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Chapter 1 — Reports Overview

The Raiser’s Edge for Windows(hereinafter referred to asThe Raiser's Edge) includes numerous standard reports. These reports provide important
information to keep you up-to-date with every aspect of your fund raising. You can analyze the giving trends of your constituents, evaluate the financial
position of your organization, track all aspects of pledges, report on demographics, and produce reports to provide information for your business or
accounting office.

All reports contain default or predefined Gift types; however, you can change the default Gift types. Parameters help to narrow the results of a report.

• The Raiser’s Edgehas numerous standard reports to analyze giving trends, determine the financial position of your organization, track pledges and
other specialized Gift types, and evaluate the demographics of your database.

• All reports have predefined Gift types. Some reports allow you to modify the Gift types to customize the results.

• When you set preferences and save your report parameters, re-running the reports is easy - simply open the report and preview, or print the report.

• You can print a hard copy of a report, send the report to another user through electronic mail, export the information to use in another program, or
preview the report on the screen.

• Some reports have the option to graph the results. These graphs can be printed or placed in a word processing program for letters, proposals, and
annual reports.

Using this Manual

This manual is divided into chapters and is in the same order as the report types inReports. Each chapter lists the reports in that chapter with a brief
overview. After the overview page, an example of each report is shown and, in some cases, a detailed, summary, and optional version of a report is
included. The page opposite each report gives a general description of the report; a field-by-field description; and a list of required fields, filters, sort
orders, and options.

Terminology

Acknowledgee The person to notify when a gift is received. This might be the person being honored or the family of someone being
memorialized.

Action An assigned task. For example, inviting a potential donor to lunch or making follow-up telephone calls are types of actions
assigned to staff members.

Appeal Used to identify different solicitations and promotions to ask a donor to give. Several different appeals may be operated within
a single campaign. For example, an Alumni Book Drive for Children’s books might be one appeal within a Homeless Shelter
Reading Room campaign.
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Campaign Campaigns represent the overall purpose for raising funds. For example, you might have a Capital Campaign, Twenty-first
Century Campaign, and an Annual Giving Campaign. A campaign may include one or more appeals and funds. For example, a
Homeless Shelter Reading Room Campaign might be made up of a number of appeals directed toward different groups of
constituents.

Constituent A person or an organization with a record established withinThe Raiser’s Edge for Windowsprogram.

End Member The number of members at the end of a report date range. This includes active members and lapsed members.

Field An area of a record where information is entered. For example, the Bio 1 tab of a constituent record has a country field.

Field Value The information entered in a field. For example, Australia is a value entered in the country field of a constituent record.

Filter Any field or value used to narrow the results of a report. For example, you can select only constituents with the constituent code
CP (Current Parent), and only gifts given to a certain fund, such as Annual Fund 1998. All other constituency codes and funds
are filtered out of this report.

Fund Funds identify where gifts and pledges should be recorded for financial purposes. Funds can be linked to campaigns and appeals. For
example, a Children’s Book Fund might be set up as part of a campaign to provide books to a homeless shelter reading room.

Membership Category A membership classification or level established inConfiguration. Student, Individual, Lifetime, and Benefactor are examples
of membership categories. Membership Categories can help filter the results of reports.

Membership Type An identification of the action associated with a membership. New, renewal, upgrade, and downgrade are examples of
membership types. Membership types can help analyze trends within the constituent database.

Pulled Indicates the program automatically extracts information from a field or tab within the constituent records. Example: “The
target amount is pulled from the Bio 2 tab of the constituent record.”

Query A query is a type of filter used to group records with common characteristics. For example, a query can consist of all
constituents from Australia with a class year before 1996. Create and save a query for use with other modules inThe Raiser’s
Edge for Windows.

Start Member The number of members at the beginning of a report date range, including active and lapsed members.
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Chapter 2 — Financial Reports

Financial Reports help you evaluate the financial position of your organization. Both detailed and summary formats provide the fiscal standing of your
fund raising efforts. There are also special reports to track specific Gift types. Your business office can use these reports to document cash received. For
information on procedures such as processing, printing, and exporting reports, see the Reports Overview chapter ofThe Raiser’s Edge for Windows User’s
Guide.

TheEFT Reportssection lists other Financial Reports.

Section Preview
Most financial reports share similar parameters to narrow the results of
the report.

Most financial reports have predefined gift types that can be changed to
customize a report. Return the report to the predefined gift types by
clicking the default button.

• TheGift Detail Report provides detailed information regarding
constituents’ giving within a date range. Mark the checkbox on the
Format tab to print and process the Gift Summary Report.

• TheGift Summary Report provides gift amount totals for all Gift
types. Mark the checkbox on the Format tab to print and process the
Gift Detail at the same time.

• TheCash Receipts Journaltracks cash gifts and cash pledge
payments within a date range.

• TheConstituent Giving History provides a detailed listing, for each
constituent, of all gifts given within a date range.

• TheMatching Gift Report provides detailed or summary
information regarding gifts matched by a matching gift company.

• TheStock Gain/Loss Reportprovides information required for
tracking gifts made in the form of stock.

• TheGifts in Kind Report provides information regarding donations
made in the form of a gift-in-kind. A gift-in-kind is a donation of
goods or services for which a monetary value can easily be assigned.

• TheOther Gifts Report provides information about donations made
in the form of an “other” gift. Other gifts are donations that do not
fit in a normal accounting category or are difficult to assign a current
cash value.

• TheGift Entry Validation Report provides a detailed list of all
gifts within a date range. This report is useful as a daily report for
checking data entry accuracy.

• TheAccount Distribution Report provides a breakdown by General
Ledger accounts of gifts within the specified date range.

• TheCredit Gift Report tracks reversed or written off donations
such as pledge write-offs.

• TheGeneral Ledger Audit Report tracks gifts posted to
Blackbaud’s General Ledger, but then deleted.

• TheAnnual Statement Reportprovides constituent giving histories
based on a date range. It is useful as an end-of-year report for
constituents who wish to review their giving for tax purposes.
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Gift Detail Report

TheGift Detail Report provides detailed information for constituent giving within a date range. The report shows cash received, stock gifts, any
outstanding pledge balances for each constituent and matching gift pledge balances. Other gifts, gifts in kind, write-offs, and credits can be included. This
report is useful as a weekly or monthly report of gift activity.

The report provides detailed constituent gift information for all constituents or for a selected query. A start date, end date, or date range can be selected.
The report includes constituent name, gift date, fund, cash, stocks, pledge balance, matching gift pledge balance, and reference. Select specific criteria to
narrow the report (e.g., gift types, funds, and campaigns). Generate aGift Summary Report with this report by marking theInclude Summary checkbox
on the Format tab. See the Financial Reports section inThe Raiser's Edge for Windows User's Guidefor more information on relevant fields.

This report is time sensitive. For example, a donor pledge $20 on 6/2/98 and pays $10 toward that pledge on 6/20/98. Another payment is made on
8/1/98. If you run the report based on a 6/1-31/98 date range, the report will show a $10 balance.

Default Gift types:
Column 1: Cash (regular cash, pledge payment-cash, and matching

gift pledge payment-cash)

Column 2: Stocks (stock, sold stock, pledge payment-stock, matching
gift payment-stock, and pledge payment-sold stock)

Column 3: Pledge balance

Note: If this report is used to calculate pledge balances, the balance can
be greatly affected by the filters selected. For example, a donor
may pledge $500 to the Annual Fund, but then send a $500
check indicating the payment is to go to the Building Fund. In
this example, if you filter the report using only the Annual Fund,
a $500 balance still shows for the donor although the donor paid
the full amount. The master pledge balance is zero, but the
Annual Fund has a $500 balance because the report is limited to
only dealing with money that has come in or is expected for the
Annual Fund.

Column 4: Matching gift pledge balance

Filter:
Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Alphabetically or date

Options:
Include gift summary

Print number of donors

Print maiden name

Include organization contact names

Print telephone number

Include an address

Pledge type (master or installment)





The Raiser's Edge for Windows Reports Manual Financial Reports Chapter 2-3

Gift Summary Report

TheGift Summary Report provides totals for gifts received in a date range listed by constituency, fund, campaign, or appeal. Totals can be calculated
for all Gift types. Process this report with the Gift Detail Report by markingInclude Summary on the Format tab of the Gift Detail Report. This report is
useful for summarizing weekly or monthly gift activity.

The report provides summary gift information for all constituents or for a selected query. By default, you can base the report on fund, campaign, appeal,
constituency, or any combination of the four. A start date, end date, or date range can be selected. The report includes number of gifts, total cash, total
stocks, total pledge balance, total matching gift balance, and total gift amount. Select specific criteria to narrow the report (e.g., gift types, funds, and
campaigns). Run the report separately or as part of theGift Detail Report by markingInclude Summary on the Format tab of the Gift Detail Report.

Default Gift types:
Column 1: Cash (regular cash, pledge payment-cash, and matching

gift pledge payment-cash)

Column 2: Stocks (stock, sold stock, pledge payment-stock, matching
gift payment-stock, and pledge payment-sold stock)

Column 3: Pledge balance

Note: If this report is used to calculate pledge balances, the balance can
be affected by the filters selected. For example, a donor may
pledge $500 to the Annual Fund, but then send a $500 check
indicating the payment is to go to the Building Fund. In this
example, if you filter the report using only the Annual Fund, a
$500 balance still shows for the donor although the donor paid
the full amount. The master pledge balance is zero, but the
Annual Fund has a $500 balance because the report is limited to
only dealing with money that has come in or is expected for the
Annual Fund.

Column 4: Matching gift pledge balance

Note: You can graph the Gift Summary Report. For more information,
refer to the section on graphing a report’s output in the Reports
Overview chapter ofThe Raiser’s Edge for Windows User’s
Guide.

Filters:
Gift types

Constituency

Campaigns

Funds

Appeals

Options:
Pledge type (master or installment)

Summarize by fund

Summarize by campaign

Summarize by appeal

Summarize by constituency

Summarize by any combination of the four
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Cash Receipts Journal

TheCash Receipts Journaltracks cash gifts and cash pledge payments made within a date range. The Cash Receipts Journal is available in a detailed
format showing each donation with the constituent’s name or in a summary format showing the total amount of cash for each fund. This report is useful as
a daily transmittal of cash receipts.

The report provides cash gift information for all constituents or for a selected query. A start date, end date, or date range can be selected. The reportcan
be in detail and/or summary format. In thedetail format, the report includes gift date, constituent name, fund description, amount, check number, and
check date. Thesummary report includes number of gifts, amount paid, debit account, and credit account (used byGeneral Ledger).

In the summary format, you can base the report on fund, campaign, appeal, constituency, or any combination of the four. Select specific criteria to narrow
the report (e.g., gift types, funds, and campaigns).

Default Gift Type:
Cash (regular cash, pledge payment-cash, and matching gift
payment-cash)

Filters:
Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Alphabetically or date

Options:
Show detail and/or summary

Summarize by fund

Summarize by campaign

Summarize by appeal

Summarize by constituency

Summarize by any combination of the four

Print address

Print maiden name

Print honor/memorial

Print organizational contact name
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Constituent Giving History

TheConstituent Giving History provides a detailed listing of all gifts given by a constituent within a date range. This report can show any pledge
balances and gift write-offs.

The report provides giving information for all constituents or for a selected query. A start date, end date, or date range can be selected. List the report by
constituent names alphabetically. The report includes constituent name, date of gift, type of gift, fund name, amount given, reference, and balance. Select
specific criteria to narrow the report (e.g., gift types, funds, and campaigns).

Default Gift Type:
All Gifts

Note: Credit gifts are not included by default, but can be added through
the Gift tab.

Filters:
Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Alphabetically or date

Options:
Print address

Print telephone number

Print maiden name

Print organizational contact name

Include non-givers
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Matching Gift Report

TheMatching Gift Report includes information for gifts donated by a matching gift company. The report is available in detailed and summary formats.
Thedetailed report lists the matching gift company name, names of constituents whose gifts are being matched, a breakdown of any matching gift cash
payments, matching gift stock payments, and matching gift pledge balance. Thesummary report shows a breakdown of gifts by matching gift company
name, but without constituent names.

This report provides matching gift information for all constituents or for a selected query. A start date, end date, or date range can be selected. The report
can be in detail and/or summary format. In thedetail format, the report includes company name, constituent name, matching gift cash, matching gift
stocks, matching gift pledge balance, and total. In thesummary format, company name and totals for each category are included. Select specific criteria
to narrow the report (e.g., gift types, funds, and campaigns).

Default Gift types:
Column 1: Matching gift pledge payment-cash

Column 2: Matching gift pledge payment-stock (unsold stock and
sold stock)

Column 3: Matching gift pledge balance

Filters:
Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Company name

Options:
Detail and/or summary

Pledge type (master or installment)

Print address

Print telephone number

Print maiden name

Print organizational contact name
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Stock Gain/Loss Reports

TheStock Gain/Loss Reportprovides information for tracking gifts made in the form of stock. The report includes information about the acquisition and
sale of the stock, including any profit or loss realized from the sale. Details on each stock transaction, including the date the stock was donated, date of
sale, and name of the donor are included in the report.

The report provides stock value information for all constituents or for a selected query. A start date, end date, or date range can be selected. The report
includes constituent name, gift date, stock value, reference, date sold, sold amount, gain (loss), and totals. Select specific criteria to narrow the report (e.g.,
gift types, funds, and campaigns).

Default Gifts Type:
All Stock (Stock, Unsold Stock, Pledge Payment-Stock, Pledge
Payment-Sold Stock, Matching Gift Payment-Stock, and Matching Gift
Payment-Sold Stock)

Filters:
Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Alphabetically or date

Options:
Use sale date for sold stock

Subtract broker fees from sold stock

Print address

Print telephone number

Print maiden name

Print organizational contact name
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Gifts in Kind Report

TheGift In Kind Report tracks donations made in the form of a gift-in-kind. A gift-in-kind is a donation of goods or services for which a monetary value
can easily be assigned, such as school supplies or computer equipment.

The report provides gift-in-kind information for all constituents or for a selected query. A start date, end date, or date range can be selected. The report
includes constituent name, gift date, fund name, gift value, and reference. Select specific criteria to narrow the report (e.g., gift types, funds, and
campaigns).

Default Gift Type:
All gifts-in-kind (regular gift-in-kind, pledge payment-in-kind, matching
pledge payment-in-kind)

Filters:
Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Alphabetically or date

Options:
Print address

Print telephone number

Print maiden name

Print organizational contact name
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Other Gifts Report

TheOther Gifts Report provides information about donations made in the form of anothergift. Other gifts are donations that do not fit in a normal
accounting category or are difficult to assign a current cash value. For example, planned gifts, annuities, and life insurance policies are considered other
gifts.

The report provides Other Gift information for all constituents or for a selected query. A start date, end date, or date range can be selected. The report
includes constituent name, gift date, fund name, gift value, and reference. Select specific criteria to narrow the report (e.g., gift types, funds, and
campaigns).

Default Gift Type:
All other gifts (regular other gift, pledge payment-other, and matching
gift payment-other)

Filters:
Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Alphabetically or date

Options:
Print address

Print telephone number

Print maiden name

Print organizational contact name
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Gift Entry Validation Report

TheGift Entry Validation Report provides a detailed list of all gifts within a date range. This report is useful as a daily report for checking data entry
accuracy.

The report provides detailed gift information for all constituents or for a selected query. A start date, end date, or date range can be selected. The report
includes gift date, donor name, gift type, fund name, amount given, solicitor name, receipt number, payment type, gift code, post date, added by name,
number of gifts, and total amounts for each gift type. Select specific criteria to narrow the report (e.g., gift types, funds, and campaigns).

Note: Mark theCondensed Formatcheckbox on the Format tab to display multiple gifts per page. Leaving the checkbox unmarked lists each gift on a
separate page.

Default Gift Type:
All gifts

Filters:
Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Gift date

Options:
Condensed format

Print gifts on separate pages

Display miscellaneous information

Display matching gifts

Display honor/memorials

Display soft credits

Display gift attributes

Display installments – pledges only

Display pledges applied to – payments only
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Account Distribution Report

TheAccount Distribution Report provides a breakdown byGeneral Ledgeraccount of gifts within a date range. Generate the report based on the
posting status of gifts and provide the total per account.

The report providesGeneral Ledgeraccount information for all constituents or for a selected query. A start date, end date, or date range can be selected.
The report can include posted and/or unposted gifts, constituent name, gift date, fund, debit amount, credit amount,General Ledgeraccount number, and
total debits and credits. Select specific criteria to narrow the report (e.g., gift types, funds, and campaigns).

Default Gift Type:
All gifts

Filters:
Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Alphabetically or date

Options:
Include posted gifts and/or unposted gifts

Print maiden name

Print organizational contact name
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Credit Gift Report

TheCredit Gift Report tracks reversed donations. A gift reversal indicates a cash gift was not realized. For example, this report lists returned checks or
declined credit card gifts.

The report provides reversed gift information for all constituents or for a selected query. A start date, end date, or date range can be selected. The report
includes constituent name, gift date, credit notes, original gift date, amount, and fund. Select specific criteria to narrow the report (e.g., gift types, funds,
and campaigns).

Filters:
Constituency

Campaigns

Funds

Appeals

Sort Order:
Alphabetically or date

Options:
Print address

Print telephone number

Print maiden name

Print organizational contact name
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General Ledger Audit Report

TheGeneral Ledger Audit Report tracks deleted gifts after being posted to a general ledger program. The report includes the name of the constituent,
gift type, post date, gift date, fund name, and any special information about pledges and stocks.

The report provides audit information for posted gifts to Blackbaud’sGeneral Ledgeror another accounting software program and then deleted. A start
date, end date, or date range can be selected. The report includes post date, constituent name, gift date, fund, gift type, amount given, stock gain (loss),
broker fee, pledge amounts, and totals.

Default Gift types:
All gifts

Filters:
Gift types

Sort Order:
Alphabetically or post date
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Annual Statement Report

TheAnnual Statement Report lists a constituent’s giving history based on a date range and includes the receipt amount of each gift. This report is useful
as an end of year report for constituents who wish to review their receipt donations for tax purposes. Each constituent’s information is printed on a
separate page.

The report provides a giving history for all constituents or a selected query. A start date, end date, or date range can be selected. This report includes
constituent name, date of gift, type of gift, amount of gift, receipt number, receipt amount, and a total for receipt amounts. Select specific criteria to
narrow the report (e.g., gift types, funds, and campaigns).

Filters:
Constituency

Gift types

Campaigns

Funds

Appeals

Sort Order:
Constituent name

Options:
Print fund description

Print address

Print telephone number

Print maiden name

Print organizational contact name
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Chapter 3 — EFT Reports

Electronic Funds Transfer is the general banking system where transactions, such as deposits or bill payments, are made through computer databases.The
EFT process takes place electronically requiring little or no physical paperwork. All or most paperwork and bookkeeping is done online.

Electronic Funds Transfer(or EFT) incorporates online capabilities by creating an EFT record, which is a template for recurring gifts/open-ended pledges.
From this template, individual transactions are generated. These transactions are then committed to the database to become gift records.

EFT records can be matched, soft credited, split across funds, and linked to honor/memorial records. You also have access to gift attributes.

EFT adds fields and options toConfiguration, Constituent Management, Batch, Query, Export, Profiles, Database Administration, andReports.

For more information, refer to theElectronic Funds Transfer User’s Guide.

Section Preview

• TheEFT Participation Report provides information about
constituents who donate gifts electronically and information about
their gifts.

Note: Access this report fromReports, under the Financial Reports
category.

• TheUnpaid EFT Report provides information about generated
(paid) EFT transactions as of a specified date.

Note: Access this report fromReports, under the Financial Reports
category.

• TheCash Flow Reportshows the anticipated cash flow for specified
periods.

Note: Access this report fromReports, under the Pledge Reports
category.

• ThePre-Transmission Reportprovides detailed information for all
transactions in a transaction set.

Note: Access this report fromEFT by selectingFile, Print ,
Pre-Transmission Report.

• TheEFT Credit Card Report provides detailed information for all
credit card transactions in a transaction set. Use this report when
credit card transactions must be handled separately from direct debit
transactions.

Note: Access this report fromEFT by selectingFile, Print , EFT
Credit Card Report .

• TheEFT Transaction Set Logprovides summary information on
the creation, contents, and status of Transaction Sets.

Note: Access this report fromEFT by selectingFile, Print , EFT
Transaction Set Log.
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EFT Participation Report

TheEFT Participation Report provides information about constituents who donate gifts electronically and information about their gifts.

Note: Access this report fromReportsunder the Financial Reports category.

This report provides EFT information for all constituents or for a selected query. You can enter an EFT created after date. The report includes constituent
name, created on date, payment type, fund name, payment amount, payment frequency, date of next transaction, total given to date, status, a summary of
transactions, and a grand total. Select specific criteria to narrow the report (e.g., gift types, funds, and campaigns).

Filters:
Constituency

Campaigns

Funds

Appeals

Sort Order:
Constituent name

Options:
Print address

Print telephone number

Print maiden name

Print organizational contact name
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Unpaid EFT Report

TheUnpaid EFT Report provides information about generated (paid) EFT transactions as of a specified date.

Note: Access this report fromReportsunder the Financial Reports category.

This report provides unpaid EFT information for all constituents or for a selected query. You can enter an unpaid as of date. The report includes
constituent name, created on date, payment type, amount, payment frequency, and date of next scheduled transaction. Select specific criteria to narrow the
report (e.g., gift types, funds, and campaigns).

Filters:
Constituency

Campaigns

Funds

Appeals

Sort Order:
Constituent name

Options:
Print address

Print telephone number

Print maiden name

Print organizational contact name
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Cash Flow Report

TheCash Flow Report illustrates anticipated cash flow for specified periods. The report reviews pledges due within the date range to calculate the
projected cash flow over one or several periods. The detailed report lists the constituent name and pledge balance. The summary report totals the amounts
due in each date range, but does not list constituent names.

Note: TheCash Flow Reportcan include recurring gifts to project revenue from future EFT payments. Access this report fromReportsunder the
Pledge Reports category.

This report provides a cash flow projection for all constituents or for a selected query. The report can be in detail and/or summary format. You can enter a
commitments made after date. Specify up to twelve report periods with at least one period entered. Recurring gifts (including EFT payments), regular
pledges, and matching gift pledges can be included in the report. In thedetail format, the report includes fund, description, amount pledged, past due,
amount due in period, and total due. In thesummary format, the report includes fund name, description, amount past due, amount due in period, and total
due. Both formats provide grand totals. Select specific criteria to narrow the report (e.g., gift types, funds, and campaigns).

Filters:
Constituency

Campaigns

Funds

Appeals

Sort Order:
Constituent name

Options:
Include recurring gifts

Include regular pledges

Include matching gift pledges

Select report periods (1 – 12)

Detail and/or summary

Print address

Print telephone number

Print maiden name

Print organizational contact name





The Raiser's Edge for Windows Reports Manual EFT Reports Chapter 3-5

Pre-Transmission Report

ThePre-Transmission Reportprovides detailed information for all transactions in a transaction set.

Note: Access this report fromEFT by selectingFile, Print , Pre-Transmission Report.

This report includes constituent name, payment amount, payment type, bank name, transaction routing number, account number, and reference number.
For credit card payments, credit card type, card number, and expiration date are also included. A summary of direct debit, credit card, and non-electronic
transactions is provided.
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EFT Credit Card Report

TheEFT Credit Card Report provides detailed information for all credit card transactions in a transaction set. Use this report to handle credit card
transactions separately from direct debit transactions.

Note: Access this report fromEFT by selectingFile, Print , EFT Credit Card Report .

This report provides the information required for processingEFT credit card transactions. This report includes credit card type, constituent name,
authorization code, credit card number, expiration date, amount, transaction set creation date, and transaction set number.
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EFT Transaction Set Log

TheEFT Transaction Set Logprovides summary information about the creation, contents, and status of transaction sets.

Note: Access this report fromEFT by selectingFile, Print , EFT Transaction Set Log.

This report provides one-line summaries of each transaction set of the selected type, EFT transaction set number, types of transaction included, setcreated
by, date created, date last changed, changed by, and status.

Note: There are four types of transaction sets: generated sets, transmitted sets, committed sets, and transferred sets. Run the report for any combination
of the four types.
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Chapter 4 — Pledge Reports

Pledge Reportsprovide information for tracking all aspects of pledges, including payments, write-offs, cash flow, and other pledge activity. Select
specific group parameters to narrow the report. For information on procedures such as processing, printing, and exporting reports, see the Reports
Overview chapter inThe Raiser’s Edge for Windows User’s Guide.

Section Preview
Pledge Reports manage all aspects of gifts made as pledges or a promise
to make a donation. You can determine who has not fulfilled their
pledge, what pledges are outstanding, or the anticipated cash flow from
future payments.

• ThePledge Activity Report provides a detailed account of all
pledge activity including payments, installments, and the balance due
within a specified date range.

• TheCash Flow Report illustrates the anticipated cash flow for a
specified date range.

• ThePast Due Pledge Reportlists past due pledges as of a specified
date. Pledges are categorized by the number of days they are past
due.

• ThePledge Journalprovides information regarding pledge activity
during a specified date range. It reports payments made and
payments still outstanding.

• TheCampaign Pledge Reporttracks pledges made after a certain
date. This report is helpful in closing a campaign and verifying the
status of all pledges made to the campaign.

• TheWritten Off Pledge Report lists all pledges written off during
the specified date range. Writing off a pledge indicates you do not
expect the balance of the pledge to be paid.

• ThePledge Status Reportprovides multiple formats to report on
pledges made after a specified date with activity in a selected date
range.

• ThePledged But Not Paid Reportlists constituents who have made
a pledge but have not made any payments within the selected date
range.
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Pledge Activity Report

ThePledge Activity Report provides a detailed account of all pledge activity including payments, installments, and the balance due within a date range.
The report can be limited to specific types of pledges (e.g., regular pledges or outstanding pledges).

This report provides detailed pledge activity information for all constituents or for a selected query. A start date, end date, or date range can be selected.
The report includes constituent name, master pledge date, type, amount pledged, fund name, activity type, date, amount, and total balance. Select specific
criteria to narrow the report (e.g., gift types, funds, and campaigns).

This report shows activity only. For example, assume a pledge is made on 2/2/98 with installments scheduled from 3/15/98 until 7/15/98, then the report is
run using the date range 2/1/98 to 2/28/98. The report will not include this pledge because there was no activity during the specified date range. However,
if the report is run again using a date range of 03/01/98 to 03/31/98, then the pledge shows because there is activity of an installment due within that date
range.

Filters:
Constituency

Campaigns

Funds

Appeals

Sort Order:
Constituent name

Options:
Include regular pledges

Include matching gift pledges

Include outstanding pledges only

Print address

Print telephone number

Print maiden name

Print organizational contact name

Pledge Codes:
PLG Regular Pledge

PLM Master Pledge

PLM A2 Master Pledge 2 Annual Installments

PLM A3 Master Pledge 3 Annual Installments

PLM SA3 Master Pledge 3 Semi-Annual Installments

PLM Q4 Master Pledge 4 Quarterly Installments

PLM B5 Master Pledge 5 Bimonthly Installments

PLM M6 Master Pledge 6 Monthly Installments

PLM SM7 Master Pledge 7 Semi-Monthly Installments

PLM BW8 Master Pledge 8 Biweekly Installments

PLM W9 Master Pledge 9 Weekly Installments

PLM I10 Master Pledge 10 Irregular Installments
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Cash Flow Report

TheCash Flow Report illustrates anticipated cash flow for specific periods. The report reviews pledges due within the date range to calculate the
projected cash flow over one or several periods. The detailed report lists the constituent name and pledge balance. The summary report totals the amounts
due in each report period, but does not list constituent names.

This report provides a cash flow projection for all constituents or for a selected query. The report can be in detail and/or summary format. Select a
commitments made after date to narrow the report. Specify up to twelve report periods with at least one period entered. Recurring gifts (including EFT
payments), regular pledges, and matching gift pledges can be included in the report. In thedetail format, the report includes fund, description, amount
pledged, past due, amount due in period, and total due. In thesummary format, the report includes fund name, description, amount past due, amount due
in period, and total due. Both formats provide grand totals. Select specific criteria to narrow the report (e.g., gift types, funds, and campaigns).

Note: This is a forward-looking report, therefore, it should not be backdated.

Filters:
Constituency

Campaigns

Funds

Appeals

Sort Order:
Constituent name

Options:
Include recurring gifts

Include regular pledges

Include matching gift pledges

Select report periods (1 – 12)

Detail and/or summary

Print address

Print telephone number

Print maiden name

Print organizational contact name
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Past Due Pledge Report

ThePast Due Pledge Reportlists past due pledges as of a specified date. Categorize pledges by the number of days past due. The detailed report lists the
constituent name and amount past due. The summary report totals the past due amounts for each fund.

The report provides past due pledge information for all constituents or for a selected query. You must enter a pledges made as of date and past due as of
date. Regular pledges and matching gift pledges can be included in the report. You can specify up to five past due periods. The report can be in detail
and/or summary format. Thedetail report includes gift date, pledge type, amount pledged, fund name, and the summary report information. In the detail
format, the report is listed by constituent name. Select specific criteria to narrow the report (e.g., gift types, funds, and campaigns). In thesummary
format, the report includes fund ID, fund description, amount due for the specified report periods, and totals.

Note: If a pledge, or its installments payment, is partially paid, this report still shows the balance as past due if all other criteria are met. If a pledge has
been paid off, it does not appear in this report.

Or if a pledge is written off, or its installment payment is written off, it is not included in this report

Required:
Pledges made after date

Past due as of date

Filters:
Constituency

Campaigns

Funds

Appeals

Sort Order:
Constituent name

Options:
Include regular pledges

Include matching gift pledges

Detail and/or summary

Select report periods (1 – 5)

Print address

Print telephone number

Print maiden name

Print organizational contact name
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Pledge Journal

ThePledge Journalprovides information about pledges during a specified date range. The detailed report provides the constituent name and pledged
amount. The summary report totals pledges by fund. This report is similar to thePledge Activity Report except this report lists the gift types in columns.

This report provides pledge information for all constituents or for a selected query. A start date, end date, or date range can be selected. You can include
regular and matching gift pledges. The report can be in detail and/or summary format. Thedetailed report includes constituent name, gift date, fund
name, pledge type, amount pledged, payments, amount written off, master pledge date, and master pledge amount. Thesummary report includes fund
name, fund description, pledge type, count of pledges, amount pledged, debit account, and credit account. Both formats provide totals. Select specific
criteria to narrow the report (e.g., gift types, funds, and campaigns).

This report provides information about the actual pledge. For example, assume a $500 pledge is made on 2/15/98 with installments due between 4/15/98
and 9/15/98; however, the first installment is actually received on 3/15/98. If the report is run using a date range of 2/1/98 until 2/28/98, only the pledge is
shown. If the report is run using a date range of 3/1/98 until 3/31/98, the pledge and the payment are shown, although the initial/master pledge is outside
of the date range.

Filters:
Constituency

Campaigns

Funds

Appeals

Sort Order:
Constituent name

Options:
Include regular pledges

Include matching gift pledges

Detail and/or summary

Print address

Print telephone number

Print maiden name

Print organizational contact name
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Campaign Pledge Report

TheCampaign Pledge Reportlists pledges made after a specified date and includes information such as the final payment date (whether future or past),
payments made to date, and written off amounts. The detailed report includes the constituent’s name. The summary report totals the pledges by fund
name. This report is useful for reporting pledges with outstanding balances to a past campaign or for reporting the date of final payment for pledges toa
campaign. This report is also helpful in closing a campaign and verifying the status of all pledges made to the campaign.

This report provides campaign pledge information for all constituents or for a selected query. You must specify a pledge made after date. You can select
regular pledges, matching gift pledges, and outstanding pledges only. The report can be in detail and/or summary format. Thedetailed report includes
constituent name, gift date, pledge type, amount pledged, payments made, amount written off, balance due, and date of final payment. Thesummary
report includes fund name, fund description, payments made, amount written off, and balance due. Both formats provide totals. Select specific criteria to
narrow the report (e.g., gift types, funds, and campaigns).

Required:
Pledges made after date

Filters:
Constituency

Campaigns

Funds

Appeals

Sort Order:
Constituent name

Options:
Include regular pledges

Include matching gift pledges

Include outstanding pledges only

Detail and/or summary

Print address

Print telephone number

Print maiden name

Print organizational contact name
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Written Off Pledge Report

TheWritten Off Pledge Report lists all written off pledges during a specified date range. Writing off a pledge indicates the outstanding balance of the
pledge is not expected to be paid. The report is available in detailed format with the constituent’s name and pledge write-off amount, or as a fund
summary showing the total amount written off for each fund.

This report provides written off pledge information for all constituents or for a selected query. A start date, end date, or date range can be selected.This is
the written off date, not the pledge date. You can include regular pledges and matching gift pledges. The report can be in detail and/or summary format.
Thedetailed report includes constituent name, gift date, amount written off, master pledge date, pledge type, pledge amount, and fund name. The
summary report includes fund name, fund description, count of written off pledges, and amount written off. Both formats provide totals. Select specific
criteria to narrow the report (e.g., gift types, funds, and campaigns).

Filters:
Constituency

Campaigns

Funds

Appeals

Sort Order:
Alphabetically or date

Options:
Include regular pledges

Include matching gift pledges

Detail and/or summary

Print address

Print telephone number

Print maiden name

Print organizational contact name
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Pledge Status Report

Format One - Detail
ThePledge Status Reportprovides multiple formats for reports on pledges made after a specified date and paid within a specified date range. For
example, use this report to identify payments made during May 1998 toward pledges made after July 1, 1997. The report is available in a detailed format
with the constituent’s name and pledge information, or in summary format, which totals the pledge information for each fund. This report is based
primarily on when the pledge is made rather than on pledge activity.

ThePledge Status Reporthas two formats with each format having a detail and a summary version available.

Format One includes columns for the master or original pledge, payments, and write-offs before the start date of the report, payments, and write-offs
within the date range of the report, and the pledge balance.

Format Two includes the amount pledged and the balance before the start date of the report, amounts pledged, paid, and written off during the date range
of the report, and the pledge balance.

ThePledge Status Reportprovides pledge status information for all constituents or for a selected query. You must enter a start date, end date, and
pledges made after date.* You can select regular pledges, matching gift pledges, and outstanding pledges only. The report can be in detail and/or
summary format. Thedetailed report includes constituent name, gift date, pledge type, and pledge amount, fund name, and pledge balance. The
summary report includes fund ID, fund description, master pledge amount, and pledge balance. Both formats provide totals. Select specific criteria to
narrow the report (e.g., gift types, funds, and campaigns).

*The pledges made after date is an important criterion for this report. For example, a donor pledges $500 on 2/15/98 with installments to begin on
3/10/98. The report has to be run with 2/15/98 in the pledges made after field to list the pledge.

Required:
Report start date

Report end date

Pledges made after date

Filters:
Constituency

Campaigns

Funds

Appeals

Sort Order:
Constituent name

Options:
Include regular pledges

Include matching gift pledges

Include outstanding pledges only

Detail and/or summary

Format one or two

Print address

Print telephone number

Print maiden name

Print organizational contact name
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Pledge Status Report

Format One - Summary
ThePledge Status Reportprovides multiple formats for reports on pledges made after a specified date and paid within a specified date range. For
example, use this report to identify payments made during May 1998 toward pledges made after July 1, 1997. The report is available in a detailed format
with the constituent’s name and pledge information, or in summary format, which totals the pledge information for each fund. This report is based
primarily on when the pledge is made rather than on pledge activity.

ThePledge Status Reporthas two formats with each format having a detail and a summary version available.

Format One includes columns for the master or original pledge, payments and write-offs before the start date of the report, payments, and write-offs
within the date range of the report, and the pledge balance.

Format Two includes the amount pledged and the balance before the start date of the report, amounts pledged, paid, and written off during the date range
of the report, and the pledge balance.

ThePledge Status Reportprovides pledge status information for all constituents or for a selected query. You must enter a start date, end date, and
pledges made after date.* You can select regular pledges, matching gift pledges, and outstanding pledges only. The report can be in detail and/or
summary format. Thedetailed report includes constituent name, gift date, pledge type, and pledge amount, fund name, and pledge balance. The
summary report includes fund ID, fund description, master pledge amount, and pledge balance. Both formats provide totals. Select specific criteria to
narrow the report (e.g., gift types, funds, and campaigns).

*The pledges made after date is an important criterion for this report. For example, a donor pledges $500 on 2/15/98 with installments to begin on
3/10/98. The report has to be run with 2/15/98 in the pledges made after field to list the pledge.

Required:
Report start date

Report end date

Pledges made after date

Filters:
Constituency

Campaigns

Funds

Appeals

Sort Order:
Constituent name

Options:
Include regular pledges

Include matching gift pledges

Include outstanding pledges only

Detail and/or summary

Format one or two

Print address

Print telephone number

Print maiden name

Print organizational contact name
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Pledge Status Report

Format Two - Detail
ThePledge Status Reportprovides multiple formats for reports on pledges made after a specified date and paid within a specified date range. For
example, use this report to identify payments made during May 1998 toward pledges made after July 1, 1997. The report is available in a detailed format
with the constituent’s name and pledge information, or in summary format, which totals the pledge information for each fund. This report is based
primarily on when the pledge is made rather than on pledge activity.

ThePledge Status Reporthas two formats with each format having a detail and a summary version available.

Format One includes columns for the master or original pledge, payments and write-offs before the start date of the report, payments, and write-offs
within the date range of the report, and the pledge balance.

Format Two includes the amount pledged and the balance before the start date of the report, amounts pledged, paid, and written off during the date range
of the report, and the pledge balance.

ThePledge Status Reportprovides pledge status information for all constituents or for a selected query. You must enter a start date, end date, and
pledges made after date.* You can select regular pledges, matching gift pledges, and outstanding pledges only. The report can be in detail and/or
summary format. Thedetailed report includes constituent name, gift date, pledge type, and pledge amount, fund name, and pledge balance. The
summary report includes fund ID, fund description, master pledge amount, and pledge balance. Both formats provide totals. Select specific criteria to
narrow the report (e.g., gift types, funds, and campaigns).

*The pledges made after date is an important criterion for this report. For example, a donor pledges $500 on 2/15/98 with installments to begin on
3/10/98. The report has to be run with 2/15/98 in the pledges made after field to list the pledge.

Required:
Report start date

Report end date

Pledges made after date

Filters:
Constituency

Campaigns

Funds

Appeals

Sort Order:
Constituent name

Options:
Include regular pledges

Include matching gift pledges

Include outstanding pledges only

Detail and/or summary

Format one or two

Print address

Print telephone number

Print maiden name

Print organizational contact name
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Pledge Status Report

Format Two - Summary
ThePledge Status Reportprovides multiple formats for reports on pledges made after a specified date and paid within a specified date range. For
example, use this report to identify payments made during May 1998 toward pledges made after July 1, 1997. The report is available in a detailed format
with the constituent’s name and pledge information or in summary format, which totals the pledge information for each fund. This report is based
primarily on when the pledge is made, rather than on pledge activity.

ThePledge Status Reporthas two formats with each format having a detail and a summary version available.

Format One includes columns for the master or original pledge, payments and write-offs before the start date of the report, payments, and write-offs
within the date range of the report, and the pledge balance.

Format Two includes the amount pledged and the balance before the start date of the report, amounts pledged, paid, and written off during the date range
of the report, and the pledge balance.

ThePledge Status Reportprovides pledge status information for all constituents or for a selected query. You must enter a start date, end date, and
pledges made after date.* You can select regular pledges, matching gift pledges, and outstanding pledges only. The report can be in detail and/or
summary format. Thedetailed report includes constituent name, gift date, pledge type, and pledge amount, fund name, and pledge balance. The
summary report includes fund ID, fund description, master pledge amount, and pledge balance. Both formats provide totals. Select specific criteria to
narrow the report (e.g., gift types, funds, and campaigns).

*The pledges made after date is an important criterion for this report. For example, a donor pledges $500 on 2/15/98 with installments to begin on
3/10/98. The report has to be run with 2/15/98 in the pledges made after field to list the pledge.

Required:
Report start date

Report end date

Pledges made after date

Filters:
Constituency

Campaigns

Funds

Appeals

Sort Order:
Constituent name

Options:
Include regular pledges

Include matching gift pledges

Include outstanding pledges only

Detail and/or summary

Format one or two

Print address

Print telephone number

Print maiden name

Print organizational contact name
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Pledged But Not Paid Report

ThePledged But Not Paid Reportlists constituents who have made a pledge, but have never made a payment during the specified date range.

This report provides unpaid pledge information for all constituents or for a selected query. A start date, end date, or date range can be specified. The
report includes constituent name, pledge date, pledge type, fund name, reference, first payment due date, and the total pledge amount. Select specific
criteria to narrow the report (e.g., gift types, funds, and campaigns).

Note: Partially paid pledges are not shown on this report.

If a pledge, or an installment payment, has been written off it is not shown on this report.

Filters:
Constituency

Campaigns

Funds

Appeals

Sort Order:
Alphabetically or date

Options:
Include regular pledges

Include matching gift pledges

Pledge type (master or installment)

Print address

Print telephone number

Print maiden name

Print organizational contact name
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Chapter 5 — Analytical Reports

There are a variety of reports to analyze the giving habits of your constituents, performance of your solicitors, and effectiveness of your appeals. For
example, the Non-Contributors Report locates constituents who have not donated to your organization and the Solicitor Performance Analysis helps you
monitor your solicitors’ fund raising. Select parameters to narrow the report.

Analytical Reports can provide a query of the constituents for further analysis and use inThe Raiser’s Edge. For example, a query from the
Non-Contributors Report can help you decide who to send solicitations to for your next mailing usingRE:Mail. For information on procedures for
processing, printing, and exporting reports, see the Reports Overview chapter inThe Raiser’s Edge for Windows User’s Guide.

Section Preview
• TheDonor Category Report places constituents into giving clubs,

which are defined inConfigurationbased on their giving levels.

• TheSYBUNT Report identifies constituents who have given at any
time, but not during a specified date range. SYBUNT stands for
Some Year But Unfortunately Not This.

• TheLYBUNT Report identifies constituents who gave last year, but
have not given during a specified date range. LYBUNT stands for
Last Year But Unfortunately Not This.

• TheComparative Report compares two date ranges and reports
whether constituent giving has increased, decreased, or stayed the
same.

• TheNon-Contributors Report identifies constituents who have not
given a gift during the date range specified.

• TheFirst/Latest/Greatest Gift Report provides information about
when constituents made their first donation, their latest donation, and
their greatest donation.

• TheActual vs. Target Report compares the actual donations of
constituents with the target amounts in the constituent records.

• TheSolicitor Performance Analysistracks the progress of solicitors
toward their assigned goals.

• TheAppeals Analysisprovides names of donors and the amount
they gave to selected appeals to analyze the success of the appeals.

• TheAlumni Class Analysistracks donations made by alumni
groups.

• TheParent Class Analysistracks donations made by the parents of
alumni.

• TheCFAE Report collects the information required by the Council
For Aid to Education.

• TheTop Donors Report lists the top donors within a specified date
range. The number or percentage of donors can be specified.

• TheNew Donors Reportlists all first-time donors. The report finds
constituents who have not given before but have given during the
defined date range.

• TheConsecutive Years Reportlists constituents who gave at least
one gift per year in the specified date range.
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Donor Category Report

TheDonor Category Report divides constituents into giving clubs (e.g., sustainer, benefactor, and patron) based on the total amount given within a
specified period. Three Donor Category Tables can be created inConfigurationto define the giving clubs. Once defined inConfiguration, select the
tables on the Format tab of the Donor Category Report.

Donor category information is provided for all constituents or for a selected query. A start date, end date, or date range can be specified. You must select
a Donor Category Table on the Format tab. Category Tables are created inConfiguration. The report can be in detail format or summary format. The
detailed report includes constituent name, constituency (e.g., relationship to the organization), and amount given. Thesummary report includes donor
category, category giving level, number of constituents in the category, and amount given. Both formats provide totals. Select specific criteria tonarrow
the report (e.g., gift types, funds, and campaigns).

This report can also create totals within a group based on constituency codes (e.g., the benefactors group). For example, the report can show twelve
alumni gave $50,000 or ten trustees gave $85,000.

Required:
Donor category table (1, 2, or 3)

Filters:
Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Alphabetically or gift size

Options:
Include regular pledges

Include matching gift pledges

Detail or summary

Print each category on a new page

Print constituency

Print amount given

Print address

Print telephone number

Print maiden name

Print organizational contact name
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SYBUNT Report

This report identifies donors who have not given anything during the specified date range, but have given to your organization at some other time. The last
gift given and the date of that gift appear with the constituent’s name.SYBUNT stands for Some Year But Unfortunately Not This.

This report provides inactive donor information for all constituents or for a selected query. You must specify start and end dates. The report includes
constituent name, address, last gift amount, and date of last gift. Select specific criteria to narrow the report (e.g., gift types, funds, and campaigns).

Note: The date range for this report specifies a period when the donordid not give anything. In the phrase Some Year But Not This, “This” means the
period specified by the start date and end date.

Required:
Report start date

Report end date

Filters:
Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Constituent name

Options:
Print address

Print telephone number

Print maiden name

Print organizational contact name
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LYBUNT Report

This report locates those individuals who donated last year, but not during the specified date range. The report provides the constituent’s name, gift
amount, and the date of the last gift.LYBUNT stands for Last Year But Unfortunately Not This.

This report provides inactive donor information for all constituents or for a selected query. You must specify start and end dates. The report includes
constituent name, address, last gift amount, and date of last gift. Select specific criteria to narrow the report (e.g., gift types, funds, and campaigns).

Note: The date range is for the current year. The report uses the date range and reports on the corresponding date range for the previous year.

For example, if you enter 1/1/98 – 12/31/98, the report includes the period 1/1/97 – 12/31/97. If you enter 6/1/98 – 12/31/98, the report includes
the period 6/1/97 – 12/31/97.

Required:
Report start date

Report end date

Filters:
Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Constituent name

Options:
Print address

Print telephone number

Print maiden name

Print organizational contact name
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Comparative Report

TheComparative Report compares giving during two date ranges to determine whether constituent giving has increased, decreased, or stayed the same.
The report includes the constituent’s name, total given for each period, and variance. The variance can be shown as a percentage or in dollars.

This report compares giving information for all constituents or for a selected query. Two date ranges must be specified. The report includes giving
increases and/or decreases, constituent name, address, total given for period 1, total given for period 2, variance between periods, and grand totals. Select
specific criteria to narrow the report (e.g., gift types, funds, and campaigns).

Note: This report can be run to show only increases, which makes it useful for identifying your better donors. It can be run to show only decreases,
which is useful for identifying donors for solicitation. The report can show both increases and decreases.

Required:
Period 1 start date

Period 1 end date

Period 2 start date

Period 2 end date

Filters:
Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Constituent name

Options:
Variance (by percentage or currency)

Print address

Print telephone number

Print maiden name

Print organizational contact name
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Non-Contributors Report

TheNon-Contributors Report lists constituents who have not given during a specified date range. A start date, end date, or date range can be selected.
The report includes the constituent name and address. A telephone number can be included. Select specific criteria to narrow the report (e.g., gift types,
funds, and campaigns).

Filters:
Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Constituent name

Options:
Print address

Print telephone number

Print maiden name

Print organizational contact name
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First/Latest/Greatest Gift Report

TheFirst/Latest/Greatest Gift Report provides information about the first, greatest, and latest gifts for constituents within a specified date range.

This report provides gift information for all constituents or for a selected query. A start date, end date, or date range can be selected. The report includes
constituent name and address. The report can include first gift amount and date, largest gift amount and date, and latest gift amount and date, or any
combination of the three. You must select at least one. A telephone number can be included. Select specific criteria to narrow the report (e.g., gift types,
funds, and campaigns).

Filters:
Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Constituent name

Options:
Print first gift

Print greatest gift

Print latest gift

Print address

Print telephone number

Print maiden name

Print organizational contact name
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Actual vs. Target Report

TheActual vs. Target Report provides a comparison of the target amount with the amount the donor has actually given within a specified date range.
The target amount is pulled from the Bio 2 tab of the constituent record.

This report provides target and actual giving information for all constituents or for a selected query. A start date, end date, or date range can be selected.
The report includes constituent name and address, target amount, and actual amount given. A telephone number can be included. Select specific criteria
to narrow the report (e.g., gift types, funds, and campaigns).

Note: If no target amount is entered on the Bio 2 tab of the constituent record, the word “unknown” appears in the target amount column.

Filters:
Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Constituent name

Options:
Print address

Print telephone number

Print maiden name

Print organizational contact name
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Solicitor Performance Analysis
TheSolicitor Performance Analysistracks the progress of solicitors toward meeting their assigned goals. List detailed report by solicitor. The report
includes the constituents to whom they are assigned, amount each constituent gave, percentage of those who gave, total amount generated per solicitor,
solicitor’s goal, amount by which each solicitor is over or under their goal, number of constituents assigned, how many of those constituents gave, and the
percentage of those who gave. Three columns are available for defining Gift types.

This report provides solicitor performance information for all constituents or for a selected query. A start date, end date, or date range can be selected.
You can break down this report by fund or campaign. The Solicitors tab selects the solicitors, solicitor funds, or solicitor campaigns in the report.
Specifying informationon the Solicitors tabfilters constituents based on the information located on the Solicitor tab inConstituent Management. The
Campaign, Fund, and Appeals tabs filter based only on information in the constituent’s giving record. It is very important to understand the difference
before you run this report. Thedetailed report includes solicitor name, constituent name, and three columns of gift types (e.g., cash, pledged, and stocks).
The individual gifts or a summary of gift totals only can be included in the detailed report. Thesummary report includes solicitor name, goal,
over/(under), number of donors, donors out of number solicited, and percent donating. Select specific criteria to narrow the report (e.g., gift types, funds,
and campaigns).

Note: A gift record must have the solicitor credited to show on the report.

If a donor has a solicitor assigned to a campaign or fund used as a filteron the Solicitors tab, any gift to any fund from that donor credited to the
solicitor is shown on the report. Once the solicitor is credited, the fund or campaign receiving the gift does not matter.

For example, Blagg is a constituent in your database and Lloyd is listed as her assigned solicitor for the Annual Giving Fund. Blagg gives
$1000.00 to the Library Fund and credits the solicitation to Lloyd. If you run the report filtered only by Solicitor Fund specifying the Annual
Fund, Blagg’s gift appears. This is because Lloyd is listed as Blagg’s assigned solicitor for the Annual Fund although the gift was given to the
Library Fund. For this reason, it is important to use the Campaigns, Funds, and Appeals tabs to filter gifts from outside of your area of interest.

Filters:
Solicitors

Solicitor campaigns

Solicitor funds

Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Solicitor name

Options:
Detail or summary

Include non-givers

Include solicitors with no activity

Print each solicitor on a new page

Performance breakdown (by campaign or fund)

Print address

Print telephone number

Print maiden name

Print organizational contact name
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Appeals Analysis

TheAppeals Analysisprovides information to help analyze the success of appeals.

This report provides appeal performance information for all constituents or for a selected query. A start date, end date, or date range can be selected. The
report is listed by appeal name. The report can be in detail or summary format. Thedetailed report includes constituent name, gift date, fund name,
amount given, reference, percentage who are giving, amount over/(under) the goal, and goal for each appeal. Either individual gifts or gift totals can be
included in the detailed report. Thesummary report includes appeal name, amount given, goal, amount over/(under), number of donors, donors out of
number solicited, and percentage donating. Both formats provide totals. Select specific criteria to narrow the report (e.g., gift types, funds, and
campaigns).

Filters:
Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Constituent name

Options:
Detail or summary

Include non-givers

Include appeals with no activity

Print each appeal on a new page

Gift reporting (by individual gift or totals only)

Print address

Print telephone number

Print maiden name

Print organizational contact
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Alumni Class Analysis Report

TheAlumni Class Analysistracks donations made by alumni. The detailed report lists each constituent's name by class year with the individual amounts
given or total amounts given during a specified date range. A summary report in which each class year appears with the total donations, number of gifts,
and percent of participation is also available.

Note: To appear on the Alumni Class Report, the constituent’s education record must be marked “Primary Alumni Information” and a constituent code
of AL (alumni) the must be entered on the Bio 2 tab.

This report provides alumni giving information for all constituents or for a selected query. A start date, end date, or date range can be selected. You must
select one or more alumni codes. The report is listed by class year. The detailed report for individual gifts includes constituent name and address, gift
date, fund description, amounts given, and reference. Thedetailed report for totals includes constituent name and address, amounts given in three
categories (e.g., cash, stocks, gift-in-kind), and total amount given. Thesummary report includes class year, amount, number of gifts, and participation
(number of donors, out of number solicited, and percent). Select specific criteria to narrow the report (e.g., gift types, funds, and campaigns).

Note: The preferences set forAnonymousgifts affect this report. For example, if a donor gives $100 to the Annual Fund and then gives $500
anonymously to the Building Fund, the report shows two donors if the preference is set to “Use Anonymous.”

Filters:
Alumni codes

Class years

Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Class year

Options:
Detail or summary

Include non-givers

Include classes with no activity

Print each class on a new page

Gift reporting (by individual gift or totals only)

Print address

Print telephone number

Print maiden name
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Parent Class Analysis

TheParent Class Analysistracks donations made by parents of alumni. The detailed report lists each parent name by class year with the individual
amounts given or the total given during a specified date range. The summary report is list by class year.

Note: To appear on the Parent Class Analysis Report, there must be a parent-child relationship established in the constituent records and the parent must
have an AL (alumni) constituency code on the Bio 2 tab of their record. Establish Relationships inConstituent Management. In addition, the
child’s education record must be marked “Primary Alumni Information.”

This report provides parental giving information for all constituents or for a selected query. A start date, end date, or date range can be selected. You must
select one or more parent codes and children codes. The report can be in detail or summary format. Both formats break down by class year.

Thedetailed report includes constituent name, gift date, fund description, amount given, reference. Individual gifts or gift totals can be included in the
detailed report. Thesummary report includes class year, amount given, number of gifts, number of donors, donors out of number solicited, and
percentage of participation. Select specific criteria to narrow the report (e.g., gift types, funds, and campaigns).

Note: The preferences set forAnonymousgifts affect this report. For example, if a donor gives $100 to the Annual Fund and then gives $500
anonymously to the Building Fund, the report shows two donors if the preference is set to “Use Anonymous.”

Filters:
Class years

Parent codes

Children codes

Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Class year

Options:
Attribute to oldest, youngest, or split evenly

Detail or summary

Include non-givers

Include classes with no activity

Print each class on a new page

Gift reporting (by individual gift or totals only)

Print address

Print telephone number
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CFAE Report

This report provides the information necessary to complete theSurvey of Voluntary Support of Educationas required by theCouncil For Aid to
Education. The report, generated byThe Raiser’s Edge, cannot replace of the actual CFAE Report, but it can gather the required information. You must
specify start and end dates. The report can be run for independent schools or colleges. You must select campaigns, funds, or fund categories as the basis
for the report.

Required:
Report start date

Report end date

Filters:
Campaigns

Funds

Appeals

Options:
Independent school or college
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Top Donors Report

TheTop Donors Report lists the top donors within a specified date range. Define the number or percentage of donors to be included in the report on the
Format tab. For example, the report can be limited to the top twenty donors or the top ten percent of donors. The report ranks each donor showing the
total number of gifts and total amount given.

This report provides giving level information for all constituents or for a selected query. A start date, end date, or date range can be selected. The report
can include top donors by count or percentage (e.g., top five donors or top ten percent of donors) with the report title changing automatically to reflect this
choice. List the report by donor names alphabetically or by gift size. The report includes rank, constituent name, number of gifts, and total amount given.
Select specific criteria to narrow the report (e.g., gift types, funds, and campaigns).

Note: You can graph the Top Donors Report. For more information, refer to the section on graphing a report’s output in the Reports Overview chapter
of The Raiser’s Edge for Windows User’s Guide.

Required:
Count or percentage to be displayed

Filters:
Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Gift size or constituent name

Options:
Percentage or count

Print address

Print telephone number

Print maiden name

Print organizational contact
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New Donors Report

TheNew Donors Reportlists all first-time donors within the specified date range. The constituent’s name, gift amount, gift type, gift date, and
description of the fund and the appeal are included on the report.

This report provides first-time donor information for all constituents or for a selected query. You must select a date range. The report includes constituent
name, gift type, date of first gift, first gift amount, fund name, and appeal name. Select specific criteria to narrow the report (e.g., gift types, funds, and
campaigns).

Required:
Report start date

Report end date

Filters:
Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Constituent name

Options:
Print address

Print telephone number

Print maiden name

Print organizational contact
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Consecutive Years Given Report

TheConsecutive Years Reportanalyzes the number of years in a row constituents have given.

This report provides giving information for all constituents or for a selected query. You must select a date range. The report includes constituent name,
consecutive years of giving, total amount given, and average amount given per year. Select specific criteria to narrow the report (e.g., gift types, funds,
and campaigns).

Note: The date range should be for the year from which you want to look back, not the entire number of years you want considered. The number of
consecutive years a constituent must have given to qualify is designated on the Format tab. For example, if you want donors who have given for
the past five consecutive years, enter the current year, not all five years for start and end dates.

The preferences set forAnonymousgifts affect this report. For example, if a donor gives $100 to the Annual Fund and then gives $500
anonymously to the Building Fund, the report shows two donors if the preference is set to “Use Anonymous.”

Required:
Report start date

Report end date

Number of consecutive years

Filters:
Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Consecutive years or constituent name

Options:
Print address

Print telephone number

Print maiden name

Print organizational contact
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Chapter 6 — Demographic and Statistical Reports
Demographic and Statistical Reports provide summary totals, percentages, and averages of gifts or donors based on your selection from a list of available
fields. These reports summarize information to determine how, when, and where gifts were raised (constituent names are not included these reports).For
example, find out what day in the month produced the most income, which ZIP code has the highest average giving per constituent, what the geographic
breakdown of constituents is, etc. In addition, you can analyze the progress of a campaign by new income generated. For information on procedures such
as processing, printing, and exporting reports, see the Reports Overview chapter ofThe Raiser’s Edge for Windows User’s Guide.

Note: You can graph the Demographic and Statistical Reports. For more information, refer to the section on graphing a report’s output in the Reports
Overview chapter ofThe Raiser’s Edge for Windows User’s Guide.

Section Preview
Demographic and Statistical Reports gather information for analyzing
constituent demographics, giving patterns, and membership trends. Both
reports use report fields and the associated field values to produce
statistics, summaries, comparisons, and tallies.

• Statistical Reportsshow a breakdown by selected field and field
values of the number of constituents, number of gifts, total given,
average given per constituent, and information about participation
rates for a specified period.

• Comparison Reportscompare date ranges for selected field and
field values.

• Summary Reportssummarize information from up to five date
ranges based on selected field and field values.

Note: The Statistical Report, Comparative Report, and Summary
Report are very similar, except for the number of years they
display. List all three reports by the number of donors, total
given, and average given for the selected field value. List
Statistical Reports by the number of gifts given and each
field value percent of the total given. List Comparison
Report by a variance between two years based on dollar
amounts or percentage.

• Tallies total the number of constituents with a specific value in a
field. The field and field value are selected by the user.

Note: Constituent names do not appear on the Demographic or
Statistical Reports.
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Statistical Reports

A Statistical Report breaks down the number of constituents, number of gifts, total given, average given per gift, and information about participation by
selected field and field values. This is a summary report.

This report provides demographic information for a selected field and associated field values. A start date, end date, or date range can be selected. You
must select a field to use (e.g., age group, profession, or region) from the drop-down menu. You can select one or more field values associated with the
field to use. This report includes field values, total given, average given, and percent of total donations.* Additional information varies by the field to use
selected. Totals for all columns are included as well. Select specific criteria to narrow the report (e.g., gift types, funds, and campaigns).

*Percent of total donations means if five people gave $100 out of the $1000 goal, then only 10% gave.

Note: Constituents, who do not have an entry in the selected field, are grouped under “unknown.”

Required:
Varies by the field selected

Filters:
Gift types

Constituency

Campaigns

Funds

Appeals

Sort Order:
Field

Options:
Field

Field values

The available options vary by the field selected
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Comparisons and Summaries Reports

TheComparison and Summary Reportsprovide comparisons of date ranges for selected field and field values. You must define two date ranges for the
Comparison Report. Up to five date ranges can be defined for the Summary Report. Both reports show the number of constituents and gifts, total amount
given, and average gift amount.

These reports provide comparison or summary demographic information for selected field and field values. You must select a field to use (e.g., age group,
zip code, or gift size) from the drop-down menu. You can select one or more field values associated with the field to use. Two date ranges must be
selected for Comparison Report, and up to five date ranges can be selected for Summary Report.

TheComparative Report includes number of donors, total amount given, and average amount given for the two date ranges selected.

TheSummary Report includes number of gifts, total amount given, and average amount given for each date range.

Both reports include grand totals. Select specific criteria to narrow the report (e.g., gift types, funds, and campaigns).

Note: Constituents who do not have an entry in the selected field are grouped under “Unknown.”

Required:
Varies by the field selected

Filters:
Constituency

Campaigns

Funds

Appeals

Sort Order:
Field selected

Options:
Total on gifts or constituent

Field

Field values

Variance by dollars or percentage (Comparison Report only)

The available options vary by the field selected
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Tallies

Tallies provide a count of constituents associated with selected field and field values. The report also gives the percentage of constituents associated with
the selected values.

This report also provides a tally of demographic information for a selected field. You must select a field to use (e.g., age group, state, or country) from the
drop-down menu. You can select one or more field values associated with the field to use. The report includes total number in field, percent of total, and
grand total.

Note: Constituents without an entry in the selected field are grouped under “Unknown.”

Required:
Varies by the field selected

Filters:
Constituency

Sort Order:
Field selected

Options:
Field

Field values

Exclude selected attributes

The available options vary by the field selected

Note: Running this report based on constituency tallies the primary
constituency (primary constituency is the first entry listed under
constituency code on the Bio 2 tab). This is the only report in
The Raiser’s Edgecontaining this information.
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Chapter 7 — Action Reports

Action Reports track action assignments. List the actions assigned as a task for each user, produce summaries of the number of constituents assigned an
action type, or print a detailed report of a constituent’s action history. For information on procedures to print and export reports, see the Reports Overview
chapter inThe Raiser’s Edge for Windows User’s Guide.

Section Preview
• TheAction Detail Report lists all actions within the selected date

range and can include action attributes.

• TheAction Summary Report provides the number of constituents
with each action type. The report is a summary, so constituent
names do not appear.

• TheTickler Report lists solicitors and corresponding actions.

• TheConstituent Action History provides a detailed history of all
actions for a constituent.

• TheAction Reminder Report acts as a “to do” list for Raiser’s
Edge users. Action reminders for the selected date range appear in
the order of their assigned priority.
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Action Detail Report

TheAction Detail Report lists all of the actions in the selected date range. Actions are listed in date order with solicitor and constituent names and
detailed information about the action.

This report provides detail information for actions associated with selected constituents. All, selected, or a single record can be included in the report. A
start date, end date, or date range can be specified. The report includes action date, constituent name, action type, solicitor name, time, letter type, action
notes, and action attributes. Select specific criteria to narrow the report (e.g., action type, action status, and constituency).

Filters:
Action type

Action status

Constituency

Sort Order:
Date

Options:
Include action notes

Include action attributes

Select priority (all, high, medium, or low)

Select all or one solicitor
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Action Summary Report

TheAction Summary Report provides a count of assigned actions either by solicitor or action type. Constituent names do not appear on the report.

This report provides a tally of action types associated with selected constituents. A start date, end date, or date range can be specified. All, selected, or a
single record can be included in the report. You can break down this report by solicitor name or action type. TheSolicitor report provides a count of
assigned actions. TheAction Type report provides a count of actions. Select specific criteria to narrow the report (e.g., action type, action status, and
constituency).

Note: You can graph the Action Summary Report. For more information, refer to the section on graphing a report’s output in the Reports Overview
chapter ofThe Raiser’s Edge for Windows User’s Guide.

Filters:
Action types

Action status

Constituency

Sort Order:
Action type or solicitor name

Options:
Select priority (all, high, medium, low)

All solicitors or one solicitor
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Tickler Report

TheTickler Report lists solicitors and actions the solicitors have been assigned. Constituent information and action type are included. Notes or
comments may also be included. This report is often used as an individual’s “To Do List.” The Action Reminder Report provides a similar list for system
users responsible for assigning actions.

This report provides a list of actions associated with selected constituents. A start date, end date, or date range can be specified. All, selected, ora single
record can be included in the report. You can break down this report by solicitor name or action date. The report includes solicitor name, action date,
time, action type/constituent name, and telephone number(s). Action notes can be included in the report. Select specific criteria to narrow the report (e.g.,
action type, action status, action priority, and constituency).

Filters:
Action types

Action status

Constituency

Sort Order:
Solicitor name or date

Options:
Include all solicitors or one solicitor

Select action priority (all, high, medium, or low)

Print telephone number (none, one, or two)

Print Action notes

Print one solicitor per page
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Constituent Action History

TheConstituent Action History provides a detailed action history for each constituent in the selected date range. This report is useful for bringing
solicitors and board members up to date on actions taken in the past.

This report provides detailed action history information for selected constituents. A start date, end date, or date range can be specified. All, selected, or a
single record can be included in the report. The report includes constituent name, action date, action type, solicitor/contact name, and action status.
Action notes can be included in the report. Select specific criteria to narrow the report (e.g., action type, action status, and constituency).

Filters:
Action types

Action status

Constituency

Sort Order:
Constituent name

Options:
Select priority (all, high, medium, low)

All or one solicitor
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Action Reminder Report

TheAction Reminder Report provides a list of entered action reminders. This report makes an excellent “Assignment Checklist” for system users
responsible for assigning actions.

This report provides a list of action reminders associated with selected constituents. A start date, end date, or date range can be specified. All, selected, or
a single record can be included in the report. The report is listed by the name of the person to be reminded. This is the name in the auto-remind frame
when the action is entered inConstituent Management. The report includes action date, time, constituent name, and action type. Select specific criteria to
narrow the report (e.g., action type, action status, and constituency).

Filters:
Action types

Action status

Constituency

Sort Order:
User name

Options:
Select priority (all, high, medium, low)

All or one user

Print one user per page
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Chapter 8 — Tribute Reports

RE:TributeenhancesThe Raiser’s Edgeby giving you the tools to track donations made in honor or memory of an individual. You can enter the honored
constituent or family members as an acknowledgee and then notify them of donations attributed to the honor/memorial. Specialized reports help you track
who is being honored or memorialized, what has been given, who the donors are, and who the acknowledgees are.

Section Preview
• TheHonor/Memorial Directory lists each tribute record with the

name of the person being honored or memorialized and the name(s)
of the person(s) (acknowledgees) who should be notified when a
donation is made to the honor or memorial.

• TheHonor/Memorial Summary List provides an overview of
information in the honor/memorial records.

• TheHonor/Memorial Gift Report provides detailed information
about honor/memorial gifts.

• TheList of Honor/Memorial Contributors lists constituents who
gave a donation in honor or memory of another constituent.
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Honor/Memorial Directory

TheHonor/Memorial Directory lists each tribute record with the name of the person being honored or memorialized and the name of the persons
(acknowledgees) who should be notified when a donation is made to the honor or memory of the constituent.

This report provides a directory of honor and memorial records. A start date, end date, or date range can be specified. All, selected, or a single recordcan
be included in the report. The report is listed by the name of the person being honored or memorialized, and includes the honor/memorial date, and a list
of acknowledgees. The acknowledgee list includes constituent name and address, constituent ID, and relationship to the person being honored or
memorialized. The report can include active and/or inactive honor/memorial records. Select honor/memorial type and constituency to narrow the report.

Filters:
Honor/memorial type

Constituency

Sort Order:
Name of person being honored or memorialized

Options:
Select records (active and/or inactive)

Include records with no activity

Print one honor/memorial per page

Print acknowledgee address

Print acknowledgee telephone number
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Honor/Memorial Summary List

TheHonor/Memorial Summary List provides an overview of information in the honor/memorial records. The name of the person being honored or
memorialized, honor/memorial type, date the tribute was established, whether the honor/memorial is active, and the honor/memorial constituent IDare
included on the report.

This report provides summary honor and memorial information for selected records. All, selected, or a single record can be included in the report. The
report is listed by the name of the person being honored or memorialized; and includes the honor/memorial name, type, and date; constituent ID; and
whether the honor/memorial record is active or inactive. The report can include active and/or inactive honor/memorial records. Select honor/memorial
type and constituency to narrow the report.

Filters:
Honor/Memorial type

Constituency

Sort Order:
Name of person being honored or memorialized

Options:
Select records (active and/or inactive)

Include records with no activity
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Honor/Memorial Gift Report

TheHonor/Memorial Gift Report provides detailed information about honor/memorial gifts. Each gift is listed on the report with the gift type, amount,
and fund description. A total of donations for each honor/memorial record and a grand total are provided.

This report provides detailed honor and memorial information for selected records. A start date, end date, or date range can be specified. All records,
selected records, or a single record can be included in the report. This report is listed by the name of the person being honored or memorialized, and
includes the gift date, constituent name, fund description, gift type, amount given, reference, number of gifts, subtotal amount given, and grand total
amount given. The report can include active and/or inactive honor/memorial records. Select specific criteria to narrow the report (e.g., constituency, gift
type, and appeals).

Filters:
Honor/Memorial types

Constituency

Gift types

Campaigns

Funds

Appeals

Sort Order:
Name of person being honored or memorialized

Options:
Select records (active and/or inactive)

Print one honor/memorial per page

Breakdown by honor/memorial type
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List of Honor/Memorial Contributors

TheList of Honor/Memorial Contributors lists constituents who gave a donation in honor or memory of another constituent. Each contributor is listed
with his or her address. A telephone number and acknowledgement information can be included.

This report provides a list of honor and memorial contributors associated with selected records. A start date, end date, or date range can be specified. All
records, selected records, or a single record can be included in the report. The report is listed by the name of the person being honored or memorialized,
and the contributor name and address. You can include the contributor telephone number or address, and acknowledgee information. This report can
include active and/or inactive honor/memorial records. Select specific criteria to narrow the report (e.g., constituency, gift type, and campaigns).

Note: This report does not list gift amounts. For this reason, it is a good source for newsletter articles about donors and honor/memorial gift giving.

Filters:
Honor/memorial type

Constituency

Campaign

Fund

Appeal

Sort Order:
Name of person being honored or memorialized

Options:
Select records (active and/or inactive)

Print one honor/memorial per page

Include acknowledge information

Print address

Print telephone

Print one acknowledge recipient per page
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Chapter 9 — Campaigns, Funds, and Appeals Reports

These specially designed reports help you track the progress of campaigns, funds, and appeals, and analyze the success of your efforts. These reports
compare costs versus income, actual income to a goal, or produce a profile or list of campaigns, funds, and appeals. For information on procedures suchas
processing, printing, and exporting reports, please see the Reports Overview chapter ofThe Raiser’s Edge for Windows User’s Guide.

Section Preview
• TheCampaign Performance Analysiscompares the number of

donors and the number of gifts given within a specified date range
with a campaign’s goal.

• TheCampaign Progress Reporttracks the progress of a campaign
toward its goal.

• TheCampaign Profile provides a basic campaign description based
on information when the campaign was entered inCampaigns,
Funds, and Appeals.

• TheCampaign Summary List provides an overall view of a
campaign and the default fund associated with the campaign.

• TheFund Performance Analysisprovides an analysis of the
number of donors and their gift giving within a specified date range
compared with the fund’s goal.

• TheFund Profile provides a basic fund description and a list of the
associated general ledger accounts based on information when the
fund was entered inCampaigns, Funds, and Appeals.

• TheFund Summary List provides an overall view of the fund and
the campaign associated with the fund.

• TheAppeal Performance Analysistracks the performance of an
appeal.

• TheAppeal Cost Breakdownreports in detail the expenditures
related to an appeal. This is particularly useful in tracking total costs
of an appeal to determine if it was a success.

• TheAppeal Profile provides a brief appeal description based on
information when the appeal was entered inCampaigns, Funds, and
Appeals.

• TheAppeal Summary List provides an overview of the appeal and
the campaigns associated with the appeal.
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Campaign Performance Analysis

TheCampaign Performance Analysisanalyzes the number of donors and the number of gifts given to a campaign during a specified date range
compared with the campaign’s goal. The report includes the average given per donor, average size of gift, total given to the campaign, amount over or
under the goal, and percent of goal. The report does not include constituent names.

This report provides an analysis of campaign performance for all constituents or for a selected query. A start date, end date, or date range can be specified.
The report includes campaign ID, campaign description, number of donors, average per donor, number of gifts, average per gift, total given, goal, amount
over/(under), and percent of goal. Select specific criteria to narrow the report (e.g., constituency, gift type, and appeals).

Note: You can graph the Campaign Performance Analysis. For more information, refer to the section on graphing a report’s output in the Reports
Overview chapter ofThe Raiser’s Edge for Windows User’s Guide.

Filters:
Gift type

Constituency

Attributes

Campaigns

Funds

Appeals

Sort Order:
Campaign ID
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Campaign Progress Report

TheCampaign Progress Reporttracks the progress of a campaign toward its goal. Only “new dollars” given within the specified date range are reported
in the Income column of the report. “New dollars” includes any cash or payment toward a new pledge falling within the date range of the report. A
payment to a pledge made outside of the date range of the report is not considered new dollars. The number of donors, outstanding pledges, number of
donors who pledged, and an overall total, which includes the income column and the outstanding pledges, are also shown on the report. Additional
information regarding participation, percent to goal, and total number of donors appears as well.

This report provides campaign progress information for all constituents or for a selected query. A start date, end date, or date range can be specified. The
report includes constituent code, income, number of donors who gave, outstanding pledges, number of donors who pledged, and total income+pledges,
total number of donors, number of constituents solicited, and percent participation. Target amounts, over/(under) target, and percent of targetedamount
are given for both the campaign and associated fund. Select specific criteria to narrow the report (e.g., constituency, gift type, and appeals).

Note: This reports on the progress of different constituency codes within specified campaigns. Most commonly, the report is run for a single campaign
at a time with the campaign name entered as the subheading.

Filters:
Attributes

Constituency

Campaigns

Funds

Appeals

Sort Order:
Constituency Code
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Campaign Profile

TheCampaign Profile provides a basic description of the campaign based on information when the campaign was entered inCampaigns, Funds, and
Appeals.

This report provides a profile of selected campaigns. A start date, end date, or date range can be specified. The report includes campaign ID, campaign
description, goal, and default fund. Each campaign can be displayed on a separate page.

Filters:
Campaigns

Sort Order:
Campaign ID

Options:
Print each campaign on a separate page
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Campaign Summary List

TheCampaign Summary List provides an overall summary of information associated with a campaign. A start date, end date, or date range can be
specified. The report includes campaign ID, campaign description, campaign goal, default fund, and the total number of campaigns listed.

Note: You can graph the Campaign Summary List. For more information, refer to the section on graphing a report’s output in the Reports Overview
chapter ofThe Raiser’s Edge for Windows User’s Guide.

Filters:
Campaigns

Sort Order:
Campaign ID
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Fund Performance Analysis

TheFund Performance Analysisprovides information for analyzing the performance or success of a fund. The report includes the number of donors,
average given per donor, number of gifts given, average size of gifts given, total amount given, amount over or under the goal, and percent of goal.

Fund performance analysis information can be listed for all constituents or for a selected query. A start date, end date, or date range can be specified. The
report includes fund ID, fund description, number of donors, average gift per donor, number of gifts, average amount per gift, total amount given, fund
goal, over/(under), and percent of goal. Select specific criteria to narrow the report (e.g., constituency, gift type, date range, and appeals).

Note: You can graph the Fund Performance Analysis. For more information, refer to the section on graphing a report’s output in the Reports Overview
chapter ofThe Raiser’s Edge for Windows User’s Guide.

Filters:
Attributes

Constituency

Campaigns

Funds

Appeals

Sort Order:
Fund ID
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Fund Profile

TheFund Profile provides a basic profile for all or selected funds based on information when the fund was entered inCampaigns, Funds, and Appeals.

A start date, end date, or date range can be specified. The report includes fund ID, fund description, fund goal, fund category, associated campaign name,
restricted, notes, and a summary of general ledger accounts activity associated with the selected funds. You can display each fund on a separate page.

Filters:
Funds

Sort Order:
Fund ID

Options:
Print each fund on a separate page
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Fund Summary List

TheFund Summary List provides you with general information about the fund. This includes the fund goal, the campaign to which the fund was
assigned, the start and end dates, and the fund category.

Note: You can graph the Fund Summary List. For more information, refer to the section on graphing a report’s output in the Reports Overview chapter
of The Raiser’s Edge for Windows User’s Guide.

Filters:
Funds

Sort Order:
Fund ID
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Appeal Performance Analysis

TheAppeal Performance Analysistracks the success or performance of an appeal. The report includes calculations of the response percentage, total cost
of the appeal, cost per gift, and cost per donor. This report is extremely useful for comparing the results obtained from different types of appeals.

You can include appeal performance analysis information for all constituents or for a selected query. A start date, end date, or date range can be specified.
The report includes appeal ID, appeal description, number of solicitations, number of gifts, number of donors, percent response, total given, average per
gift, average per donor, goal, over/(under), total cost, cost per gift, and cost per donor calculations. Select specific criteria to narrow the report (e.g.,
constituency, gift type, and appeals).

Note: You can graph the Appeal Performance Analysis. For more information, refer to the section on graphing a report’s output in the Reports
Overview chapter ofThe Raiser’s Edge for Windows User’s Guide.

Filters:
Attributes

Constituency

Campaigns

Funds

Appeals

Sort Order:
Appeal ID
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Appeal Cost Breakdown

TheAppeal Cost Breakdownreports in detail the expenditures related to an appeal. This is particularly useful for tracking the total costs of an appeal to
determine if it was a success.

You can include cost information for all or selected appeals. A start date, end date, or date range can be specified. The report includes appeal ID, appeal
description, expense description, comment, date, expense amount and subtotals, and grand total.

Filters:
Appeals

Sort Order:
Appeal ID
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Appeal Profile

TheAppeal Profile provides a brief description of the appeal based on information when the appeal was entered inCampaigns, Funds, and Appeals.

You can include profile information for all or selected appeals. A start date, end date, or date range can be specified. The report includes appeal ID,
appeal description, goal, campaign name, number solicited, and notes. Where applicable, expense, comment, expense date, and expense amount are
included. Enter appeal expense information inCampaigns, Funds, and Appeals. You can display each appeal on a separate page.

Filters:
Appeals

Sort Order:
Appeal ID

Options:
Print each appeal on a separate page
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Appeal Summary List

TheAppeal Summary List provides general overview of an appeal, including the description, start and end dates, goal, and associated campaign name.
The summary list does not show expenses or gifts.

You can include summary information for all or selected appeals. A start date, end date, or date range can be specified. The report includes appeal ID and
description, goal amount, and campaign name.

Note: You can graph the Appeal Summary List. For more information, refer to the section on graphing a report’s output in the Reports Overview
chapter ofThe Raiser’s Edge for Windows User’s Guide.

Filters:
Appeals

Sort Order:
Appeal ID





The Raiser's Edge for Windows Reports Manual Alumni Reports Chapter 10-1

Chapter 10 — Alumni Reports

RE:Alumis designed specifically for schools, colleges, and universities.RE:Alumincludes additional information and reporting capabilities to help you
reach, solicit, and better manage your alumni constituency. Also, you can access and list alumni by maiden name, if needed.

TheEducatebutton, on the Bio 1 tab of a constituent record, accesses current and past education information. On each education record, you can store
detailed information including the degree earned, GPA, and year of graduation, and define Attributes about the constituent’s education. Define the
education attributes inConfiguration.

Section Preview
• TheAlumni Class List lists alumni with class years, addresses, and

telephone numbers. This list helps plan appeals directed at alumni or
plan class reunions.

Note: To appear on the Alumni Class List, the constituent’s
education record must be marked “Primary Alumni
Information.”

• TheParent Directory lists parents of alumni with the alumni’s
address and telephone number. The directory helps plan appeals
directed toward alumni and their parents.

Note: To appear on the Parent Directory, there must be a
relationship established in the constituent records.
Relationships are established inConstituent Management.

• TheGrandparent Directory lists grandparents of alumni with their
addresses and telephone numbers. The directory helps plan appeals
directed toward alumni and their grandparents.

Note: To appear on the Grandparent Directory, there must be a
relationship established in the constituent records.
Relationships are established inConstituent Management.

• TheProfessional Directory lists constituents by their profession.
This report helps design appeals for particular professions.
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Alumni Class List

TheAlumni Class List lists alumni with their class year. Two columns are available for displaying address and telephone information. One, several, or
all classes can be selected. This report is very useful in generating reunion lists.

This report lists alumni for all or selected class years. List the report by alumni names alphabetically or by class year. Two addresses and telephone
numbers can be included in the report. For example, the primary address and home telephone number, and the business address and mobile telephone
number can be included. The report includes class year, alumni name, address(es), and telephone number(s). You can display each class year on a
separate page.

Note: To appear on the Alumni Class Report the constituent’s education record must be marked “Primary Alumni Information.”

Required:
Alumni code

Filters:
Alumni codes

Class Years

Attributes

Sort Order:
Alphabetically or class year

Options:
Base on last name or maiden name

Create output query

List deceased attribute for deceased alumni

Print address

Print telephone number

Print each class year on a separate page
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Parent Directory

TheParent Directory lists the parents of alumni and is great to use as a directory. Two columns are available for displaying address and telephone
information. One, several, or all classes can be selected. There must be a parent-child relationship established in the constituent records for the parent to
appear in the directory. Relationships are established inConstituent Management.

List the report by parent names alphabetically or by class year. Two addresses and telephone numbers can be included in the report. For example, the
primary address and home telephone number, and the business address and mobile telephone number can be included. The report includes class year,
parent name(s), parent address(es) and telephone number(s), and the alumni’s name.

Note: To appear on the Parent Directory, there must be a relationship established in the constituent records. Relationships are established inConstituent
Management.

Required:
Parent code

Children code

Filters:
Attributes

Parent codes

Children codes

Class years

Sort Order:
Alphabetically or class year

Options:
Create output query

Print address

Print telephone number

Print each class on a separate page
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Grandparent Directory

TheGrandparent Directory lists grandparents of alumni and can be used as a directory. Two columns are available for displaying address and telephone
information. One, several, or all classes can be selected. There must be a grandparent-child relationship established in the constituent records for the
grandparent to appear in the directory. Relationships are established inConstituent Management.

List the report by grandparent names alphabetically or by class year. Two addresses and telephone numbers can be included in the report. For example,
the primary address and home telephone number, and the vacation address and vacation telephone number can be included. The report includes class year,
grandparent name(s), address(es), and telephone number(s), and the alumni’s name.

Note: To appear on the Grandparent Directory, there must be a relationship established in the constituent records. Relationships are established in
Constituent Management.

Required:
Grandparent code

Grandchildren code

Filters:
Attributes

Grandparent codes

Grandchildren codes

Class years

Sort Order:
Alphabetically or class year

Options:
Create output query

Print address

Print telephone number

Print each class on a separate page
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Professional Directory

TheProfessional Directorylists constituents by their profession. Two columns are available for displaying address and telephone information. One,
several, or all professions can be included. This report helps design appeals for particular professions.

Two addresses and telephone numbers can be included in the report. For example, the business address and mobile telephone number, and the primary
address and home telephone number can be included. List the report by constituent names alphabetically or by profession. The report includes constituent
name, profession, spouse name, address(es), and telephone number(s). The constituent’s position appears if thePrint position checkbox is marked on
their constituent record. The spouse’s professional category can be included in the report. Select profession code and constituency to narrow the report.

Note: This report is not limited to alumni or relations of alumni. Professional information is pulled from the constituent’s business record.

Filters:
Attributes

Professional codes

Constituency

Sort Order:
Alphabetically or profession

Options:
Print spouse information

Print address

Print telephone number

Print each profession on a separate page
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Chapter 11 — Membership Reports

Section Preview
• TheMembership List by Category lists constituents grouped by

their membership category.

Note: If a constituent is a member of more than one category, the
constituent’s name appears in all appropriate groupings.

• TheMembership List by Type lists constituents grouped by their
Membership Type (e.g., renew-upgrade, renew-downgrade, or new
member).

• TheMembership Directory lists constituents alphabetically who
have a current membership on the selected date.

• TheNew Member Report lists constituents with new memberships
starting within the specified date range.

• TheRenewal Reportlists constituents whose memberships have
been renewed within the specified date range.

• TheRejoin Report lists constituents who were dropped from active
membership, but have rejoined within a specified date range.

Note: A rejoin transaction is required to move a member from a
dropped status to an active status.

• TheLapsed Member Report lists constituents whose memberships
lapsed before the selected date.

Note: Lapsed members are members who do not have a current
membership, but have not yet been dropped. A drop
transaction is required to remove lapsed members from
active status.

• TheMembership Given By Report lists constituents who received
their memberships as gifts.

• TheDropped Membership Report lists constituents who have been
dropped from active membership.

Note: A drop transaction is required to delete members from active
status. Lapsed members are members who do not have a
current membership, but have not yet been dropped.

• TheMembership Dues Reportprovides information about the
income generated from memberships within the specified date range.

• TheMembership Statistics by Categoryprovides a count of
members in each membership category within the specified date
range.

• TheComparative Membership Statisticsprovides a comparison of
membership categories for specified date ranges.

• TheMonthly Statistical Analysis summarizes membership activity
by month.

• TheRenewal Projection Reportprojects income from various
levels (percentages) of membership renewals.
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Membership List by Category

TheMembership List by Category lists constituents grouped by their Membership Category. A constituent’s address and telephone number may be
included. Select the members as of date to narrow the report.

Note: If a constituent is a member of more than one category, the constituent’s name appears in all appropriate groupings.

You can include a list of constituents by membership category for all constituents or a selected query. You must select a members as of date and one or
more membership types (e.g., new, renew, and rejoin). This report is listed by membership category (e.g., benefactor, lifetime, or student), and includes
member name and address. A telephone number can be included. Select constituency, category, and contacts to narrow the report.

Required:
Member as of date

Membership type

Filters:
Constituency

Membership categories

Membership types

Sort Order:
Membership category by constituent key name within the categories

Options:
Organizational contact name

Print maiden name

Print address

Print telephone number

Print each category on a separate page
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Membership List by Type

TheMembership List by Type lists constituents grouped by their membership type (e.g., renew-upgrade, renew-downgrade, or new member). A
constituent’s address and telephone number can be included in the report. Select the members as of date to narrow the report.

You can include a list of membership types for all constituents or for a selected query. You must select a members as of date and one or more membership
types (e.g., new, renew, and rejoin). The report is listed by membership type, and includes member name, address, and membership category. A
telephone number can be included. Select constituency, category, and contacts to narrow the report.

Required:
Member as of date

Membership type

Filters:
Constituency

Membership categories

Membership types

Sort Order:
Membership type by constituent key name within the type

Options:
Print organizational contact name

Print maiden name

Print address

Print telephone number

Print each type on a separate page
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Membership Directory

TheMembership Directory lists constituents alphabetically who have a current membership on the selected date. Membership category and spouse’s
name are also listed. A constituent’s address and telephone number can be included in the report. The report can be limited to specific membership
categories and types.

You can create a membership directory for all constituents or for a selected query. You must select a members as of date and one or more membership
types (e.g., new, renew, and rejoin). List the report by member names alphabetically. The report includes member name and address, membership
category, membership expiration date, and spouse name. A telephone number can be included in the report. Select constituency, category, and contacts to
narrow the report.

Required:
Member as of date

Membership type

Filters:
Constituency

Membership categories

Membership types

Sort Order:
Alphabetically by constituent name, key name, and addressee/salutation

Options:
Organizational contact name

Print maiden name

Print address

Print telephone number
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New Member Report

TheNew Member Report lists constituents with new memberships starting within the selected date range. Select membership categories to narrow the
report. You must specify start and end dates. The report includes member name, membership category, joined on date, and renewal due date. A
telephone number can be included. Select constituency, category, and contacts to narrow the report.

Note: This report shows only that a new membership transaction took place within the date range. It does not indicate current membership status.

Required:
Report start date

Report end date

Filters:
Constituency

Membership categories

Sort Order:
Alphabetically by constituent name

Options:
Organizational contact name

Print maiden name

Print address

Print telephone number
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Renewal Report

TheRenewal Reportlists constituents whose memberships have been renewed within the date range specified. This report helps track change in
membership types (e.g., upgrade or downgrade).

You can include membership renewal information for all constituents or for a selected query. You must specify start and end dates. The report includes
member name, membership category, renewed on date, and renewal type (e.g., upgrade, downgrade, or same). Address and/or telephone number can be
included in the report. Select constituency, category, and contacts to narrow the report.

Note: The report shows only that a renewal transaction took place within the date range. It does not indicate current membership status.

Required:
Report start date

Report end date

Filters:
Constituency

Membership categories

Sort Order:
Alphabetically by member name

Options:
Organizational contact name

Print maiden name

Print address

Print telephone number
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Rejoin Report

TheRejoin Report lists constituents who were dropped from active membership, but have rejoined within a specified date range.

You can include membership rejoin information for all constituents or for a selected query. You must specify start and end dates. The report includes
member name, category, rejoined on date, and renew on date. Address and/or telephone number can be included in the report. Select constituency,
category, and contacts to narrow the report.

Note: The report shows only that a rejoin transaction took place within the date range. It does not indicate current membership status.

A rejoin transaction is required to move a member from a dropped status to an active status.

Required:
Report start date

Report end date

Filters:
Constituency

Membership categories

Sort Order:
Alphabetically by member name

Options:
Organizational contact name

Print maiden name

Print address

Print telephone number
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Lapsed Member Report

TheLapsed Member Report lists constituents whose memberships lapsed before the date in theLapsed On or Beforefield. This report helps target
lapsed members for renewal reminders.

You can include lapsed membership information for all constituents or for a selected query. You must specify a lapsed on or before date. The report
includes member name, membership category, and scheduled renewal date. Address and/or telephone number can be included in the report. Select
constituency, category, and contacts to narrow the report.

Note: A drop transaction is required to remove lapsed members from active status. Lapsed members do not have an existing membership, but they have
not yet been dropped.

Required:
Lapsed on or before date (as of this date, who is lapsed)

Filters:
Constituency

Membership categories

Sort Order:
Alphabetically by member name

Options:
Organizational contact name

Create output query

Print maiden name

Print address

Print telephone number
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Membership Given by Report

TheMembership Given By Report lists constituents who received their memberships as gifts. Select a date range to narrow the report.

You can generate a list of gift memberships from a selected query or from all constituent records. You must specify start and end dates. You must select a
members as of date and one or more membership types (e.g., new, renew, and rejoin). The report includes member name, gift membership category, date
given, given by name, and notice sent to. Address and/or telephone number can be included in the report. Select constituency, category, and contacts to
narrow the report.

Required:
Report start date

Report end date

Membership type

Filters:
Constituency

Membership categories

Sort Order:
Alphabetically by member name

Options:
Organizational contact name

Print maiden name

Print address

Print telephone number
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Dropped Membership Report

TheDropped Membership Report lists constituents who have been dropped from active membership. The constituents are included if their dropped on
date falls within the date range specified in the report parameters.

You can create a list of dropped members for all constituents or for a selected query. A start date, end date, or date range may be entered. The report
includes member name, membership category, dropped on date, and reason dropped. Address and/or telephone number can be included in the report.
Select constituency, category, and contacts to narrow the report.

Note: The report shows only that a drop transaction took place within the date range. It does not indicate current membership status.

A drop transaction is required to delete members from active status. Lapsed members do not have an existing membership, but they have not yet
been dropped.

Filters:
Constituency

Membership categories

Sort Order:
Alphabetically by member name

Options:
Organizational contact name

Print maiden name

Print address

Print telephone number
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Membership Dues Report

TheMembership Dues Reportprovides information about the income generated from memberships within the specified date range. The report is
available in a detailed format with constituents’ names and membership categories or in a summary format listing each membership category and the
income generated within the date range.

You can include membership dues information for all constituents or for a selected query. You must specify start and end dates. This report can be in
summary and/or detailed format. In thedetailed format, the report includes member name, date paid, membership category, renewal date, and amount of
dues paid. Address and/or telephone number can be included in the detailed report. In thesummary format, the report includes membership category,
number of members in the category, amount of dues paid, and grand totals. Select constituency and categories to narrow the report.

When adding a membership, your membership dues and gift amount can be different. The income amount is using the membership amount, not the gift
amount. For example, if a donor gives $100 for a $75 membership, the membership dues are recorded as $75 and the gift amount is recorded as $100.
When comparing reports, the Membership Dues Report shows the $75, but any other report (e.g., gift detail) shows $100. Consequently, this report is not
good to compare to other reports.

Required:
Report start date

Report end date

Membership type

Filters:
Constituency

Membership categories

Gift types

Campaigns

Funds

Appeals

Sort Order:
Alphabetically or date

Options:
Detail and/or summary

Include only memberships with an associated gift

Organizational contact name

Print maiden name

Print address

Print telephone number
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Membership Statistics by Category

TheMembership Statistics by Categoryprovides a count of members in each membership category within the date range specified. Within each
membership category, the report is listed by membership type (e.g., new, renewed, or rejoined). The income and number of members on the start and end
dates are also included.

You can include membership statistics for all constituents or for a selected query. You must specify start and end dates. List the report by membership
categories (e.g., benefactor, patron, or lifetime). This report includes number of new members, number of rejoining members, number of dropped
members, number of members at end date, renewal, category upgrade, and category downgrade information. You can include the number of members at
start date, number of lapsed members, and income amounts. Select constituency and categories to narrow the report.

Note: Start members (the total number of members at the start date) and end members (the total number of members at the end date) are counts of all
members, including lapsed members.

Required:
Report start date

Report end date

Membership type

Filters:
Constituency

Membership categories

Gift types

Campaigns

Funds

Appeals

Sort Order:
Membership category

Options:
Include only memberships with an associated gift

Include income amounts (Membership dues amount)

Includes start and lapsed members

Create output query
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Comparative Membership Statistics

TheComparative Membership Statisticsprovides a comparison of membership categories for selected date ranges. The report calculates the number of
members on the start and end dates, retention rate, and income generated from the memberships. List membership categories by membership type (e.g.,
new, renew, or lapsed). This report helps analyze the period with the most membership activity and income.

The retention rate is calculated using the following formula:

Start Members – Dropped Members
Start Members

You can include comparative membership statistics for all constituents or for a selected query. Specify up to five date ranges for comparison with at least
one range entered. This report includes membership category, membership type, number of members in each type, income from each membership type,
totals, number of dropped members, number of lapsed members, and retention rate. You can include the number of members on start date and/or end date
in the report. Select constituency and categories to narrow the report.

Required:
Report start date

Report end date

Filters:
Constituency

Membership categories

Gift types

Campaigns

Funds

Appeals

Sort Order:
Membership category and type

Options:
Include only memberships with an associated gift

Include start members and/or end members
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Monthly Statistical Analysis

TheMonthly Statistical Analysis summarizes membership activity by month. The report can include the number of members on the start date, number of
lapsed members, and income generated by memberships. Memberships with no associated gifts can be included in the report. The report helps analyze
membership trends.

You can generate a summary of membership activity for all constituents or for a selected query. You must specify a start month/year and an end
month/year. The report includes a count of new, renew, rejoin, upgrade, and downgrade transactions, number lapsed, number dropped, and income.
Number of start members and/or end members can be included. Totals can be provided for each month in the report and a grand total for the date range
selected. Select constituency and categories to narrow the report.

Note: The report shows only membership transactions within a month. A single constituent could have several membership transactions within one
month. Start members (the total number of members at the start date) and end members (the total number of members at the end date) are counts
of all members, including lapsed members.

Required:
Report start date

Report end date

Filters:
Constituency

Membership categories

Gift types

Campaigns

Funds

Appeals

Sort Order:
Month and year

Options:
Include only memberships with an associated gift

Include start members and lapsed members
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Renewal Projection Report

TheRenewal Projection Reportprojects income from various levels (percentages) of membership renewals. This report helps analyze how various
levels of membership renewals affect income, because it lists the number of potential renewals grouped by the month they expire. Three adjustable
renewal levels (percentages) are used for the calculations. The projections assume the membership category and type remain the same.

You can project membership income information for all constituents or for a selected query. You must specify start and end dates, and high-level,
mid-level, and low-level renewal percentages. The report includes period, membership category, number to renew, three income projection levels, and
grand totals. Select constituency and categories to narrow the report.

Required:
Report start date

Report end date

Hi end threshold percentage

Mid level threshold percentage

Low end threshold percentage

Filters:
Constituency

Membership categories

Sort Order:
Month and year
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Chapter 12 — Special Events Reports

RE:Eventworks withThe Raiser's Edgeto help you manage all aspects of your special events. Whether you are organizing an auction, golf tournament,
banquet, or homecoming activities,RE:Eventhelps you plan, organize, and implement all stages of your event. All of the information you need – from
registrants lists and expenses to income generated — is kept in one package to give you full access to the data you need.

In addition, you can easily monitor the success of each event by producing special events reports and a summary. The summary includes essential
information such as the number of registrants and attendees, total expenses, total income, net profit, and much more. An online Events Calendar givesyou
a monthly view of the events your organization is planning.

Section Preview
• TheSeating Arrangements Reportlists seat assignments for row

seating.

• TheTable Arrangements Reportlists seat assignments for table
seating.

• TheTournament Rosterslist participants in team events.

• TheAccommodations Reporttracks accommodation assignments
for participants in special events.

• TheHost and Sponsor Listtracks event sponsors and the
participants they are supporting.

• TheRegistration List tracks actual event registration and
attendance.

• TheEvent Income Reporthelps analyze the income generated by a
special event.

• TheEvent Expense Reportcompares event expenses with budgeted
amounts.

• TheEvent Summary Report provides an overview of special event
finances, and helps analyze the success of an event.

• TheRegistration Fees Due Reportlists registrants who have not
paid an event fee.
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Seating Arrangements Report

TheSeating Arrangements Reportlists registrant names alphabetically or by section and seat assignment. The report lists registrants with their sections,
rows, seats, and sponsor names.

Note: Use this report for only row seating. Please refer to the Table Arrangements Report for table seating.

You must select an event to generate this report. List the report by participant names alphabetically or by section, row, and seat. Individual name, section,
row, seat, and sponsor name are included in the report. Participants who have not yet registered can be included. Select sponsor name, participant name,
payment status, and participation type to narrow the report.

Required:
Event name

Filters:
Participation

Status

Sort Order:
Alphabetically or section/row/seat sequence

Options:
Include participants who have not registered
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Table Arrangements Report

TheTable Arrangements Reportlists registrants alphabetically or by table assignment. The report lists registrants with their table number, seat number,
and sponsor name.

Note: Use this report for only table seating. Please refer to the Seating Arrangements Report for row seating.

You must select an event to generate this report. List the report participant names alphabetically or by table number. Individual name, table number,seat
number, and sponsor name are included in the report. Participants who have not yet registered can be included. Select sponsor name, participant name,
payment status, and participation type to narrow the report.

Required:
Event name

Filters:
Status

Participation

Table

Sort Order:
Alphabetically or table/seat sequence

Options:
Include participants who have not registered
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Tournament Rosters

TheTournament Rosterslist participants for team events. List registrants alphabetically or by division with division assignment, team assignment, and
sponsor name. This report is extremely helpful in organizing sporting and other team events.

You must select an event to run this report. List the report participant names alphabetically or by division and team. Individual name, division
assignment, team assignment, and sponsor name are included in the report. Participants who have not yet registered can be included. Select sponsor
name, participant name, payment status, and participation type to narrow the report.

Required:
Event name

Filters:
Status

Participation

Sort Order:
Alphabetically or division/team sequence

Options:
Include participants who have not registered
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Accommodations Report

TheAccommodations Reportorganizes and tracks accommodation assignments for participants in a special event. The report includes the lodging
assignment, room number, and sponsor name. This report is particularly useful in organizing seminars, homecoming activities, and trips.

You must select an event to generate this report. List the report registrant names alphabetically or by lodging name and room number. Individual name,
lodging name, room number, and sponsor name are included in the report. The report can include Participants who have not yet registered. Select sponsor
name, participant name, payment status, and participation type to narrow the report.

Required:
Event name

Filters:
Status

Participation

Lodging

Sort Order:
Alphabetically or lodging/room sequence

Options:
Include participants who have not registered
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Hosts and Sponsor List

TheHost and Sponsor Listtracks event sponsors and registrants they are supporting. List sponsors with their level of participation, number of units
purchased, type of unit, payment status, and prize awarded. You can list registrant names with their sponsor.

You must select an event to generate this report. This report includes sponsor name, participation type (e.g., team captain), number of units purchased,
unit (e.g., golf foursome or banquet table), payment status, prize received, registered, and attended. Participants who have not yet registered canbe
included. Select sponsor name, participant name, payment status, and participation type to narrow the report.

Required:
Event name

Filters:
Status

Participation

Lodging

Sort Order:
Alphabetically by sponsor name

Options:
Include registrants

Include participants who have not registered
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Registration List

TheRegistration List lists event registrants. The report lists registrants with their participation type, number and type of units purchased, status, any
prizes awarded, and sponsor name. The report is very useful for tracking registration and attendance.

You must select an event to generate this report. This report includes registrant name, participation type (e.g., team captain), number of units, units (e.g.,
golf foursome or banquet table), payment status, prize awarded, sponsor name, number registered, number attended, and grand totals. The report can
include registered and/or attended only categories. Select sponsor, participant, status, and participation to narrow this report.

Required:
Event name

Filters:
Status

Participation

Sort Order:
Alphabetically

Options:
Include registered only

Include attendees only
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Event Income Report

TheEvent Income Reporthelps analyze the income generated by a special event. The report also shows date and amount paid, sponsor name,
participation type, number of units purchased, and unit type. An income summary by sponsor can be generated. Total event income is also calculated.

You must select an event to generate this report. List the report by registrant names alphabetically or by date paid sequence. The report includes
individual name, date paid, participation (e.g., team captain), sponsor name, number of units purchased, units (e.g., banquet table or golf foursome),
amount paid, total paid, and total registrants. You can generate asummary of income by sponsor name. Select sponsor name, participant name, payment
status, and participation type to narrow the report.

Required:
Event name

Filters:
Status

Participation

Sort Order:
Alphabetically or date paid sequence

Options:
Include summary by sponsor
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Event Expense Report

TheEvent Expense Reporthelps analyze the actual cost of organizing an event compared with the amount budgeted. The report lists expenses in the
order they were incurred. The total budgeted and the total expenses are calculated.

You must select an event to generate this report. A start date, end date, or date range can be selected. The report includes date of expense, expense
description, budgeted amount, actual amount, comments, total budgeted, and total expense.

Required:
Event name

Sort Order:
Expense date
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Event Summary Report

TheEvent Summary Report provides an overview of special event finances. The report shows the income generated, expenses incurred, and the net
profit or loss. Losses are shown in parenthesis. Additional information such as event capacity, number invited, number accepted, and actually attending
helps analyze the success of an event.

You can include summary information for all or selected events. A start date, end date, or date range can be selected. List the report by event names
alphabetically or by date sequence. The report includes event name, capacity, number invited, number registered, number attended, income, expenses, net
profit/(loss), total number of events, total income, total expenses, and total net profit/(loss). The event ID can be included. Select event types and event
groups to narrow the report.

Filters:
Event Types

Event Groups

Sort Order:
Alphabetically or event date sequence

Options:
Include event ID
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Registration Fees Due Report

TheRegistration Fees Due Reportlists of registrants who have not paid an event fee. An optional summary report shows fees due from event sponsors.

You must select an event from the drop-down menu. All sponsors or one sponsor, all registrants or one registrant may be included in the report. The
report includes registrant name, sponsor, participation, registered, attended, fee amount, donation, amount paid, amount due, and total.

The optional Summary by Sponsor includes sponsor name, total amount, total donation, total paid, total due, and totals for all columns.

Required:
Event name

Filters:
Status

Participation

Sort Order:
Alphabetically by registrant name

Options:
Include summary by sponsor

Registered only

Attendees only
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Chapter 13 — Volunteer Reports
RE:Volunteertracks all aspects of your volunteers’ activities. You can define hours a volunteer is available to work, establish assignments, identify
awards, keep online time sheets, and log a volunteer’s qualifications. UsingRE:Volunteer, you can maximize the efficiency of your volunteer program by
matching your assignment needs with the volunteers who have the right skills, availability, and experience.

Reports help you track past and current volunteer hours. You can set award levels for each volunteer and run a report to find the volunteers who have met
the requirements. Volunteer scheduling reports help you match needs with volunteer availability.

Section Preview
• TheSkills and Qualifications Report lists volunteers and their

skills and qualifications.

• TheCourses and Training Report lists volunteers and information
about the training they have received.

• TheVolunteer Assignment Schedulelists volunteers and details
about their assignments.

• TheVolunteer Scheduleslist volunteers and their assignments.

• TheTime Sheet Reportlists volunteers, number of hours worked,
and estimated value of their work.

• TheVolunteer Summary Report provides a work history for
volunteers.

• TheAssignment Summary Statisticsprovide a summary of hours
worked by assignment for up to twelve date ranges.

• TheVolunteer Awards Report tracks service awards presented to
volunteers.

• TheAwards Due Report lists volunteers due to receive service
awards.

• TheVolunteer Match List matches volunteer qualifications to
project requirements.



The Raiser's Edge for Windows Reports Manual Volunteer Reports Chapter 13-2

Skills and Qualifications Report

TheSkills and Qualifications Report lists constituents alphabetically or by skills and qualifications with a description of the skill, skill level, information
about licenses, and comments. This report matches volunteers with project needs.

You can include skill and qualification information for all constituents or a selected query. List the report by volunteer names alphabetically or byskill
(e.g., first aid, CPR, or commercial driver’s license). This report includes volunteer name, skill, skill level, driver’s license type, number, andexpiration
date. Address and/or telephone number can be included in the report. Select skill, skill level, and constituency to narrow the report.

Filters:
Constituency

Skills

Skill levels

Sort Order:
Alphabetically or skill

Options:
Include address

Include telephone number
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Courses and Training Report

TheCourses and Training Report lists constituents alphabetically or by courses and training with dates the volunteer was enrolled, instructor, certificate
information, and any comments. This report tracks volunteer training and certification.

The report provides course and training information for all constituents or a selected query. List the report by volunteer names alphabetically or bycourse.
A start date and end date can be specified. The report includes volunteer name, course name, instructor name, certification type, and certification
expiration date. Address and/or telephone number can be included in the report. Select constituency and course to narrow the report.

Filters:
Constituency

Courses

Sort Order:
Alphabetically or course

Options:
Include address

Include telephone number
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Volunteer Assignment Schedule

TheVolunteer Assignment Schedulelists volunteers by assignment with detailed information including the day of the assignment, dates the assignment
is valid, and the volunteer’s name and telephone number. The report crosschecks to ensure all assignments are filled.

You can include scheduling information for all or selected volunteers. A start date, end date, or date range can be selected. The report includes
assignment name, day, assignment date, from time, to time, and volunteer name. Address and/or telephone number can be included in the report. Select
constituency and assignment to narrow the report.

Filters:
Constituency

Assignments

Sort Order:
Alphabetically

Options:
Include address

Include telephone number
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Volunteer Schedules

TheVolunteer Scheduleslist each volunteer with their assignments, department to which the volunteer is assigned, location of the assignment, position
filled, and dates the assignment is valid. You can print each volunteer’s schedule on a separate page and to mail to the volunteer as a reminder.

You can include detailed scheduling information for all or selected volunteers. A start date, end date, or date range can be selected. The report includes
volunteer name, assignment, day, assignment date, from time, and to time. Assigned department, assignment location, and position name can be included
in the report. Address and/or telephone number can be included in the report. Select constituency and assignment to narrow the report.

Filters:
Constituency

Assignments

Sort Order:
Alphabetically

Options:
Include address

Include telephone number

Include department

Include position

Include location
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Time Sheet Report

TheTime Sheet Reportlists volunteers by assignment with detailed information about the hours worked at each assignment and the value of the
volunteer’s time. The report includes each volunteer’s hours worked for the period, and the year-to-date and cumulative total. This report estimates the
dollar value of a volunteer’s time.

You can include hour and value information for all or selected volunteers. A start date, end date, or date range can be selected. This report includes
volunteer name, assignment name, assignment date, assumed wage, hours worked, value (assumed wage multiplied by hours worked), period total, and
year to date total for each volunteer, period grand total, and year to date grand total. Department, assignment location, and position title can be included in
the report. Address and/or telephone number can be included in the report. Select constituency and assignment to narrow the report.

Filters:
Constituency

Assignments

Sort Order:
Alphabetically

Options:
Include address

Include telephone number

Include department

Include position

Include location
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Volunteer Summary Report

TheVolunteer Summary Report lists volunteers alphabetically or by hours worked with the date the volunteer began their service, information about the
last assignment worked, hours worked in the previous years, a year-to-date total, and cumulative total.

The report provides summary work history for all or selected volunteers. List the report by volunteer names alphabetically or by hours worked. You can
select the hours worked range (e.g., 500 – 1000). The report includes volunteer name, start date, last worked date, last assignment, hours worked, hours
worked prior years, hours worked this year, and total hours worked. Address and/or telephone number can be included in the report. Select constituency
to narrow the report.

Filters:
Constituency

Total hours

Sort Order:
Alphabetically or hours

Options:
Include address

Include telephone number
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Assignment Summary Statistics

TheAssignment Summary Statisticssummarizes the hours worked by assignment for up to twelve date ranges. This report summarizes volunteer
activity monthly.

You can include summary of hours-worked information for all or selected volunteers. The report is listed by assignments (e.g., gift shop and information
desk). Specify up to twelve date ranges with at least one range entered. The report includes assignment, hours worked in each date range, and total hours.
Total hours worked in each assignment can be included. Select assignments and constituency to narrow the report.

Filters:
Constituency

Assignments

Report periods

Sort Order:
Alphabetically by assignment

Options:
Include period totals
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Volunteer Awards Report

TheVolunteer Awards Report lists volunteers alphabetically or by award. Each volunteer is listed with the award given, presenter of the award, hours of
service worked, and the next award due. This report tracks awards given to volunteers and as a source of newsletter information.

This report provides award information for all or selected constituents. List the report by volunteer names alphabetically or by award level. A startdate,
end date, or date range can be selected. The report includes volunteer name, award name, award hours, award date, award presented with, and presented
by. Address and/or telephone number can be included in the report. Select constituency and awards to narrow the report.

Filters:
Constituency

Award

Sort Order:
Alphabetically or award

Options:
Include address

Include telephone number





The Raiser's Edge for Windows Reports Manual Volunteer Reports Chapter 13-10

Awards Due Report

TheAwards Due Report lists of which award level a volunteer can earn next. The report is listed by the award due, and includes the hours worked, last
date worked, and cumulative hours worked. The award calculation is based on the next award date in the volunteer’s award record.

The report provides awards due information for all or selected volunteers. The report includes award due, volunteer name, award hours, last date worked,
last award received, and cumulative hours worked. Address and/or telephone number can be included in the report. Select constituency and awards to
narrow the report.

Filters:
Constituency

Awards

Sort Order:
Award due

Options:
Include address

Include telephone number
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Volunteer Match List

TheVolunteer Match List matches volunteers with projects. The report lists only volunteers having the needed training, qualifications, and availability
by using the project requirements as filters.

The report provides qualification and availability information for all or selected constituents. List the report by volunteer names alphabetically. This
report includes availability day, from date, to date, start time, and end time. Address and/or telephone number can be included in the report. Select
specific criteria to narrow the report (e.g., interests, certifications, skills, and courses).

Filters:
Constituency

Interests

Availability

Certification

Courses

Skills

Sort Order:
Alphabetically

Options:
Include address

Include telephone number

Include availability





The Raiser's Edge for Windows Reports Manual Prospect Reports Chapter 14-1

Chapter 14 — Prospect Reports

Prospect Reportshelps you track proposal to potential donors. These are especially helpful for those large donations that may require special needs get
met before the donor will give your organization money. For example, a donor may require applicants be interviewed, write an essay, and attend a training
session before a scholarship will be given to student to attend a specific school.

Section Preview
• TheOutstanding Proposal Reporttracks proposals presented to

potential donors. Summary information about the proposal, date an
answer is expected, and expected donation are included in the report.

• TheProposal Analysis Reportcompares proposal results with the
expected outcome. The number of days the proposal was open is
also tracked.

• TheProposal Follow Up Report tracks actions taken after a
proposal has been presented. The status and priority of the proposal
are included in the report.
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Outstanding Proposal Report

TheOutstanding Proposal Reporttracks proposals after they have been presented to potential donors. Summary information about the proposal, date a
response is expected, and expected amount are included.

The report includes summary proposal information for all constituents, a selected query, or a single constituent. Proposals by all or a single solicitor can
be included. You can base the report on the date asked or the date expected. The report includes constituent name, gift type, rating, asked date, amount
asked, date expected, amount expected, total asked, total expected, difference, and grand totals.

Filters:
Proposal campaign

Constituency

Proposal purpose

Proposal status

Proposal funds

Sort Order:
Purpose

Solicitor

Campaign

Fund

Options:
Start date

End date

Include proposals with no date asked
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Proposal Analysis Report

TheProposal Analysis Reportcompares proposal results with the expected outcome. In addition, it helps develop prospect ratings. The number of days
the proposal was open is also tracked.

The report includes summary proposal information for all constituents, a selected query, or a single constituent. Proposals by all solicitors or a single
solicitor can be included. You can base the report on the amount/date asked or the amount/date expected. Funding can be based on the proposal or a gift
summary. If gift summary is selected, it can be from the first gift date or the last gift date. This report includes constituent name, gift type, rating,amount
asked, amount funded, difference, date asked, date funded, and days open.

Filters:
Proposal campaign

Constituency

Gift types

Proposal purpose

Proposal status

Proposal funds

Sort Order:
Purpose

Solicitor

Campaign

Fund

Options:
Start date

End date

Include proposals with no date asked
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Proposal Follow up Report

TheProposal Follow Up Report tracks actions taken after a proposal has been presented. For example, a dinner meeting to answer a prospective donor’s
questions would be listed on this report. The status and priority of the proposal are included in the report.

The report includes summary proposal information for all constituents, a selected query, or a single constituent. Proposals by all solicitors or a single
solicitor can be included. This report includes constituent name, proposal, action date, action type, solicitor, status, and priority.

Filters:
Proposal status

Constituency

Proposal purpose

Action status

Action type

Sort Order:
Constituent name

Options:
Start date

End date

Action priority (all, high, medium)
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