the largest gift. Click on the series of tabs to select the gift
types, funds, or campaigns to include.

Create Bentz Whaley Flezzner Interface File |

Largest Gift

Bentz whaley Fleszner requires the amount of the largest gift. Select the
criteria that indicate the largest gitt.

Gift Types ] Fundz T LCampaignz h
Types to Include
= |

R
Gift In Kind
Other
bk atching Gift - Pledge - I

)

Cancel |

Finizh |
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Then the Constituent Type screen appears. This screen allows you to enter
information about constituent codes in your data and how they relate/represent Bentz
Whaley Flessner constituent types. Click on the series of tabs to select the trustees,
members, or friends to include.

Create Bentz Whaley Flezzner Interface File |

Constituent Type
Bentz whaley Fleszner requires information on Constituent Codes. Pleaze
indizate which constituent codes in your data best represent the reguired
Bentz whaley Fleszner constituent types.

Tiustee I tdember T Friend N

Conztituencies Constituencies to Include

Current Parent
Duplicate Parent s
Grandparent (-
Former Parent

Friend G- |
Corp. /Business

tatching Gift Co. W 5 |

Cancel | <Back

Finizh |
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Then the Additional Information screen appears. On this screen you can select a
phone type to indicate the home phone number. You must select certain attribute or
text information for data item(s) which Bentz Whaley Flessner requires for analysis.

Create Bentz Whaley Flezzner Interface File |

Additional Information

Phone

Select the phone type which indicates the Home phane number.

[leave blank to select first number in zequence)

Pleasze select the Constituent Attribute ar text that describes each item.
Refer ta the Bentz Whaley Flessner Tape Preparation S pecifications
for more details.

Attribute Text
Rielationship: | j| | j|
Participatior | j| | j|
crove] o | =
Children/Parents: | j| | j|
# of Activities: | = =]
Cancel |

Finizh |
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The Giving Club Memberships screen appears. Mark the option to designate whether
to get membership information from selected attributes or from selected membership
categories.

If you mark theSelect Attribute option, select the attribute from the drop-down list.

If you mark theSelect Membership Categorie®ption which appears only if you
haveRE:Membeyyou must move any membership categories intdMlieenberships

to Include.
Create Bentz Whaley Flezzner Interface File |

Giving Club Memherzships

Bentz “whaley Fleszner requires the current status of $1.000 Gift Club
memberships. Please indicate whether to get this infarmation fram arn
Attribute or kMemberzhip data [if applicablz).

C Select Attibute @) S elect Membership Categories

Membership Cateqaries tdemberzhips to lhclude
Lifetime Gold Leaf S ocf 5 |

Sitver Leaf Society [T

Lifetime ¥ I

Bronze Leaf Society
Corporate Benefactor
Patron Leaf Society
Corporate Friend b < I
Junior Leaf Saciety I
Benefactor h It

»
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The Membership screen appears. Mark the option to designate whether to get
membership information from selected attributes or from selected membership
categories.

If you mark theSelect Attribute option, select the attribute from the drop-down list.

If you mark theSelect Membership Categorie®ption which appears only if you

haveRE:Membeyyou must move any membership categories intdMlieenberships
to Include.

Create Bentz Whaley Flezzner Interface File |
Membership

Bentz whaley Fleszner requires information regarding membership, FPleaze
indizate whether to get this information from an Attribute or bMembership data
[if applizable].

C Select Attibute @) S elect Membership Categories

Memberzhip

Memberzhip Categaries Memberzhips to Include
Lifetime Gold Leaf 5o >

Silver Leaf Society

Lifetime i

Bronze Leal Society

Corparate Benefactor & I

Patron Leaf Saciety

Corporate Friend €L I

Cancel | <Back | Hext> |

The next screen to appear is the Enter Interface File Name screen shown in Step 12
above. The remaining screens are the same as in the detailed procedure.
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Health Care

TheHealth Care file layout has a series of screens that varies from the ones detailed
in the procedure above, which used tducation file layout.

After selectingHealth Care for the file layout, the Cumulative Gift — Most Recent
Full Year screen appears. This screen allows you to enter cumulative gift
information for the most recent full year. Enter the start and end dates for the most
recent full year. Then click on the series of tabs to select the gift types, funds, or
campaigns to include in the cumulative gift amount for the most recent full year.

Create Bentz Whaley Fleszner Interface File |

Cumulative Gift - Most Becent Full Year

Start Date: [01/01/96 Bentz Whaley Fleszner requires the amount of

total giving during the most recent fizcal year.

End Date: |12/31/96 Select the criteria that indicate a gift far the

mozk recent fiscal year.

Gift Types ] Funds T LCampaighns i
Gift Types Types to Include
- I
Fledge
Stock Eds I
Gift I Kind
Other
Matching Gift - Pledge - I
zzol

Finizh

Cancel |
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Next the Cumulative Giving screen appears. This screen allows you to enter
information about the amount of total giving. Click on the series of tabs to select the
gift types, funds, or campaigns to include.

Create Bentz Whaley Flezzner Interface File |

Cumulative Giving

Bentz whaley Fleszner requirez the amount of total giving, Select the criteria
toinclude in cumulative gift tatals.

Gift Types ] Fundz T LCampaignz h
Types to Include
= |

R
Gift In Kind
Other
bk atching Gift - Pledge - I

)

Finizh |

Cancel |
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The Total Gifts Given screen appears. This screen allows you to enter information
about the cumulative number of gifts given. Click on the series of tabs to select the
gift types, funds, or campaigns to include.

Create Bentz Whaley Flezzner Interface File |

Total Giftz Given

Bentz whaley Fleszner requires the cumulative number of all giftz given.
Select the criteria that indicate total giftz given.

Gift Types ] Fundz T LCampaignz h
Types to Include
= |

R
Gift In Kind
Other
bk atching Gift - Pledge - I

zzol

Cancel |

Finizh |
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Then the Largest Gift screen appears. This screen allows you to enter information
about the amount of the largest gift. Click on the series of tabs to select the gift
types, funds, or campaigns to include.

Create Bentz Whaley Flezzner Interface File |

Largest Gift

Bentz whaley Fleszner requires the amount of the largest gift. Select the
criteria that indicate the largest gitt.

Gift Types ] Fundz T LCampaignz h
Types to Include
= |

R
Gift In Kind
Other
bk atching Gift - Pledge - I

)

Cancel |

Finizh |
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Then the Constituent Type screen appears. This screen allows you to enter
information about constituent codes in your data and how they relate/represent Bentz
Whaley Flessner constituent types. Click on the series of tabs to select the trustees,
members, or friends to include.

Create Bentz Whaley Flezzner Interface File |

Constituent Type

Bentz whaley Fleszner requires information on Constituent Codes. Pleaze
indizate which constituent codes in your data best represent the reguired
Bentz whaley Fleszner constituent types.

F Staff T YWoaluneer/Member T Friend h
Care Giver I Family of Care Giver T Tiustes
Conztituencies Constituencies to Include

Current Parent
Duplicate Parent s
Grandparent (-
Former Parent

Friend G- |
Corp. /Business
tatching Gift Co. W 5 |

Cancel | <Back

Finizh |
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Then the Additional Information screen appears. On this screen you can select a
phone type to indicate the home phone number. You must select certain attribute or
text information for data item(s) which Bentz Whaley Flessner requires for analysis.

Create Bentz Whaley Flezzner Interface File |

Additional Information

Phone
Select the phone type which indicates the Home phane number.

[leave blank to select first number in zequence)

Pleasze select the Constituent Attribute ar text that describes each item.
Refer ta the Bentz Whaley Flessner Tape Preparation S pecifications
for more details.

Attribute Text
Service Types | j|

| g
| | =
spous| o | =l
| |
| |

Participation

Children/Parents j|

|
Finizh |

# of Care Services:

Cancel |
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The Giving Club Memberships screen appears. Mark the option to designate whether
to get membership information from selected attributes or from selected membership
categories.

If you mark theSelect Attribute option, select the attribute from the drop-down list.

If you mark theSelect Membership Categorie®ption which appears only if you
haveRE:Membeyyou must move any membership categories intdMlieenberships

to Include.
Create Bentz Whaley Flezzner Interface File |

Giving Club Memherzships

Bentz “whaley Fleszner requires the current status of $1.000 Gift Club
memberships. Please indicate whether to get this infarmation fram arn
Attribute or kMemberzhip data [if applicablz).

C Select Attibute @) S elect Membership Categories

Membership Cateqaries tdemberzhips to lhclude
Lifetime Gold Leaf S ocf 5 |

Sitver Leaf Society [T

Lifetime ¥ I

Bronze Leaf Society
Corporate Benefactor
Patron Leaf Society
Corporate Friend b < I
Junior Leaf Saciety I
Benefactor h It

»

Chapter 6 Working with Bentz Whaley Flessner 121



The Membership screen appears. Mark the option to designate whether to get
membership information from selected attributes or from selected membership
categories.

If you mark theSelect Attribute option, select the attribute from the drop-down list.

If you mark theSelect Membership Categorie®ption which appears only if you

haveRE:Membeyyou must move any membership categories intdMlieenberships
to Include.

Create Bentz Whaley Flezzner Interface File |
Membership

Bentz whaley Fleszner requires information regarding membership, FPleaze
indizate whether to get this information from an Attribute or bMembership data
[if applizable].

C Select Attibute @) S elect Membership Categories

Memberzhip

Memberzhip Categaries Memberzhips to Include
Lifetime Gold Leaf 5o >

Silver Leaf Society

Lifetime i

Bronze Leal Society

Corparate Benefactor & I

Patron Leaf Saciety

Corporate Friend €L I

Cancel | <Back | Hext> |

The next screen to appear is the Enter Interface File Name screen shown in Step 12
above. The remaining screens are the same as in the detailed procedure.

122

Working with Bentz Whaley Flessner Chapter 6



Returned Information Report

When a data file is returned to you from the prospect research company, you can
print a report which will detail the constituent prospect information, rejection details
if applicable, and a summary of which data was returned.

Note: You should print this prior to updating the constituent informatiofi e
Raiser’s Edge

»  To run the returned information report:

1. Open theRE:Searchelectronic interface module. The main RE:Search Interface
screen appears.

DE-C g = B2

The RE:5earch Interface iz a facility that allows pou to zend
prozpect data to an outside agency for analyziz and/or
information gathenng.

Information returned from such agenciez can then be directly
transferred to The Raiser's Edge and be used directly in your
fundraizing efforts.

Prospect Research Company
(") Econometrics () The Whelan Group @ :Bentz Whaley Flezzher
() Marts & Lundy

RE:Search Functions T his Facility will report on the infarmation that has been
. returned fram the zelected agency. Mote that this iz a report
(O Create Interface File Facility anly - MO updating will occur,

(@ Beturned Information Report

("1 Update Constituent [nformation

Continue | Exit |

2. Select thdBentz Whaley Flessneradio button for the Prospect Research
Company and select tieeturned Information Report radio button for the
RE:Search Functions.
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3. ClickContinue. The Enter Return Data File Name screen appears.

Enter Return Data File Name EE

File name: Folders:
= - _EIK
I".TXT c:hrewinsglhretuns
Carncel
Bremtz bat ;I E, oh ;I
Ecianio, bt
IF_bwf TXT A
IF_ECOM.TET
IF_mart. T=T
b arts, bt
whelan. txt J ;I
Lizt files of type: Dirives:

| Intertace Files T<T) =] IEC: J

4. Locate and select the appropriate returned information file and©kck The
Returned Data Report screen appears.

™ Print Preview - [Returned Data Report] [_ (O] =]
=121 %]

s
et Blacrkbaud Demo 1 j
Frospect Reseaveh Retuvn File Repove

Smach Apmey: Bonz Whdey Floaoa
Tmfe Rl CAREWWEQURETURMEEENTE THT

B Beoooda: 3
E=xa |l T 1 Fogs '
| ‘oibooy £ Bchho Aanith fdicoior- 40 Dot Proage’ Yo
TEQ P Sid Suem Cpparuniny St fanng 1 Fueitdaich Mo
Chal=wn Life Folum® Focus on Finmes Fander Mo
1 Aanith daloich - Wdl Endowad Dorurani' hdicofor: Yo
0diE
7 Michod | Simpaon Aanith fdicoior- 3 Dot Proage’ o
443 [ohe Foro Duee Dpporunify Sole Sonng 5 Fuaitdorch -
Fiowobh blood Life Folue - Hooe: Creniaed Fnander- ) - I

EII 10of1 }|)|| can.:e|| §|ﬂ|@| [Zlusel 3of 3 Total:3

Use the standard buttons to navigate and perform specific tasks.
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Updating Constituent Information

Each record is interrogated and should be matched with datadrRaiser Edge for
Windowsvia constituent record number. Appropriate prospect research data is
appended to existing information. The system WILL NOT alter or replace
information; it only adds the new data.

> To update your constituent information:

1. Open theRE:Searchelectronic interface module. The main RE:Search Interface
screen appears.

DE-C g = B2

The RE:5earch Interface iz a facility that allows pou to zend
prozpect data to an outside agency for analyziz and/or
information gathenng.

Information returned from such agenciez can then be directly
transferred to The Raiser's Edge and be used directly in your
fundraizing efforts.

Prospect Research Company
(") Econometrics () The Whelan Group @ :Bentz Whaley Flezzher
() Marts & Lundy

RE:5earch Functions This facility updates those constituents far which information
. haz been returned. ou will have a choice az to the bype of
(O Create Interface File information being accepted. “v'ou will alzo have the option

to validate the information before updating. Mote that a

(") Beturned Information Report control repart may be printed.

(@ Update Constituent [nformation

Continue | Exit |

2. Select thdBentz Whaley Flessneradio button for the Prospect Research
Company and select thdépdate Constituent Information radio button for the
RE:Search Functions.
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3. ClickContinue. The following screen appears.

Update Constituent Information Ed |

Thiz furnction will update infarmation for thoge constituents that
have been returned from Bentz Whaley Flessner.

M ame of Interface File;
| 1#]

" Control Report

() Detal ) Summary (@ Mone

[ Walidate Orly
[ Create Query of Recaords pdated

Cancel <Hack | Hext> | Finizh

Enter the path (location) and name of the interface file that you received from
Bentz Whaley Flessner or use the lookup arrow to locate the file. Mark the
appropriate control report option depending on whether you want a detailed
report, a summarized report, or no report at all.

You can also designate to only validate the new constituent information, not
update it. In addition, if designated, the system will create a query of the records
that this interface file will update.
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4. ClickNext. The following screen appears.

Update Constituent Information Ed |

Select the ratings that pou want to add to each Constituent's record.

@ Add Al Ratings 'O Add Selected Ratings

R atings Fatingz to Include
Wiealth ndicator

Life Y alues

Oppartunity Select B ating
Select Prozpect RN
Wiealth b atch
|Frvesthd atch

|Fzider

Drocument Indicataor

|:

t

£4-

[® Omit Figlds with a 'Mo' Y alue

Cancel | <Back | Hext> |

From this screen you can select to add all of the ratings that have been returned
to you from Bentz Whaley Flessner or just selected ones. If you markdde
Selected Ratinggadio button, the ratings grids below it will be activated,
allowing you to selectively include specific ratings. You may also ofidmait

Fields with a ‘No’ Value by marking the checkbox. This means any returned
ratings with a ‘No’ value will not be added to the constituent’s rating information
upon update. For example, if a prospect constituent receives a ‘No’ rating from
Bentz Whaley Flessner based on whether they would make a good capital
campaigns giver, the constituent record would not reflect this, if this option is
marked — only prospect constituents who are found to be good capital campaigns
givers would be so updated in your system.
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5. Click Finish. Constituent records will be appended according to the options you
specified. A status bar will appear to show the approximate progress of the
update. Once complete, a control report, in either detail or summary form, may
appear.

™ Print Preview - [Update Report] [_ (O] =]
IR

ﬂ
esan Blackhaud Demo 1
Fropect Resegveh Update Report - Detmil

B Rezanda H Sucms Tremes 0z 5449
Y — End Tiee: 1z S0
W Eroquans 0 UpdacDas: 11597
Taltcs Fils: € AREWHSOURETURNSEENTE THT Seach dgmcy:  Brwmis Whasy Flaaos
Crmd: Tt
FilcRe B Coomw: oo Addisa Cup S BpCads  Commms
‘oot £ Getie 25 S Summ Chalawa BT o Runga Added
i phched @ Hoaold 1234 S Brvere Leme Chalawa S0 beddd o Rounga Added
2 ichod | Simpana 443 Lok Fanc Dure Fuowoh blood 5T 294550443 0 Reuogs ddddd

A
EII 11 [ ])] Eancell S]] [close]  30f3 Total:3
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CHAPTER 7

Working with CDA/Investnet
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CDA/Investnet Requirements

CDA/Investnet requires that data sent in for prospect research be in a specific format.
Each field must take up a certain number of characters in order for the record layout
to be correct. Blackbaud has written tR&:Searchelectronic interface to meet

these specifications to make updating your constituent prospect information as
simple as possible. Specific file layout information appears in the appendix of this
guide.

Creating the Interface File

For CDA/Investnet to update the constituent prospect records stofidwkiRaiser’'s

Edge you must generate a data file. The data file includes all of the constituent
prospects that meet the parameters you define when creating the file. You can select
constituents to include in this file by using a existing query or by selecting all
constituents. This file can be placed on diskette(s) that you send to CDA/Investnet.
CDA/Investnet reviews your constituent prospect records and performs a detailed
analysis, including ratings, on the constituents supplied. When they have completed
the analysis, they send the file back to you so that you can update the constituents in
The Raiser’s Edge

Each prospect research company requires different information to be sent. For each
company, there is a Wizard that will prompt you for the appropriate parameters.

These parameters are saved and reloaded the next time the program is run. Separate
parameters are saved for each company. Since each company requires different
information, the screens for each Wizard may differ, though many screens will be the
same.
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>  To create an interface file:

1. Open theRE:Searctelectronic interface module. The main RE:Search Interface
screen appears.

™ RE:Search Interface [_ ]

The RE:Search Interface i1s a facility that allows you to send
prospect data to an outside agency for analyzis andfor
information gathering.

Information returned from such agencies can then be directly
transferred to The Raizer's Edge and be used directly in pour
fundraising efforts.

Prozpect Research Company

(C) Econaometrics () The Whelan Group (T Bentz Whaley Fleszsner
() Marts & Lundy () PONER (m:COA nvestnet
RE:Search Functions Thisz facility will create data files which are meant to be sent
. to an outzide agency for prospect rezearch information
(8 Create Interface Fils gathering. An analyzis of your data will be performed before

the rezulting files are created. Mate that a control report

(C) Beturned Infarmation Bepart may be printed,

() Update Canstituent Information

Continue | E xit ‘

2. Select the€DA/Investnet radio button for the Prospect Research Company and
select theCreate Interface File radio button for the RE:Search Functions.
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3. ClickContinue. The Create CDA/Investnet Interface File screen appears.

Create CDA Investnet Interface File |

Send Information for __.

(® &l Constituents () Selected Constituents

[® Erirt Cortral Bepart

[ List Constituents Alphabetically:

Cancel <Back | Hext> | Finizh I

4. Select either thall Constituents or Selected Constituentsadio button,
depending on which you want your data file for CDA/Investnet to include. If
your data file is only going to contain selected constituents, you must select a
query in theFrom Group box. Click onEl to select from a list of available
queries.

5. Mark the checkbox foPrint Control Report if you'd like a report of all of
constituent files that were selected above to send to CDA/Investnet.

6. Mark the checkbox fokist Constituents Alphabetically if you'd like the
constituents to print in alphabetical order.
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7. Click Next to continue. The Optional Information screen appears.

Create CDA Investnet Interface File E |

Optional Information

Several of the requested data items are not abszolutely neceszzam
for CO& [nvestnet's analysiz purposes and are, therefore, optional.
The creation of the interface file may be faster if you chooze not o
include optional items.  Select which optional items to include.

[® Include D ate Constituent &dded

X Include Social Security Mumber

¥ Include Birthdate

¥ Include Spouse nformation

[ Include Business Address Information
¥ Include Business Name

[ Include Position

X Include Gift Information

Cancel

Finizh

8. This screen allows you to select whether to include optional information — that is
information that is not required by CDA/Investnet. Including any of the
optional items may slow down the creation of the interface file. Select the
optional information you would like to include in the file by marking the
checkboxes.
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9. ClickNextto continue. The Optional Gift Information screen appears.

Create CDA Investnet Interface File |

Optional Gift Information

Shart Date: [1/1/15990 COA [nvestnet optionally requests the last gift

date, largest gift amount, cumulative gift amant,

End Date: (1243141938 | and the total number of giftz. Select the criteria

that indicate the gifts which you wish to include.

Gift Types ] Funds T LCampaigns

Tupes o nclude

Stock
Cazh
M atching Gift - Pledge

Cancel | <{Back | Hexts | Finizh I

10. The Option Gift Information screen allows you to enter gift information. Enter
the start and end dates for the most recent full year. Then click on the series of
tabs to select the gift types, funds, or campaigns to include in the cumulative gift
amount for the most recent full year. This screen will not appear if you do not
choose to include Gift information on the Optional Information screen that
appears prior to this screen.
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11. ClickFinish. The Enter Interface File Name screen appears, prompting you to
choose a file name and location for the interface file you are creating.

Enter Interface File Hame

File name: Folders:
JRESRCHT1.TXT| cihrewsdla
Cancel
RESRCHT.T=T A = o -
RESRCHT 2 THT
RESRCHTETT %F‘DE;’SG"“
£ PARAMS
£ REPWRITE
. £1 RPT =
Save file as type: Dirives:

Intertace Files(= TXT) = | j

12. ClickOK when you've entered the appropriate file name and path (location).
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13. A status screen may appear while the file is being created. Once the status bar
reaches 100% and if no control report is to be printed, a screen appears showing
how many records were written into the file and how long it took.

Otherwise, a report of the records included in the interface file appears on the

screen.
Print Preview - [Interface File Control Report] M=l E3
== %]
ﬂ
11507 Blackhaud Demo 1
Frospeet Resenrch Tntevfloe File Repovt
Scach dgeacy:  Emnnmrie
Tl Rl R EWHIQUEETURNETE_EC0H THT
B Rermids: )
Filefier ¥ Conwwmil  Consuwm oo fddvms Cup fme  IF
19 [oro—— 23dd Ruby Roed Chalmun e 20dol
16 lonaban P Asbley 1208 Cinghwn Caun Y — WD 21093
1 SGHIRA Anthooy E Boita 230 ¥ &id Summ Chalmwn e diE
g #yinn Bmba 5201 Souh Bend Areouz ioub Cholmos 55 240
I Hoace © Sanr 1300 Souh Windaaras Dure Andraan se 290l
H Finh 4 Beponn 230 Lok Shore Cuve Sumamil= -
0 Fimnbho 4 Boroemo 230 Lok Shore Cuve Sumamil= -
) I p— 2873 Conoomunn Awmus, NE Webingun D 20
7 tiched T Bopmma 2873 Conoomunn Awmus, NE Wabingian e 2:w0e vI

EII 10f2 )|>||c:ance|| S]E]c][close] 69069 Total:69

From this report window, you can use the standard buttons to navigate and
perform specific tasks.

M | Go to the first page of the report.
4| Go back one page.

P | Go forward one page.

M| Go to the last page of the report.
rﬁ-‘ Zoom the report to make it larger or smaller.
Print a hard copy to the printer set as the default in Windows.
E Export the report to a file.
Send the report to another user via e-mail.

You can copy the interface file from the location where it was created onto
diskette(s) to submit to the prospect research company.
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Returned Information Report

When a data file is returned to you from the prospect research company, you can
print a report which will detail the constituent prospect information, rejection details
if applicable, and a summary of which data was returned.

Note: You should print this prior to updating the constituent informatiof lire
Raiser’s Edge

»  To run the returned information report:

1. Open theRE:Searctelectronic interface module. The main RE:Search Interface
screen appears.

“ RE:Search Interface M= 3

The RE:Search Interface iz a Facility that allows you to zend
prozpect data to an outside agency for analysiz and/or
information gathering.

Information returned from such agencies can then be directly
transzferred to The Raizer's Edge and be used directly in pour
fundraising efforts.

Prospect Research Company

(O Econometrics () The Whelan Group () Bentz Whaley Flessner
(O Marts & Lundy O POMWER @ CDA nvestnet
RE:Search Functions This facility will repart an the infarmation that has been
. returned from the selected agency. Mote that thiz is a report
(C) Create Interface File facility only - MO updating will occur.

(@ Beturned Information Repart

(O Update Constituent [nfarmation

E xit

2. Select the€DA/Investnet radio button for the Prospect Research Company and
select theReturned Information Report radio button for the RE:Search Functions.
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Click Continue. The Enter Return Data File Name screen appears.

Enter Return Data File Hame 2] x|

File narne: Folders:
|==_'|';><'|' c:hrewingghreturs
Bentz.tat d = et d
E ot bt B REWINSEL
IF_buwf, TT E BETURNS
IF_ECOM.TET
IF_mart. T=T
b arts, txt
whelar. txt _I j
Ligt files of type: Dinves:

| Intestacs Files T<T) =] IEC: j

(1];8

Cancel

Metwork...

Locate and select the appropriate returned information file and ©lick The
Returned Data Report screen appears.

™ Print Preview - [Returned Data Report] H=] E3

=] ]

esag

Blackhaud Demo
Prospect Reseaveh Renon File Report

Somch Apmep: Emoommns
Towaioer File: CAREW TEQUE ETUR MEIEC o0 THT
# Eemida: 30
L | Copauwmt [ Fiounga
19 Rebwm® Aman Flgncit! Beherkr  Low Sad Sma fhem Clktn:
2544 Rubr Foad e Le ved 1,000 Flua Protudllle (%) EN
Chalown Lipuitisy 100 - Low Liguidiey Teuk! Gl
1 Fedduree Al dibn Dimoiab Tebrges AR $5000
Rda | Flinned Gleer Feeen: R 000
Tetetr e Birsh Tetrge: Caplod Cam 35000
16 lonaboo P dshler Finune sl Beherior fhom Clken: Ya
1208 Ciaghun Coun csie Le e aufiom himon Probebille (%)
Sdummiz Liubfley Teas! Glfr
M Feicurce dlkxidn  Cvomok Terge: Gt
1098 Planned Glrer Fecen: Gl Sion

5

|4| 4| 1 of 8 >|>|| Eancell §|ﬂ|@| Clusel 50 of 50

Total: 50
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Use the standard buttons to navigate and perform specific tasks.

138

Working with CDA/Investnet

Chapter 7




Updating Constituent Information

Each record is interrogated and should be matched with ddtherRaiser Edge for
Windowsvia the constituent record number. Appropriate prospect research data is
appended to existing information. The system WILL NOT alter or replace
information; it only adds the new data.

> To update your constituent information:

1. Open theRE:Searctelectronic interface module. The main RE:Search Interface
screen appears.

“ RE:Search Interface M= 3

The RE:Search Interface iz a Facility that allows you to zend
prozpect data to an outside agency for analysiz and/or
information gathering.

Information returned from such agencies can then be directly
transzferred to The Raizer's Edge and be used directly in pour
fundraising efforts.

Prospect Research Company

(O Econometrics () The Whelan Group () Bentz Whaley Flessner
(O Marts & Lundy O POMWER @ CDA nvestnet
RE:Search Functions This facility updates those constituents far which infarmation
. haz been returned. ou will have a choice as ta the type of
(C) Create Interface File information being accepted. 'ou will alzo have the option

to walidate the infarmation before updating. Mate that a

() Beturned Information Repart contral report may be printed.

(@ Update Constituent [nfarmation

Continue | E xit |

2. Select the€DA/Investnet radio button for the Prospect Research Company and
select thdJpdate Constituent Information radio button for the RE:Search
Functions.
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3. Click Continue. The following screen appears.

Update Constituent Information

Thiz function will update information for thoze constituents that
have been returned from COA [nvestnet,

Mame of |nterface File:
[
"Euntml Report

() Detall ) Summary (@ Mone

[ Walidate Only
[ Create Query of Records L pdated

Cancel <Back | MHext: | Finizh

4. Enter the path (location) and name of the interface file that you received from
CDA/Investnet or use the lookup arrow to locate the file. Mark the appropriate
control report option depending on whether you want a detailed report, a

summarized report, or no report at all.

5. You can also designate to only validate the new constituent information, not
update it. In addition, if designated, the system will create a query of the records
that this interface file will update.
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6. ClickNext. The following screen appears.

Update Constituent Information Ed |

Select the ratingz that vow want to add to each Constituent's recard.

@ Add All Ratings O Add Selected Ratings

R atingz Ratings to Include
Feport Mumnber -
M arket Yalue All Stock s
Estirmated Market Walue
Eztimated Market WValue N
Met %alue of Options
Tatal Past Stock Sales
E ztimated Annual Divide
Grand Total Known A
Grand Tatal known Asz
Azzeszed Walue
Murnber of Properties or
et wiorth Code i

[X Omit Fields with a 'Mo' Yalue

|:

|¢_

£4-

Cancel | <Back | Hext> |

7. From this screen you can select to add all of the ratings that have been returned
to you from CDA/Investnet or just selected ones. If you markAld Selected
Ratingsradio button, the ratings grids below it will be activated, allowing you
to selectively include specific ratings. You may also op®imit Fields with a
‘No’ Value by marking the checkbox. This means any returned ratings with a
‘No’ value will not be added to the constituent’s rating information upon update.
For example, if a prospect constituent receives a ‘No’ rating from
CDA/Investnet based on whether they would make a good capital campaigns
giver, the constituent record would not reflect this, if this option is marked —
only prospect constituents who are found to be good capital campaigns givers
would be so updated in your system.
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8. Click Finish. Constituent records will be appended according to the options you
specified. A status bar will appear to show the approximate progress of the
update. Once complete, a control report, in either detail or summary form, may

appear.

™ Print Preview - [Update Report] M=] B3

(] =171

1105 Blackbaud Demo 1 j
Frospeet Reseaveh Update Repore - Desmil
Y- e Suemi Toeee: (L]
# Updad 50 End Tim: [T
b Encquom 0 UpdacDam:  11e54?
TmitosFils: R EWHEOLRETUR HSEC O THT Scach dgmey:  Emnomanc
Crmed s 1es5m7
FilcRe ¥ Coomw oo dddieza Cup S fp Cods  Comwmu
1% Rchem® domon 2344 Ruby Racd Chalowa ETTT] 7 Rounga dddad
16 looabas P dabley 1208 Craghue Coun Sdducaic WD l0eE 3 Rounga dddad
| Auboer E Bdia 259 3id Summ Chalawa YT % Founga dddwd
6 Moy B 1500 Sowh WindmmmsDurs  Aodmana = ol 10 Founga Addwd
ER N — 239 Lok Shone Dhire Sumzamille T 10 Rounga Addad
m Fimblo & Bopmmn 230 CAehmeCues Summmillz sc hiEi % Founga dddd
piiched T Bovomn 1273 Conomuan drmus, ME Wmbingos FETH 2 Rounga ddded LI

EII 1of1 >|)||:ance||. El=] | J[Close] 50050 Total50
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POW&R Requirements

POWA&R requires that data sent in for prospect research be in a specific format.
Each field must take up a certain number of characters in order for the record layout
to be correct. Blackbaud has written tRE:Searchelectronic interface to meet

these specifications to make updating your constituent prospect information as
simple as possible. Specific file layout information appears in the appendix of this
guide.

Creating the Interface File

For POW&R to update the constituent prospect records storéderRaiser’s Edge

you must generate a data file. The data file includes all of the constituent prospects
that meet the parameters you define when creating the file. You can select
constituents to include in this file by using a existing query or by selecting all
constituents. This file can be placed on diskette(s) that you send to POW&R.
POWA&R reviews your constituent prospect records and performs a detailed analysis,
including ratings, on the constituents supplied. When they have completed the
analysis, they send the file back to you so that you can update the constitugéhts in
Raiser’s Edge

Each prospect research company requires different information to be sent. For each
company, there is a Wizard that will prompt you for the appropriate parameters.

These parameters are saved and reloaded the next time the program is run. Separate
parameters are saved for each company. Since each company requires different
information, the screens for each Wizard may differ, though many screens will be the
same.
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>  To create an interface file:

1. Start theRE:Searclelectronic interface module. The main RE:Search Interface
screen appears.

™ RE:Search Interface M= E3

The RE:5earch Interface ig a facility that allows you to send
prospect data to an outzide agency for analpziz and/or
information gathering.

Information returned from guch agenciez can then be directly
tranzferred to The Raizer's Edge and be used directly in your
fundraizing efforts.

Frospect Research Company

(") Econometrics ) The Whelan Group () Bentz \Whaley Fleszner
() Marts & Lundy (w POWER () CDA nvestnet
RE:Search Functions This facility will create data files which are meant to be sent
. to an outzide agency for prozpect research infarmation
(@) Create Interface File gathering. An analysis of your data will be performed before

the rezulting files are created. Maote that a control report

(") Beturned Information Repart may be printed

("1 Update Constituent Information

Continue | E xit |

2. Select the?OW&R radio button for the Prospect Research Company and select
the Create Interface Fileradio button for the RE:Search Functions.
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3. ClickContinue. The Create POW&R Interface File screen appears.

Create POWER Interface File

Send Information for
() Selected Constituents

[® Erint Cantral Beport
[® List Constituents Alphabetically

Cancel cHack | Hext> | Finizh

4. Select eitheAll Constituents or Selected Constituentsdepending on what
you want your data file for POW&R to include. If your data file is only going to
contain selected constituents, you must select a query iRrthra Group box.
Click on[#] to select from a list of available queries.

5. Mark the checkbox foPrint Control Report if you'd like a report of all of
constituent files that were selected above to send to POW&R.

6. Mark the checkbox fokist Constituents Alphabetically if you'd like the
constituents to print in alphabetical order.

146 Working with POW&R Chapter 8



7. Click Next to continue. The Optional Information screen appears.

Create POWER Interface File |

Optional Information
Orne of the requested data items iz not abzalutely necessan for
POWER's analvsiz purpozes and is, therefore, optional. The creation of
the interface fle may be faster If you choose not to include optional
iternz. Select thiz item if you wish to include it.

[ Include Social Security Humber:

Cancel <Back | Hexts | Finizh I

8. This screen allows you to select whether you want to include the social security
number. POW&R does not require the social security number for the interface
file, but you can mark the checkbox if you would like to include it. Including
any optional information may slow down the creation of the interface file.
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9. ClickFinish. The Enter Interface File Name screen appears, prompting you to
choose a file name and location for the interface file you are creating.

File name: Folders:
JRESRCHT1.TXT| cihrewsdla
Cancel
RESRCHTITAT & [ e -
RESRCHTZ.THT
RESRCHT 3 THT %F‘DE;’SG"“
£ PARAMS
£ REPWRITE
I £ RPT |
Save file az tupe: Dirives:
Intertace Files(= TXT) = | ﬂJ
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10. ClickOK when you've entered the appropriate file name and path (location). A
status screen may appear while the file is being created. Once the status bar
reaches 100% and if no control report is to be printed, a screen appears showing
how many records were written into the file and how long it took.

Otherwise, a report of the records included in the interface file appears on the

screen.
™ Print Preview - [Interface File Control Report] M=l E
=181 x|
[TEERS) Blackhaud Demo 1 j

Frogpeer Resegroh Tnsafles File Repove

imch Apmey:  Emoommuim
Tovaloe Fil=: CAREW TLQURETUR MITF_SC0m THT

# Foomida: 1]

FileRe # Cooawwm O Conwwm o Addi Cup e IF
1% [ p— 2344 Ruby Romd Chalzwa F3 w401
I loombon P Aabler 1408 Ciaphwn Coun Sdummiz WD dl0eE
1 I69BRA Ambooy £ Boba 230 M Eid Suma Chalouan 14 10438
1 #ipion Hmba 3201 Souh Beod Awcus iauh Chalown 5T 0d
[ omey © Bouy 1300 Sowb Windamas Dure Andmann i w0l
5 Fimk 4 Sopmmn 239 Lohe Shove Due Summmmllz 14 9383
w0 Fimkho A Hopomo 239 Lohe Shove Due Summmmllz 14 9383
1] love: Boymmo B9 Conomumn Armus, WE Wmbiopian o L0t

2 wichod T Sopmm 287% Connmunn Avenue, ME Wmbingun == 2E0% vI

EII 1 of 2 }|)|||:an.:e|| §|ﬂ|@| [Zlusel 690f 69 Total: 69

From this report window, you can use the standard buttons to navigate and
perform specific tasks.

| Go to the first page of the report.
| Go back one page.

| Go forward one page.

Go to the last page of the report.

Zoom the report to make it larger or smaller.

Print a hard copy to the printer set as the default in Windows.
Export the report to a file.

Send the report to another user via e-mail.

You can copy the interface file from the location where it was created onto
diskette(s) to submit to the prospect research company.
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Returned Information Report

When a data file is returned to you from the prospect research company, you can
print a report which will detail the constituent prospect information, rejection details
if applicable, and a summary of which data was returned.

Note: You should print this prior to updating the constituent informatiof lire
Raiser’s Edge

> To run the returned information report:

1. Open theRE:Searctelectronic interface module. The main RE:Search Interface
screen appears.

“ RE:Search Interface = E3

The RE:Search Interface is a facility that allows you to send
prospect data to an outside agency for analyzis andSor
information gathenng.

Information returned from such agencies can then be directly
tranzferred to The Raiser's Edge and be used directly in your
fundraising efforts.

Prospect Research Company

(") Econometrics (") The Whelan Group () Bentz Whaley Flessner
() Marts & Lundy (@ POWER (O CDA vestnet
RE:Search Functions Thiz facility will repart an the infarmation that has been
_ returned from the selected agency. Mote that this iz a report
() Create Interface File faciity only - MO updating will ocour.

(@ Beturned Information Report

(C) Update Constituent Information

Continue E xit
| |

2. Select the?OW&R radio button for the Prospect Research Company and select
theReturned Information Report radio button for the RE:Search Functions.
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Click Continue. The Enter Return Data File Name screen appears.

Enter Return Data File Hame 2] x|

File narne: Folders:
|==_'|';><'|' c:hrewingghreturs
Bentz.tat d = et d
E ot bt B REWINSEL
IF_buwf, TT E BETURNS
IF_ECOM.TET
IF_mart. T=T
b arts, txt
whelar. txt _I j
Ligt files of type: Dinves:

| Intestacs Files T<T) =] IEC: j

(1];8

Cancel

Metwork...

Locate and select the appropriate returned information file and ©lick The
Returned Data Report screen appears.

™ Print Preview - [Returned Data Report] H=] E3

=] ]

esag

Blackhaud Demo
Prospect Reseaveh Renon File Report

Somch Apmep: Emoommns
Towaioer File: CAREW TEQUE ETUR MEIEC o0 THT
# Eemida: 30
L | Copauwmt [ Fiounga
19 Rebwm® Aman Flgncit! Beherkr  Low Sad Sma fhem Clktn:
2544 Rubr Foad e Le ved 1,000 Flua Protudllle (%) EN
Chalown Lipuitisy 100 - Low Liguidiey Teuk! Gl
1 Fedduree Al dibn Dimoiab Tebrges AR $5000
Rda | Flinned Gleer Feeen: R 000
Tetetr e Birsh Tetrge: Caplod Cam 35000
16 lonaboo P dshler Finune sl Beherior fhom Clken: Ya
1208 Ciaghun Coun csie Le e aufiom himon Probebille (%)
Sdummiz Liubfley Teas! Glfr
M Feicurce dlkxidn  Cvomok Terge: Gt
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Use the standard buttons to navigate and perform specific tasks.
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Updating Constituent Information

>

Each record is interrogated and should be matched with ddtherRaiser Edge for
Windowsvia the constituent record number. Appropriate prospect research data is
appended to existing information. The system WILL NOT alter or replace
information; it only adds the new data.

To update your constituent information:

1. Open theRE:Searctelectronic interface module. The main RE:Search Interface
screen appears.

™ RE:Search Interface [_ ]

The RE:Search Interface i1s a facility that allows you to send
prospect data to an outside agency for analyzis andfor
information gathering.

Information returned from such agencies can then be directly
transferred to The Raizer's Edge and be used directly in pour
fundraising efforts.

Prozpect Research Company

(C) Econaometrics () The Whelan Group (T Bentz Whaley Fleszsner
() Marts & Lundy ® PO'WER (1 COAA nvestnet
RE:Search Functions Thisz facility updates those conzstituents for which information
. haz been returned. 'ou will have a choice az to the type of
(0 Create Interface Fils information being accepted. ou will alzo have the option

tao validate the information before updating. Mote that a

(C) Beturned Infarmation Bepart contral report may be printed,

(@ Update Canstituent Infarmation

Continue | E xit ‘

2. SelecPOW&R for the Prospect Research Company and seledt/iuate
Constituent Information for the RE:Search Functions.
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3. Click Continue. The Update Constituent Information screen appears.

Update Constituent Information E3 |

T hiz function will update infarmation for those constituents that
have been returned fram POWER.

Mame of Interface File:
[
"Euntml Report

() Detal ) Summary (@ Mone

[ Walidate Only
[ Create Query of Records Updated

Cancel cBack | MHext: | Finizh

4. Enter the path (location) and name of the interface file that you received from
POWA&R or use the lookup arrow to locate the file. Mark the appropriate
control report option depending on whether you want a detailed report, a

summarized report, or no report at all.

5. You can also designate to only validate the new constituent information, not
update it. In addition, if designated, the system will create a query of the records
that this interface file will update.
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6. ClickNext. The Update Constituent Information screen appears.

Update Constituent Information Ed |

Select the ratingz that vow want to add to each Constituent's recard.

@ Add All Ratings O Add Selected Ratings

R atingz Ratings to Include
atch Code 1 -
bdatch Type 1
Match Code 2
b atch Type 2 N
bd atch Code 3 o
tatch Type 3

bd atch Code 4

bdatch Type 4

tatch Code &

b atch Type &

Gender

Age i

[X Omit Fields with a 'Mo' Yalue

|:

|¢_

£4-

Cancel | <Back | Hext> |

7. From this screen you can select to add all of the ratings that have been returned
to you from POW&R or just selected ones. If you mark #ted Selected
Ratingsradio button, the ratings grids below it will be activated, allowing you
to selectively include specific ratings. You may also op®tmit Fields with a
‘No’ Value by marking the checkbox. This means any returned ratings with a
‘No’ value will not be added to the constituent’s rating information upon update.
For example, if a prospect constituent receives a ‘No’ rating from POW&R
based on whether they would make a good capital campaigns giver, the
constituent record would not reflect this, if this option is marked — only prospect
constituents who are found to be good capital campaigns givers would be so
updated in your system.

154 Working with POW&R Chapter 8



8. Click Finish. Constituent records will be appended according to the options you
specified. A status bar will appear to show the approximate progress of the
update. Once complete, a control report, in either detail or summary form, may

appear.

™ Print Preview - [Update Report] M=] B3

(] =171

1105 Blackbaud Demo 1 j
Frospeet Reseaveh Update Repore - Desmil
Y- e Suemi Toeee: (L]
# Updad 50 End Tim: [T
b Encquom 0 UpdacDam:  11e54?
TmitosFils: R EWHEOLRETUR HSEC O THT Scach dgmey:  Emnomanc
Crmed s 1es5m7
FilcRe ¥ Coomw oo dddieza Cup S fp Cods  Comwmu
1% Rchem® domon 2344 Ruby Racd Chalowa ETTT] 7 Rounga dddad
16 looabas P dabley 1208 Craghue Coun Sdducaic WD l0eE 3 Rounga dddad
| Auboer E Bdia 259 3id Summ Chalawa YT % Founga dddwd
6 Moy B 1500 Sowh WindmmmsDurs  Aodmana = ol 10 Founga Addwd
ER N — 239 Lok Shone Dhire Sumzamille T 10 Rounga Addad
m Fimblo & Bopmmn 230 CAehmeCues Summmillz sc hiEi % Founga dddd
piiched T Bovomn 1273 Conomuan drmus, ME Wmbingos FETH 2 Rounga ddded LI

EII 1of1 >|)||:ance||. El=] | J[Close] 50050 Total50
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Econometrics

Export File Format

Econometrics files have fixed-length fields surrounded by quotes, separated by

commas.
Field Start End Length Notes

ID 2 21 20 Primary Key

Institution 25 39 15 Client Name

Status 43 48 6 Blank; not used

Surname 52 81 30 Last Name

GivenName 8b 114 30 First Name

Middlelnit 118 135 18 Middle Init or Name

Addressl 130 178 40 Primary Address Line 1
Address2 18p 221 40 Primary Address Line 2

City 225 254 30

State 258 259 2

Zip 263 272 10

Telephoné 276 293 18

Gifts Year 1 297 306 10 No currency, 2 decimal plagces
Gifts Year 2 310 319 10 No currency, 2 decimal plages
Gifts Year 3 323 332 10 No currency, 2 decimal plagces
3 yr. Gift total 336 345 10 No currency, 2 decimal plages
CRI/LF 347 348 2 Carriage Return/Line Feed

! These items are optional.
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Return File Format

Econometrics files have fixed-length fields surrounded by quotes, separated by

commas.

Field Start |End Length Notes

ID 2 21 20 Primary Key

Institution 25 39 15 From the original sent file
Status 43 48 6 From the original sent file
Surname 5p 81 30 From the original sent file
GivenName 85 114 30 From the original sent file
Middlelnit 118 135 18 From the original sent file
Addressl 139 178 40 From the original sent file
Address2 182 221 40 From the original sent file
City 225 254 30 From the original sent file
State 258 259 2 From the original sent file
Zip 263 272 10 From the original sent file
Telephone 276 293 18 From the original sent file
Year of Birth 297 300 4 YYYY format

Asset Level 304 307 4 see below

Financial Behavior 311 314 4 see below

Liquidity 318 321 4 see below

NonClient 325 328 4 0,1 or blank

Gift Year-1 332 341 10 Numeric, Recent Gift
Total Gifts 345 354 10 Numeric

Probability 358 361 4 Numeric

Target Gift 364 374 10 Numeric

Capital Campaign Gift 378 387 10 Numeric

Planned Givers 391 394 4 see below

Resource 398 401 4 see below

CRILF 403 404 2 Carriage Return/Line Feed

Econometrics also returns file wWINCOA data. The Prospect Research facility will
only handle the Standard File Layout.
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Codes
Asset Level
Code Translation
1 10 million plus
2 5 million plus
3 1 million plus
4 500,000 plus
5 250,000 plus
6 200,000 plus
7 150,000 plus
8 100,000 plus
9 50,000 plus
10 less than 50,000
11 Insufficient Information
Financial Behavior
Code Translation
1 Wealthy Entrepreneur
2 High End Saver
3 Moderate Saver
4 Low End Saver
5 High End Spender
6 Moderate Spender
7 Low End Spender
8 Insufficient Information
Liquidity
Code Translation
1-3 High
4-6 Moderate
7-10 Low
11 Insufficient Information
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Planner Giver

Code

Translation

Focus

Invest

Maintain

Retain

AW NP

Diminish

Resource Allocation

Code Translation
11 Focus 1000
12 Focus 500
13 Focus
21 Invest 1000
22 Invest 500
23 Invest
30 Maintain
42 Retain
50 Diminish
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Marts & Lundy

Education

Field Start End Length Notes

ID 1 11 11 Primary Key

Title 12 23 12

First 24 36 1%

Middle 39 39 ]

Last 40 59 20

Suffix 60 63 4

Address 64 108 40

City 104 123 20

State 124 125 2

Zip 126 13( B

Plus4 131 131 al

Telephone 136 144 10 No formatting

FY1997 144 153 D Round to nearest integer
FY1996 154 162 D Round to nearest integer
FY1995 163 171 D Round to nearest integer
Largest Gift 172 18p O Round to nearest integer
ConType 181 188 8 Constituent Code (short desc.
ClassYr 189 19p A4 YYYY format

School 193 20p B8

Degree 204 208 8

Filler 209 314 106 Pad w/ spaces

CRI/LF 315 316 P Carriage Return/Line Feed
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Membership

Field Start End Length Notes

ID 1 11 11 Primary Key

Title 12 23 12

First 24 38 15

Middle 39 39 1

Last 40 59 20

Suffix 60 63 4

Address 64 108 40

City 104 123 20

State 124 125 2

Zip 126 13( 5

Plus4 131 134 4

Telephone 135 144 10 No formatting

Largest Gift 14% 158 9 Round to nearest integer

Last Gift 154 162 O Round to nearest integer

Year of Last 163 166 4YYYY

Lifetime 167 175 9 Round to nearest integer

Join Year 176 179 4 Earliest; Format: YYYY

Acquistion Method 180 187 8

Lapsed Year 188 191 4 Latest; Format: YYYY

Total # of Gifts 192 193 D #i

Member Type 194 201 8 Constituent Code (short
desc.)

Filler 202 314 1138 Pad w/ spaces

CRI/LF 315 316 2 Carriage Return/Line
Feed

1 1f the donor has more than 99 gifts, then return 99. Thus 99 represents 99 or more

gifts.
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Hospital Donors

Field Start End Length Notes

ID 1 11 11 Primary Key

Title 12 23 12

First 24 34 1%

Middle 39 39 ]

Last 40 59 20

Suffix 60 63 4

Address 64 108 40

City 104 123 20

State 124 125 2

Zip 126 13( f

Plus4 131 131 al

Telephone 136 144 10 No formatting

FY1997 144 158 D Round to nearest integer
FY1996 154 162 D Round to nearest integer
FY1995 163 171 D Round to nearest integer
Largest 172 18D 9 Round to nearest integer
RecordType 181 148 8 Constituent Code (short d¢
Patient Flag 189 149 1Y or Blank

Donor Status 190 197 8 Attribute

Filler 198 314 11y Pad w/ spaces

CRLF 315 316 P Carriage Return/Line Feed

2SC.)
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Hospital Patients

Field Start End Length Notes

ID 1 11 11 Primary Key

Title 12 23 12

First 24 34 1%

Middle 39 39 ]

Last 4( 59 20

Suffix 60 63 4

Address 64 108 40

City 104 123 2

State 124 125 2

Zip 126 13( L

Plus4 131 131 al

Telephone 135 144 10 No formatting

Birth Date 14¢ 150 5 MMDDYY

DRG Code 151 156 6 Text

Admitting Physician 15) 165 9 Text

Attending Physician 166 174 9 Text

Discharge Date 175 180 6 MMDDYY

Multiple Admission 181 181 1Y or Blank

Family Admission 18 182 1Y or Blank

Filler 183 314 132 Pad w/ spaces

CRI/LF 315 316 ? Carriage Return/Line
Feed
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Return File Format

All optional data fields are included in the data file. However, only those fields a
client has purchased will contain data. All other (unpaid for) fields will be blank.

Field Start |End |Length |Notes

ID 1 11 11 Primary Key
Title 120 23 12 From RE

First 24 38 15 From RE

Middle 39 39 1 From RE

Last 4Q 59 20 From RE

Suffix 60, 63 4 From RE
Address 64 103 40 From RE

City 104 123 20 From RE

State 124 125 2 From RE

Zip 126 13( 5 From RE

Plus4 131 134 4 From RE
Telephone 135 144 10 From RE

Time Zone 145 147 3 Time Zone (see below)
Telephone 148 157 10 No formatting
PPR 158 159 2 Potential Plus Rating; 1-33;99
Lifestyle Typé 160 16( 1CUST,R,G,X
Lifestyle Codé 161 162 2 01-60;99

Match Level 163 163 1 see below

MSA 164 167 4 Numeric; 4 digits
Zip+4 168 176 9 Numeric; 9 digits
Fast Track Flag 177 177 1Y or blank

Net Worth 178 178 1 0-5 (see below)
Est. Home Value 179 184 6 0-500001

Est. Household Income 185 190 6 0-150001

Age of Head of 191 191 1 see below
Household

Dwelling Unit Size 192 194 2 see below
Length of Residence 194 195 2 0-99

Health Contributor 196 196 1 Y,N or blank
Political Contributor 197 197 1 Y,N or blank
Children <6 198 198 1 Y,N or blank
Children 6-11 199 199 1 Y,N or blank
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Field (cont.) Start |End |Length |Notes

Children 12-17 200 200 1 Y,N or blank

Children 0-17 201 201 1 Y,N or blank

Mail Responsiveness 202 202 1 Y,N or blank

Capacity 203 203 1 AB,C,D,E,or Blank
Propensity 204 204 1 1-4; blank

Attitude” 205 205 1 1-5 or blank

Area of Interest 206/ 206 1 1-9 or blank (client defined)
Reported Charitable 207 207 1 1-6 or blank (client defined)
Budgef

Largest Reported Gift 208 208 1 1-6 or blank (client defined)
Reported Income Range 209 209 1 1-6 or blank (client defined)
CRI/LF 210 211 2 Carriage Return/Line Feed
! Lifestyle Type and Code are entered into RE as 1 rating. Entries are defined in the

ClusterPlus 2000 guide.

2 These codes are planned for future M&L survey results.

Codes

Time Zone
Code |Description
ALT |Atlantic
AST |Alaska
CST |Central
EST |Eastern
HST |Hawaii

MST |Mountain

NTZ |None Specified
PST | Pacific

SST | Samoa
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Match Level

Description

Household (name & address) matc

=)

Block Group (address only) match

Zip Plus Four match

Zip Code match

Not coded

Age of Head of Household

0O
o
o
®

Description

24 or younger

25-29 inferred

30-34 inferred

35-39 inferred

40-44 inferred

45-49 inferred

50-54 inferred

55-59 inferred

60-64 inferred

65 and older inferred

65-69

70-74

I XS~ |DTomMmo o @ >

75 and older

=)
)
=)
=~

unknown

Net Worth

Code

Descriptior

$10 million or more

$5-$10 million

$2-$5 million

$1.5-$2 million

QI hIWNPF

$1-$1.5 million

blank or O

Less than $1 million or unknown
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Dwelling Unit Size

Code Descriptior

01-09 Number of households in uni

10/10-19 units

20/ 20-29 units

30 30-39 units

40 40-49 units

50 50-99 units

99| More than 99 units

Capacity

Code |Description
A Highest

B High

C Middle

D Low

E Lowest
blank |undefined
Attitude

Code |Description
1 Very Positive
2 Positive

3 Neutral

4 Negative

5 Very Negative
blank |undefined
Propensity

Code |Description
1 Very Likely
2 Likely

3 Possible

4 Unlikely
blank |undefined
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The Whelan Group

Export File Format

Field Type Length |Notes

_CONSTIT_I Long Integer Unused

ID Long Integer Primary Key

CONSID Text 20 Constituent ID

LSTNM Text 30 Last Name

FSTNM Text 30 First Name

MIDNM Text 25 Middle Name

TITL1 Text 15 Title

SUFF1 Text 15 Suffix

ADDRLN1 Text 30 Address Line 1 (primary)

ADDRLN2 Text 30 Address Line 2 (primary)

ADDRLN3 Text 30 Address Line 3 (primary)

ADDRLN4 Text 30 Address Line 4 (primary)

ADDRLN5 Text 30 Address Line 5 (primary)

ADDRCITY Text 25 City (primary)

STATE Text 2 State (primary)

POST_CO Text 10 Zip Code (primary)

ADDRCOUNTR | Text 25 Country (primary)

ALCLASSOF Text 4 YYYY format

CONSO01 Text 20 Constituent Code (short desc.)

CONSO02 Text 20 Constituent Code (short desc.)

CONSO03 Text 20 Constituent Code (short desc.)

TRGT Text 20 Target Code

BUORGNM Text 50 Constituent Organization

POS Text 30 Business Position

GSTOTAl Number Total Gift Amount - Annual Funds - Las
(Double) Complete Fiscal Year

GSTOTA2 Number Total Gift Amount - Support Funds - La
(Double) Complete Fiscal Year

GSTOTAS3 Number Total Gift Amount - Other Funds - Last
(Double) Complete Fiscal Year

GSTOTA4 Number Total Gift Amount - Annual Funds - 1
(Double) Fiscal Year Ago
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Field (cont.) Type Length |Notes

GSTOTAS Number Total Gift Amount - Support Funds - 1
(Double) Fiscal Year Ago

GSTOTAG6 Number Total Gift Amount - Other Funds - 1
(Double) Fiscal Year Ago

GSTOTA7Y Number Total Gift Amount - Annual Funds - 2
(Double) Fiscal Years Ago

GSTOTAS Number Total Gift Amount - Support Funds - 2
(Double) Fiscal Years Ago

GSTOTA9 Number Total Gift Amount - Other Funds - 2
(Double) Fiscal Years Ago

GSTOTA1L0 Number Total Gift Amount - Annual Funds - No
(Double) date range

GSTOTAll Number Total Gift Amount - Support Funds - N@
(Double) date range

GSTOTA12 Number Total Gift Amount - Other Funds - No
(Double) date range

G_GFTAM1 Number Largest Gift Amount - Annual funds
(Double)

G_GFTAM2 Number Largest Gift Amount - Other funds
(Double)
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Import File Format

The file is a comma-delimited text file.

Field # |Field Type Notes
11D Numeric | Primary Key
2|CONSID Text From RE
3/LSTNM Text From RE
4/FSTNM Text From RE
5/MIDNM Text From RE
6/ADDRLN1 Text From RE
7|ADDRCITY Text From RE
8/STATE Text From RE
9|POST_CO Text From RE
10/ ST_Target_Code Numeric 10-90 or Blank
11/ST_Target Code_Translation Text Text translation of
ST _Target _Code; to
Comments
12|LT_Target Code Numeric 10-90 or Blank
13/LT_Target Code_Translation Text Text translation of
LT Target Code; to
Comments
14| Major Gift Prospect Text A, B, C, R or Blank
15| Planned Gift Prospect Text A, B, C, R or Blank
16| Definite Match Text Y or Blank
17| Possible Match Text Y or Blank
18| More Research Text Y or Blank

Fields 2-9 will not be imported into the system, rather they are used to display
information about constituents that were not found.
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Bentz Whaley Flessner

Return File Format

o

Field Start |[End |Length [Notes

PolkNum 1 7 7 Used to Verify return file format
j1 8 38 31

Address 39 88 50 From RE

City 89 110 22 From RE

State 111 112 2 From RE

Zip 113 117 5 From RE

2 118 127 10

Id 128 14d 13 Primary Key

i3 141 167 27

j4 168 173 6

OppSelect 174 175 2 Opportunity Select Rating; 01-2
WealthIndicator 176 177 2 00-99
LifeValues 178 179 2 01-13

i5 180 211 32

First 212 226 15 From RE
Middle 227 241 15 From RE

Last 242 261 20 From RE

i6 262 76( 499
SelectProspect 761 761 1Y, Nor Blank
WealthMatch 762 762 11,20r3
InvestMatch 763 763 1Y, NorBlank
Insider 764 764 1Y, N or Blank
Document 765 765 1Y, NorBlank
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Codes

Wealth Match

Code |Description
1 Well Endowed
2 Professional and Ivy League
3 Top Consumers

Life Value

Code |Description
1 Privileged Living
2 No Dominant Lifestyle
3 Gracious Living
4 Home Centered
5 Focus on Finance
6 Today's Technology
7 Sports and Nature
8 Self Improvement
9 Tuning In
10 Mature Interests
11 Helping Others
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CDA/Investnet

Export File Format

Field Start Finish | Length
First Name 1 15 15
Middle Name 16 30 15
Last Name 31 50 20
Spouse First 51 65 15
Spouse Middle 66 80 15
Spouse Last 81 100 20
Maiden Name 101 120 20
Home Address 121 150 30
Home City 151 180 30
Home State 181 182 2
Home Zip Code 183 187 5
Business Address 188 217 30
Business Position 218 247 30
Business City 248 277 30
Business State 278 279 2
Business Zip Code 280 284 5
Social Security 285 293 9
Number

CDA Internal Code 294 297 4
ID 298 308 11
Filler 309 309 1
Company Name 310 329 30
Birthdate 330 337 8
Year on File 338 339 2
CDA Internal Code 340 341 2
CDA Internal Code 342 343 2
Last Gift Date 344 351 8
Largest Gift Amount | 352 361 10
Cumulative Gift 362 371 10
Amount

Total Number of 372 373 2
Gifts

Import Id 374 403 30
CRLF 404 405 2
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Return File Format for CDA/Investnet

Access Table |Access Table Field |Display Label Length Type |Start Ending
Name
Person Table | First Name First Name 15 Text 1 15
Person Table | Middle Name Middle Name 15 Text 16 30
Person Table | Last Name Last Name 20 Text 31 50
Person Table | Spouse First Name Spouse First Name 15 Text 51 65
Person Table | Spouse Middle Name Spouse Middle 15 Text 66 80
Name
Person Table | Spouse Last Name Spouse Last Name 20 Text 81 100
Person Table | Maiden Last Name Spouse Maiden 20 Text 101 120
Name
Person Table | Address Home Address 30 Text 121 150
Person Table | City City 30 Text 151 170
Person Table | State State 2 Text 171 172
Person Table | Zipcode Zip 5 Text 173 177
Person Table | Business Address Business Address 30 Text 178 207
Person Table | Business Title Business Title 30 Text 208 237
Person Table | Business City Business City 30 Text 238 267
Person Table | Business State Business State 2 Text 268 269
Person Table | Busines Zipcode Business Zip 5 Text 270 274
Master Table | Social Security Social Security 9| Text 275 283
Number Number
Master Table | Code-1 Investnet Client 4| Text 284 287
Code
Person Table | Donor Number Client ID 11 Text »88 P98
Person Table | Business Name Business Name 30 Text 299 328
Person Table | Report Number Report # 2 Tex 329 330
Person Tabfe |Total Market Value | Market Value All 8| Text 331 338
Stocks
Real Estate  |Total Value of Estimated Market 8| Text 339 346
Master Table |Properties (low) Value of Propertieg
(low)
Real Estate  |Total Value of Estimated Market 8| Text 3417 354
Master Table |Properties (high) Value of Propertieg
(high)
Person Table | Total Net Value of |Net Value Options 8 Text 355 362
Options

*If Rept 1 available, disregard any Rept 2
Coding Level can be one of four values: H (Household), B (Block Group), Z (Zip Code) or N (Not Coded
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Return File Format for CDA/Investnet (cont.)

Access Table |Access Table Field |Display Label Length|Type Start End
Name
Person Table | Total Past Stock Sales Total Past Stock 8| Text 363 370
Sales
Person Table | Total Dividends Estimated Total 8| Text 371 378
Devidends
Person Table | Total Market Value frand Total Known 10| Text 379 388
Total Value of Assets (Low)
Properties (low) +
Total Net Value of
Options +Total Past
Stock Sales + Total
Dividend
Person Table | Total Market Value frand Total Known 10| Text 389 398
Total Value of Assets (High)
Properties (high) +
Total Net Value of
Options +Total Past
Stock Sales + Total
Dividend
Person Table | Total Accessed Value Assessed Value 8 Text 399 406
Person Table | Multiple Property |# Properties on 2| Text 407 408
Number Record
Person Table | Net Worth Code Net Worth Code 2 Text 409 410
Person Table | Coding Level* Net Worth Coding 1| Text 411 411
Level
Age Master Date of Birth Investnet Birthdate 6 Text 412 A17
Real Estate  [Spouse Birthdate Investnet Spouse 6| Text 418 423
Master Table Birthdate
Real Estate Incidence of children| Minor Children? 1 Text 424 424
Master Table
Coding Level can be one of four values: H (Household), B (Block Group), Z (Zip Code) or N (Not Coded
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Return File Format for CDA/Investnet (cont.)

Access TablgAccess Table |Display Label Length Type |Start End
Field Name

SEC/Exec Sum|Master Table Total |Total Number 4 Text|369 372
Number of Stock
Gifts

SEC/Exec Sum|Master Table Total |Total Value of Stock |8 Text|373 380
Value of Stock Gifts |Gifts

RE Real Estate Sales |Purchase Price 8 Text|381 388
Amount

RE Real Estate Home |Estimated Home 4 Text|381 388
Value Lower Range (lower, in

thousands)

RE Real Estate Home |Estimated Home 4 Text|393 396

Value Upper Range (upper, in
thousands)

RE Real Estate Master |Spouse Name 7 Text
Table

Coding Level can be one of four values: H (Household), B

(Block Group), Z (Zip Code) or N (Not Coded
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POW&R

Export File Format

Econometrics files have fixed-length fields surrounded by quotes, separated by

commas.

Field Start End Length

ID 1 20 20
Social Security 21 29 9
Number

First Name 30 79 50
Middle Name 80 129 50
Last Name 130 179 50
Address 180 329 150
City 330 379 50
State 380 381 2
Zip 382 39( 9
CRLF 391 392 2
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Return File Format

POWS&R files have fixed-length fields surrounded by quotes, separated by commas.

Field Start End Length
Client Supplied First Name 1 14 14
Client Supplied Last Name 15 30 16
Client Supplied Address 2 31 60 30
Client Supplied Address 1 61 90 30
Client Supplied City 91 115 25
Client Supplied State 116 117 2
Client Supplied Zip 118 126 9
Client Supplied SSN 127 135 9
Client Supplied Phone 136 145 10
Filler 146 154 9
Match Code 1 155 156 2
Match Type 1 157 157 1
Match Code 2 158 159 2
Match Type 2 160 160 1
Match Code 3 161 162 2
Match Type 3 163 163 1
Match Code 4 164 165 2
Match Type 4 166 166 1
Match Code 5 167 168 2
Match Type 5 169 169 1
POW&R Phone 170 179 10
POWA&R First Name 180 193 14
POWA&R Last Name 194 218 25
POW&R Address 2 219 248 30
POW&R Address 1 249 278 30
POW&R City 279 303 25
POW&R State 304 305 2
POW&R Zip 306 314 9
Gender 315 315 1
Age 316 316 1
Contributor Type 317 317 1
Number of $100,000+ 318 318 1
Portfolios

Child Present 319 319 1
Children Between Ages 0-5 320 320 1
Field (cont.) Length | Start End
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Children Between Ages 6-11 321 321 1
Children Between Ages 12-17 322 322 1
Business Name 323 352 30
Business Address 2 353 382 30
Business Address 1 383 412 30
Business City 437 413 25
Business State 438 439 2
Business Zip 440 448 9
Business Phone 449 458 10
Type of Business 459 488 30
Sales Volume 489 503 15
Number of Employees 504 512 9
Title of Executive 513 576 64
Biography 1500 577 2076
Shares Issued By 30 2077 2106
Shares Owned 9 2107 2115
Last Price Update 6 2116 2121
Value Of Shares 15 2122 2136
Foundation Name 60 2137 2196
Foundation Address 2 30 2197 2256
Foundation Address 1 30 2227 2256
Foundation City 25 2257 2281
Foundation State 2 2282 2283
Foundation Zip 9 2284 2292
Foundation Phone 10 2293 2302
Number of Grants 4 2303 2306
Total Amount of Grants 20 2307 2326
Time Period for Grants 20 2327 2346
Highest Grant Value 20 2347 2366
Lowest Grant Value 20 2367 2386
Amount of Gift 10 2397 2446
Gift Recipient 50 2397 2446
Year of Gift 4 2447 2450
Filler 20 2451 2470
Client Supplied ID 20 2471 2490
Filler 10 2491 2500
CRLF 2 2501 2502
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