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chapter iv

What Is In This Guide?

In the Constituent Data Entry Guide, you learn how to properly set up constituent records in your database. You

learn how to manage biographical information; addresses; addressees and salutations; relationship information

for individuals, organizations, funds, banks, and solicitors; attributes; notes; media items; and appeals. You also

learn how to properly set up action records, assign solicitors, and set up solicitor teams. You can also learn about
the following:

¢ “Relationship Tree” on page 162

e “Constituent Annotation” on page 194

e “Creating a Letter from a Constituent Record” on page 195

e “Converting Record Types” on page 217

e “Merging Constituent Records” on page 221

¢ “Merging Nonconstituent Relationship Records” on page 224

How Do | Use These Guides?

The Raiser’s Edge Enterprise user guides contain examples, scenarios, procedures, graphics, and conceptual
information. To find help quickly and easily, you can access the Raiser’s Edge Enterprise documentation from
several places.

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

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

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

Narrow your search in the help file by enclosing your search in quotation marks on the Search tab. For
example, instead of entering Load Defaults, enter “Load Defaults”. The help file searches for the complete
phrase in quotes instead of individual words.
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Constituents are the individuals and businesses who support your organization by contributing time, money, and
resources. You use The Raiser’s Edge because your organization recognizes the importance of tracking these
constituents. The Raiser’s Edge combines easy-to-use features with an intuitive structure designed to meet the
unique needs of your fundraising activities.

The Raiser’s Edge uses Records to help you maintain information on all aspects of fundraising, such as
constituents, gifts, campaigns, funds, and appeals. Think of Records as a filing cabinet. A filing cabinet gives you
quick and easy access to the resources you need for an assortment of tasks.

In your organization, constituents may include donors, prospects, alumni, volunteers, and employees. The
constituent record filing cabinet holds all kinds of constituent information, including biographical data, addresses,
employment, giving histories, and s. You can even store photographs or newspaper clippings about your
constituents.

The documentation for The Raiser’s Edge shows you how to select, locate, and use the right resources for a
particular job. In this guide, for example, the Biographical Information chapter explains how to add, access, and
work with the Bio 1, Bio 2, Org 1, and Org 2 tabs. This chapter introduces you to the basic concepts of a
constituent record, gives a brief explanation about each tab, and defines words and phrases you need to know.

We recommend you read this guide thoroughly. The information in these pages provides a working knowledge
you can carry over to all record types in The Raiser’s Edge. The scenarios and examples throughout The Raiser’s
Edge documentation walk you step-by-step through various procedures. Hands-on experience is the best way to
learn, so we encourage you to try these scenarios and procedures with your sample database.

Frequently Used Terms

This section defines words and phrases you need to know as you work with constituent records. If you come
across an unfamiliar term when you read this or any chapter in The Raiser’s Edge documentation, make sure you
check the online glossary in the help file.

Addressee. An addressee is a format that defines how a constituent’s name appears on envelopes, reports, and
labels. It is usually formal, such as Ms. Joan Johnson or Mr. Thomas F. Stewart.

Alias. An alias is a secondary identification or acronym used to identify a constituent. For example, an alias for
Business Information Systems may be BIS. You can use an alias to search for and access a record.

Annotation. An annotation is a quick reminder type of added to a constituent record or an event record. An
annotation is useful to let each user who opens the record know something important about the record.
Some examples of annotations can be “Treat this constituent with care. She is a generous donor.” and “Please
see Dana Cone before editing this event record.”

Attribute. An attribute stores the qualities, characteristics, and preferences you associate with a constituent. An
attribute can identify a constituent’s interests, dietary preferences, or special requests. Attributes can include
hobbies, interests, activities, committees, and important dates.

Constituent. A constituent is an individual or business who contributes time, money, and resource to support
your organization.

Constituent code. A constituent code defines the relationship a constituent has with your organization and why
the individual is in your database, such as Board Member, Alumnus, Trustee, Current Parent, and Friend. Each
constituent record in your database should have at least one constituent code. If you list multiple constituent
codes, always list the most important active constituent code first. The Raiser’s Edge recognizes the first code
listed as the primary constituent code.

Constituent ID. A constituent ID is a unique alpha-numeric identifier assigned to every constituent record. These
IDs can be manually assigned by you or automatically generated by The Raiser’s Edge.

Constituent record. A constituent record is a record that maintains all aspects of an individual or organization,
including biographical, relational, address, employment, and gift information.
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Link. A link is a bond between two constituent records or between two or more parts of a record. Examples of
constituent record links are the spouse relationship record, education relationship record, or primary
organization (business) relationship record. An address can be “linked” to a constituent record. Matching gift
information is “linked” to a constituent record. Links can also be “hyperlinks” that move you from one part of
The Raiser’s Edge to another. For example, on the Configuration page, a list of links appears — General,
Tables, Addressees/Salutations, etc. Click a link and go to that part of Configuration.

Media object. A media object is an electronic copy of something such as a newspaper clipping, letter, picture, or
graph that pertains to a constituent and is stored on the Media tab of his constituent record. The Media tab
uses Object Linking and Embedding (OLE) to store these newspaper clippings, letters, pictures, graphs, and
other important data about your constituent. You can also store event-related media objects on the Media
tab of an event record.

Relationship. A relationship is defined as a familial or social association with a constituent. In The Raiser’s Edge,
you can track six different types of relationships for a constituent. These relationships are individuals (friends,
family members, associates), organizations (businesses, clubs, employers), bank/financial institutions (credit,
financial, and lending institutions), education/schools (schools, colleges, and universities), assigned solicitors
(individuals or organizations assigned to secure donations from the constituent), and fund relationships
(funds with which an individual or organization has a special affiliation).

Relationship tree. A relationship tree is a hierarchal view of a constituent’s relationships, as entered on the
constituent record. From a constituent record, to quickly view relationship information for a constituent, click
Relationship Tree on the toolbar or select View, Relationship Tree from the menu bar. All relationships
entered on a constituent record from the Bio 1 or Org 1 tab and the Relationships tab appear in the
Relationship Tree. In addition, to view all relationships for each entry in the Relationship Tree, you can expand
the tree view.

Salutation. A salutation is a format that defines how to greet a constituent in correspondence. Depending on
your relationship with the constituent and the type of mailing, a salutation can be formal or informal. For
example, you may greet Mr. Thomas F. Stewart as Mr. Stewart in an appeal letter and as Tom in an alumni
mailing.

Solicit code. A solicit code helps identify constituents as “exceptions to the rule” for your solicitors. These codes
tell your solicitors that a constituent has certain rules or conditions the solicitors should follow such as “Do
not phone at work” or “End of year mailing only”.

Tree view. A tree view is a hierarchical selection list used extensively in The Raiser’s Edge. A tree view differs from
a standard list in that some or all of the items in the tree view contain branches represented by dotted lines. A
tree view is usually found on the left side of the screen. When you select an item or branch from a tree view,
the options for that item appear in a screen on the right. The Relationships tab has a good example of a tree
view.

Navigate in Constituent Records

Note: When MatchFinder is installed on your computer, a MatchFinder button appears on the Records page.
A MatchFinder button appears on the Org 1 tab of an organization record and on the General 2 tab of all
organization relationship records. Also, if a constituent's matching gift is linked to a MatchFinder record, a
MatchFinder button appears on the Matching Gifts screen, accessed from the Matching Gifts tab of the gift
record. For more information, see the MatchFinder Guide.
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Because records are such an important part of The Raiser’s Edge, all record types exist in one area so you can
quickly access them. Again, think of Records as a filing cabinet. You open a filing cabinet to pull out a record, or
file. When you open Records, you can directly access (pull out) several record types, including constituent
records. Click Records on the Raiser’s Edge bar and click Constituents. The Constituents page appears.

|
Giftz C -
s onstituents
Carnpaighs
Funds ; - E .
Appeals &» MNew Individual Open a Constituent
temberships F
- W ey Orgarization
obs
Ewvents
Recently Accessed Records Quick Find
Mark D. Adamson I ﬂ

The Reading Corner

Anne C, Sinclair

IMary Beth Richardson

John Wesley United Methadist Church
AL Concrete

Carter Pharmaceuticals, Inc.

Dianne A. Ziegler

Morbert G, Wilkens

Robert C. Hernandez

=

Tip: You can also view recently accessed constituent records by selecting File, Recently Accessed Constituents
from the menu bar of a constituent record.

You should consider the Constituents page the starting point for constituent records. From this page, you can add
a new constituent record or open an existing one. The Constituents page also lists recently accessed constituent
records and provides a quick find option.

Access Constituent Records

Tip: You can use shortcut keys to move around The Raiser’s Edge without using your mouse. For example,
press CTRL + S on your keyboard to save a record or CTRL + O to open a record.

When we say “accessing a constituent record,” we are talking about opening an existing record. Every constituent
you enter into The Raiser’s Edge database has a separate constituent record. Once a constituent record is in the
database, you can open the record from the shell File menu, from the File menu of an existing constituent record,
and from the Constituents page of Records. We recommend opening records from Records because it allows the
easiest and most complete access to all record types.

When you choose to open a constituent record, the Open screen for Constituents appears. You use this screen to
tell The Raiser’s Edge how to find the record. You can make the search wide-ranging or specific, depending on
the criteria you select. If you have a small database, you may want to enter limited information, such as Last/Org
name or constituent ID, and browse the records. If you have a larger database, you may want to be more
selective and enter detailed information, such as First name or City.

The search process is not case-sensitive, so you can enter Smith, smith, or SMITH and get the same results. If you
are not sure how a word is spelled, you can also use wildcard characters. For more information about wildcards,
see the Query chapter in the Query & Export Guide.
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» Open a constituent record from the Constituents page of Records

1. On the Raiser’s Edge bar, click Records.

2. Click Constituents. The Constituents page appears.

Constituents ;I
Gifts C tt t
e onstituents
Campaighs
Fundz ‘w o W .
e e Individual Open & Constituent
Memberships .‘w
J Tennt Organizau’on
obs
Events
Recently Accessed Records
Mark D, Adamson &
The Reading Corner
Anne C., Sinclair
Mary Beth Richardson
John Wesley United Methodist Church
AdA Concrete
Carter Pharmaceuticals, Inc,
Dianne A&, Ziegler
Morbert G, Wilkens
Robert C. Hernandez
=

3. Click Open a Constituent. The Open screen for Constituents appears.

/i, Open

Find: I Constituent j Search uzsing quen: |<Default>

E

Find Congtituents that meet these criteria;

ol Open

Cancel

“]dadd New

Options

% Eired vy

Mew Search

Previous Search

Last/Org name: I ﬂ Address lines: I
First M ame: I j City: I
Constituent 10 I j State: I
SSN: I j ZIP: I
Membership [D: I j Class of: I
Bank acct. no.: I j Credit card no.: I

¥ Display inactive constituerts [T Check spouse name [ Exact match anly
™ Display deceased constituents [~ Chieck aliases I Ghesk contact name

™| Chesk micknams

ARE BE LN

Expand Besults

Warning: We recommend you use only one or two of the most useful criteria fields to search for a record.
Because the search results must meet all criteria entered, too much criteria information may actually prevent

you from locating the record.
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4. Under Find Constituents that meet these criteria, enter the criteria to use to search for the constituent.
The criteria can include the constituent’s name, ID, Social Security Number, membership ID, bank account
number, address lines, city, state, ZIP, graduating class, and credit card number.

i, Open

Find: I Canstituent ﬂ Search uzsing quen: |<Default>

&

Sl Open

Cancel

‘] Add New
Find Constituents that meet these criteria:
Optiohs
Last/Drg name: IAdamson j Address lines: I
First M arne: I j Clity: ICharIeston
Constituert [D: I j State: ISE itk Find Mo
SSN:I j ZIF':I Mew Search

tembership [D: I j Clazz af: I T —
Bank acct. no.: I j Credit card no.: I

¥ Display inactive constituents [~ Check spouse name [~ Exact match anly I Eheck rickname
I Display deceased constituents [~ Check aliazes [T Check contact name Expand Besults

[ HEE BE

Note: You can enter the first few letters or characters in the Find Constituents that meet these criteria fields

if you do not know the correct spelling or number. For more information about how to use these fields, see the
Program Basics Guide.

5. After you enter your search criteria, click Find Now. The program searches your database and displays all

constituents who meet the criteria. Again, depending on how limited or detailed your criteria are, the
program may find one or multiple records.

Find: I Canstituent ﬂ Search uzsing quen: |<Default> ﬂlgg

Conskituent Mame Constituent ID vy Open |

Cancel

‘] Add New
Find Constituents that meet these criteria: ;
Last/Drg name: IAdamson j Address lines: I Oetors
First M arne: I j Clity: ICharIeston
Constituert [D: I j State: ISE itk Find Mo
SSN:| j ZIF':| Mew Search

Nenfewip(Io: I j Dkl I Previous Search
Bank acct. no.: I j Credit card no.: I

¥ Display inactive constituents [~ Check spouse name [~ Exact match anly I Eheck rickname
I Display deceased constituents [~ Check aliazes [T Check contact name Expand Besults

[ AR BE b

| 1 record found.
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Note: On the Open screen, if the criteria fields do not provide enough search criteria options, you can use the
Search using query field to further filter the results appearing on this screen. For more information about how
to use this field, see the Program Basics Guide.

6. Inthe grid, select the constituent record to open.
7. Click Open. The constituent record appears.

== Mark D_ Adamson | _ (O] x|

File Edit ¥iew Constituent Letter Fawortes Tool: Help

| Save and Close ~ u|§'|§‘lﬂ_]'|li L N|—’|2'?E||| ?'|&'|Q'|'
v Attibutes I v Media I v Actions I Haonar/t emarial | v Molunteer I v Prospect I v Membership I v Ewvents I

w Bio 2 I v Addresses I v Addressees/S alutations I w Relatjonships I v Appeals I v Motes I v Gifts

r— Biographical — Preferred Address - Home
Last name: IAdamsnn Aliages | Cavintry: IUnited States j More...
First name: IMark Address lines: [125 Smokerize \Way ;I
Middle name: IDanieI LI
Titles: IM[ j I j City:lCharIeston
Suffizes: I M j I d Slate:ISC 'l South Carolina
Micknamne: I ZIF: |294D1 nl DPE:I
Maiden name: I Phanes{EmailfLinks
o I3 DNCl Type |Number,|’Emai| Addressl Shared? I
' | Home 43-555-6695 Mot Shared
Gender: IMaIe j SSN: |259'5:3"I 152 | Email madamson@sncn.net | Cannot be Shared
Biith date: IEIS;-’ZB.-"I 954 @l Age: 50 -
[T Deceassd? Date:l El
: - — This constituent
Iarital status: |Divorced -
I J ™ lzinactive ™ Iz a soliciter Details
ﬂ“ [™ Gives anonymously I Has no valid addresses
Solicit code: IDO niot phone at work, ™ Requests no email
Trustee Education | v Business | Bank |

8. After you view or edit the record, click Save and Close on the toolbar.

Constituent Record Toolbar

Note: You can set up a user option so you can view tooltips that explain the function of each toolbar
command. Tooltips appear when you move your cursor across each item in the toolbar. For more information
about how to set up this user option, see the General Options section of the User Options chapter of the
Program Basics Guide.

The toolbar appears near the top of all record types, between the record’s menu bar and the tabs. A toolbar is a
row of buttons representing commands or functions for a record. You can use these buttons as alternatives to
menu commands to save time during data entry. On a constituent record, for example, the toolbar commands
include Save and Close, Print, and Help. For more information about toolbars and menu bars, see the Program
Basics Guide.

[ save and Close -

Save and close the record (Save and New can be accessed from the down arrow beside Save and Close. Use Save and New to
save the record, close the saved record and open a new record.)

Save the record and keep the record open
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4]

Print the record

Preview the record before printing

&

(@]
=
o
Q
—
(v}
Q
o
(=4
—
[0}
=
—
=
o
3
~
>
o
(@]
o
>
(%]
=
—
c
o
=}
[ d
=
[0
()
o
=
o

H

[q]

o to the first constituent record

[+]

[q)]

o to the previous constituent record

[+]

o

o to the next constituent record

=]

o

o to the last constituent record

[+]

o

o to records associated with this constituent record

B

@]

pen a Gift Summary, Honor/Memorial Gift Summary, or a Solicitor Performance Summary

<

iew relationship tree for this constituent

<

ake an annotation

Add this constituent record to your Favorites

Open the Properties screen

Validate, correct, and certify the constituent address. This toolbar button appears only when you have AddressAccelerator,
our address correction data service.

[2-]

Access help from online help files, user guides, online support, or the Blackbaud Web site
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Create and edit macros to create shortcuts for functions you perform repeatedly in The Raiser’s Edge. This toolbar button is
available only when you use the optional module VBA for Advanced Customization.

-

View the constituent record in Microsoft Internet Explorer in your custom view mode

User Options for Constituent Records

In The Raiser’s Edge, required fields appear in aqua by default. You can change the default color on the Color
tab of User Options. For more information about how to set this and other preferences in User Options, see
the Program Basics Guide.

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

The Raiser’s Edge. The Options screen appears so you can establish certain user options for your constituent
records.

The proper configuration of The Raiser’s Edge is important. You have your own preferences, but many of the
configuration options can dramatically change the look and feel of the program. For example, you can define how
constituent names appear in the constituent record title bar. You can select to have check marks appear on any
tabs that contain data. To save time, you can also set tab preferences. If you use one tab most often, you can
have the program display that tab automatically when you add or open a record.

For detailed instructions about how to set user options for constituent records, see the Program Basics Guide.

» Establish user options for Individual constituent records

Note: To establish user options, you can select Tools, User Options from the menu bar of an individual
constituent record.
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1. From the menu bar on the shell of The Raiser’s Edge, select Tools, User Options. The Options screen

appears.
Options
Adminiztration | Color | Printing | File Locations | Membership Scanning
General I Home Becords | Huem I Expart I Reports I kail I Batch
“JL * Y'ou can use these optians to set personal preferences for each recard type.
e b Drefault tab:
ndrvidual bitle bar -
Orgarizations IBID L j
‘- Organization title bar Check these tabs for data:
E'“,S Individuals
EC“C'”ST ¥ Bio 1 I~
Famdpalgns [ Bin2 —
;unGIS_ l b W Addresses
""" SECOUNL MUMbErs W &ddressee/Salutation 4
Appealz
Memberships _ _
Jobs Yiou can chooge how to enter constituent narmes when entering
cohstituents on ather records.
E_vents
i Seating Constituent name format: |First name Last name j
Participants
Mizcellaneous You can choose o show constituencies o memberships on the
Bio 1 of constituent records,
' Show constituencies € Show memberships & Mone

Feset to System Defaultsl ok I Cancel I Apply |

Select the Records tab.

From the tree view on the left, select Individuals. The Individual Constituent user option selections
appear on the right.

4. In the Default tab field, select the tab to appear automatically when you add or open an individual
constituent record.

Tip: To save time, in the Individuals box, you can right-click and Deselect All or Select All the checkboxes.

5. Inthe Individuals box, mark the checkbox by the tabs you want the program to search for data. On your
individual constituent records, a red check mark appears on each selected tab when you add data.

6. Inthe Constituent name format field, select how to display individual names throughout the program —
by Last name, First name; First name Last name; or Constituent ID.

7. Select whether to display constituencies, memberships, or none on the bottom of your individual records.

Note: If Individual title bar is not visible in the tree view, double-click Individuals. Individual title bar appears
as a branch in the tree view.
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8. From the tree view on the left, under Individuals, select Individual title bar. The title bar options appear

on the right.

Options
Adminiztration | Color | Printing | File Locations | Membership Scanning
General I Home Becords | Huem I Expart I Reports I kail I Batch

(e
“JL ~ 'You can use these options to set personal preferences for each record type.

Individuals
B |1ciividual litle bar
Organizations
E----IZIrg|ar'|izatiC|r1 fithe bar
Giftz
Actions
Campaigns
Funds
... GL account numbers
Appealz
Memberships
Jobs
Events
. Seating
Participants
Mizcellaneous

‘Y'ou can choose how to display constituent names on the record
title: bar for individuals.

IUse Individual narme j

Feset to System Defaultsl ok I Cancel I Apply |

9. Select how to display constituent names on individual constituent record title bars — Use addressee from
Individual (If you select this, additional fields appear so you can select to use a particular addressee if
present on the record and select what addressee to use if your first choice is not present.); Use addressee
from Configuration (If you select this, an additional field appears so you can make your selection.); or Use
Individual name.

10. To apply and save your changes, click Apply. To save your changes and close the Options screen, click OK.

Note: To establish user options, you can select Tools, User Options from the menu bar of an organization
constituent record.
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» Establish user options for Organization constituent records

1. From the menu bar on the shell of The Raiser’s Edge, select Tools, User Options. The Options screen

appears.
Options
Adminiztration I Calar I Prrirting I File Locations I Memberzhip Scanning
General I Haorme Becords | Huem I Export I Reports I M ail I Batch
I-IJL " You can use these options to set personal preferences for each record type.
Ir:'diri':dll_"‘f_': il b Default tab:
o Individual title bar
‘Organizations ID'E’-I j
Organization title bar Check these tabs for data:
E'HTS Organizatians
Echong [ Org 1 I~
Famdpalgns ¥ Ora 2 —
Eunms_ l b W &ddresses
‘- [GL account numbers . .
¥ Relationships
Appealz P LI
Memberships ) . ;
Jobs Yiou can chooze to show conztituencies or memberzhips on the
Events Org 1 of constituent recaords.
S 7~ Show constituencies € Show memberships % Mone
----- eating
Participants
Mizcelaneous

Rezet to System Defaults | 0k I Cancel Apply

Select the Records tab.

From the tree view on the left, select Organizations. The Organization Constituent user option selections
appear on the right.

4. In the Default tab field, select the tab to appear automatically when you add or open an organization
constituent record.

Tip: To save time, in the Organizations box, you can right-click and Deselect All or Select All the checkboxes.

5. In the Organizations box, mark the checkbox by the tabs you want the program to search for data. On
your organization constituent records, a red check mark appears on each selected tab when you add data.

6. Select whether to display constituencies, memberships, or none on the bottom of your organization
records.

Note: If Organization title bar is not visible in the tree view, double-click Organizations. Organization title bar
appears as a branch in the tree view.
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7. From the tree view on the left, under Organizations, select Organization title bar. The title bar options
appear on the right.

Options

Adminiztration | Color | Printing | File Locations | Membership Scanning
General I Home Becords | Huem I EHDDItI Hepur_tsl kail I Batch

-
“JL ~ 'You can use these options to set personal preferences for each record type.

Ir;udividg@ls ] “You can choose how to displap constituent names on the record
- Individual title bar title: bar for organizations.
% |se organization narme anly " Include contact narme
IF prezent use: I j
Actions )
Campaigns Othenuise se: I j
Funds Contact types: |ncluds first available contact:
... GL account numbers -
Appealz A
Memberships >
Jobs
E_vents ﬂ
i Seating <«
Participants j
Mizcelaneous ™ Include constituent (D ﬂﬂ
Sample: The #vZ Corp. ‘

Feset to System Defaultsl ok I Cancel I Apply |

8. Select how to display constituent names on organization constituent record title bars — Use organization
name only or Include contact name. (If you select this, additional fields appear so you can select to use a
particular addressee if present on the record and select the addressee to use if your first choice is not
present. You can then select what contact types to include.)

9. To apply and save your changes, click Apply. To save your changes and close the Options screen, click OK.

Business Rules for Constituent Records

Note: From an individual or organization constituent record, you can run a duplicate search. Select
Constituent, Duplicate Search from the menu bar of the record. From Administration, you can run a Duplicate
Constituent Report. Click Admin on the Raiser’s Edge bar. The Administration page appears. Click Duplicate
Constituents.

Unlike user options, business rules affect all workstations that use The Raiser’s Edge. You can set business rules
only if you have security rights established from the Security link of Administration.

Business rules can make a big difference in how you use The Raiser’s Edge and constituent records. For example,
you can determine the criteria to use in duplicate searches, or have the program automatically generate
constituent identification numbers. You can also set user-defined business rules that run when you open a

constituent record. For step-by-step instructions about how to set business rules, see the Configuration &
Security Guide.
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Understand Constituent Records

Note: You should set up a policies and procedures guide to specify how users at your organization enter data,
maintain records, and perform various functions related to your Raiser’s Edge database. By documenting your
rules and guidelines for data entry, you help ensure the consistency of your data. Consistent data entry is
crucial to the accuracy and validity of your reports, summaries, and queries. You can also use your manual as a
training guide for new employees and volunteers. For more information, see the Data Entry Protocol chapter
of the Program Basics Guide.

The Raiser’s Edge uses a format called Records to group information together. When you add a constituent to
The Raiser’s Edge database, you create a new constituent record. This record stores information for the
particular constituent, including biographical, relationship, media, gift, volunteer, event, and membership data.
With information from the constituent record, you can easily get a clear and accurate picture of a constituent
without having to gather data from several programs or sources.

=i Allison E. Andrews

File Edit “iew Constituent Letter Faworter Toolz Help
E]Saveandﬂose'lu|§'|ﬁ'lﬁ_]'| H 4 » M | -+ | 2'|? E||| ?‘|&' '3'| '|

W Attributes I Media I W Actionz | v Honor/tMemorial I Wolunteer I w Prozpect I v Membership I w Ewentz I
| w Bin 2 I v Addreszes I v Addiezzees/Salutations I w FRelationships I v Appeals | Motes I v Gifts

— Biographical — Prefered Address - Home
Last name: IAndrews whliazes | Couritry: IUnited States j Hlhore... |
First name: IAIIison Address lines: |4859 Philpot Lane d
Middle narme: IEve ;I
Titles: IM,S_ j I j City: IMinneapoIis
Suffives: I PhD. j I j State: IMN Vl Minnesota
Mickname: IAIIie ZIF: |554D3 ﬁl DPCZI
Maiden name: IKersher PhonesEmailfLinks
\D: |4 DNCl Type INumber,l’EmaiI nddressl Shared? I
: N Home £12-555-0047 shared
Gender. |Female =] 58N: [383521114 N Cell Phone |612-555-0029 Cannot be Shared
Birth date: ID?'QE'” 360 I Age: 45 - Email AEA@anet.com Cannot be Shared
[~ Deceased? Date: I ml —
. - — This constituent
I arital status: |Married -
I J ™ Is inactive W s a solicitor v Details |
ﬂl IDustln 5. Andrews V¥ Gives anonymously I™ Has no valid addresses
Solicit code: IDD not phone at work, [~ Requests no email
Alumnus (0541982 - ] + Education | v Business | v Bank |

The information stored in a constituent record is used extensively throughout the program. Because constituent
information is used to generate reports, queries, and mailings, you should enter data in as many constituent
fields as possible. Accurate data entry is vital. To keep records consistent and help reduce errors, we strongly
encourage you to set up data entry protocols for your organization.

When you add a new constituent record, you can add the constituent as an individual or organization. An
individual is a person, and an organization is a company or business. Whether you decide to create an individual
record or an organization record affects not only the tabs found on the record, but also how the record interacts
with other areas of The Raiser’s Edge. For example, you can create a query based on all constituent records, only
individual constituent records, or only organization constituent records.
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Record Relationships

At first glance, records may seem to be independent of each other, and they can be accessed that way. However,
you can link records to each other through a series of relationships. For example, an individual constituent record
may have numerous addresses; perhaps a preferred address, business address, and vacation home address. The
same individual may have one spouse (individual) relationship record. The types of relationships are discussed in
“Relationships” on page 113, but here we discuss the kinds of relationships that can exist between records in The
Raiser’s Edge.

One-to-One

A one-to-one relationship occurs when a single link exists between two records. For example, the relationship
between a constituent record and a spouse is a one-to-one relationship.

Constituent Record Spouse Record

One-to-Many
A one-to-many relationship occurs when a single record has links to many records. These records can have only

one link to the single record. For example, the relationship between an individual constituent record and
education records is a one-to-many relationship.

One-to-Many

Constituent Record Education Records
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Many-to-Many

A many-to-many relationship is similar to a one-to-many relationship. An example of a many-to-many
relationship is the link between constituents and appeals. A single constituent can have multiple appeals and a
single appeal can be assigned to multiple constituents. Another example is the relationship between constituent

records and addresses. A constituent can have multiple addresses and an address can be linked to multiple
constituents.

Q-
Many-to-Many @P Q?

Constituent Records Address Records

Tabs of a Constituent Record

The tabs of a constituent record are broken down into two main groups. One group consists of tabs whose data
can be added only through a constituent record. These tabs are the Bio 1, Bio 2, Org 1, Org 2, Addresses,
Addressees/Salutations, Relationships, s, Attributes, Appeals, and Media tabs. The second group’s tabs contain
data that can be entered through a constituent record as well as through their corresponding record types. These
tabs are Gifts, Actions, Honor/Memorial, Volunteer, Prospect, Membership, and Events.

ibutes I v Media I W Actions | v Honar/Memarial I w Wolunteer I v Prospect I v Membership I w Events |
| w Bio 2 I W Sddresses I W AddresseesS alutations | v Relationzhips I W Sppeals I W Motes | v Gifts |
1

w Og2 |

Group 1 Group 2

i ez [Chmi]

s | Honariemorial ]

|A5Idlesses| | Addrezzees/Salutations I

| Fielationzhips | | ﬂDlBSi | Atrbutes |

Clppeds | | hieda |

Data can be added on these tahs
Data can be added on these tabs through the constituent record
only through the constituent record and their record types
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The first group of tabs whose data can be added only through a constituent record can also be broken down into
several categories. One category consists of tabs that contain biographical information for individuals and
organizations. These tabs are the Bio 1, Bio 2, Org 1, and Org 2. This information is discussed in “Biographical
Information” on page 21. Another category’s tabs contain data that pertain to mailings. This information is found
on the Addresses and Addressees/Salutations tabs. Information entered here is used later in Mail to generate
letters, labels, and cards for your constituents. This information is discussed in “Constituent Mailing Information”
on page 85. A third category consists of relationship information. All relationship data is stored on the
Relationships tab. This information includes relationships with individuals, businesses, educational
establishments, financial institutions, and funds. It is discussed in “Relationships” on page 113. The last category
consists of tabs which contain a variety of information. These tabs are the Attributes, s, Appeals, and Media tabs.
On these tabs, you store miscellaneous information to help you identify the qualities, personal characteristics,
and preferences of your constituents. All this information is discussed in “Attributes, Notes, Media, and Appeals”
on page 175.

The second group’s tabs, containing data that can be entered through a constituent record as well as through
their corresponding record types (Gifts, Actions, Honor/Memorial, Volunteer, Prospect, Membership, and
Events), are all discussed in detail in other user guides, except for Actions. The Actions tab is discussed in
“Actions” on page 229. We also discuss “Solicitors” on page 291.

The following list gives you a description of each tab and where you can go to learn more about the tab.

Note: If you have Security rights to Administration, you can view System Statistics. From the Administration
page, click System Statistics. Up-to-date totals of all records in your database appear. This information is for
viewing purposes only.

Bio 1 tab. The heart of the individual constituent record is the Bio 1 tab. The Bio 1 tab stores general
biographical information, such as name, address, telephone numbers, constituent ID, birth date, and marital
status. For more information, see “Individual Records” on page 22.

Bio 1

Org 1 tab. The heart of the organization constituent record is the Org 1 tab. The Org 1 tab stores general
company information, such as business name, address, telephone numbers, and matching gift data. For more
information, see “Organization Records” on page 59.

Org1

Bio 2 tab. The Bio 2 tab stores additional biographical information for the individual constituent. This
miscellaneous biographical information includes constituent codes, income level, ethnicity, birthplace, and
credit card data. For more information, see “Individual Records” on page 22.

Bio 2

Org 2 tab. The Org 2 tab holds additional biographical information about the organization. This miscellaneous
biographical information includes constituent codes, industry, number of employees, number of subsidiary
companies, and parent corporation. For more information, see “Organization Records” on page 59.

Org2

Addresses tab. The Addresses tab displays all stored addresses for a constituent and the constituent’s spouse
or domestic partner. If you have security rights established from the Security link of Administration, you can
add, edit, and delete addresses from this tab. For more information, see “Addresses” on page 86.

Addreszes
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Addressees/Salutations tab. The Addressees/Salutations tab is available only for individual constituent
records because this tab tracks how you display a person’s name in mailings and reports. The primary
addressee and salutation indicate how the constituent’s name appears the majority of the time. The
addressee is used for envelopes, labels, and reports. The salutation is primarily used as a greeting in letters.
For more information, see “Addressees/Salutations” on page 105.

Addrezzees/S alutations I

Relationships tab. The Relationships tab lists a constituent’s relationships and affiliations. In day-to-day life, a
constituent establishes connections with individuals, organizations, banks, financial institutions, and
educational institutions. A constituent may even have a special affiliation with a fund. By tracking these
relationships, you can compile a network of people and companies in a constituent’s life. Tracking these
connections enhances your database of prospective donors. If you have security rights established from the
Security link of Administration, you can add, edit, and delete relationships from this tab. For more
information about relationship records, see “Managing Relationships” on page 114.

Relationzhips

Appeals tab. This tab lists gift totals for appeals to which the constituent responded. Appeals are the means
you use to raise money for your organization. The Appeals tab gives you a quick snapshot of which appeal
methods have been successful for the constituent. If you have security rights established from the Security
link of Administration, you can view, edit, and delete appeals from this tab. For more information about the
Appeals tab and appeal records, see “Appeals” on page 190 and the Campaigns, Funds, & Appeals Data Entry
Guide.

Appeals

Notes tab. For each constituent, you can store multiple pads that quickly summarize important information you
need to remember. The s tab stores this information in one location. If you have security rights established
from the Security link of Administration, you can add, edit, and delete s from this tab. For more information,
see “Notes” on page 179.

Motez

Gifts tab. The Gifts tab lists all gifts contributed to your organization by the constituent. You can quickly see gift
dates, gift types, gift amounts, and funds for which the gifts were designated. If you have security rights
established from the Security link of Administration, you can add, edit, and delete gifts. For more information
about the Gifts tab and gift records, see the Gift Records Guide.

Gifts

Attributes tab. The Attributes tab helps you identify the qualities, characteristics, and preferences associated
with a constituent. These attributes may include hobbies, interests, activities, committees, and important
dates. While you set up attributes from the Attributes link of Configuration, you add attributes to a
constituent record from this tab. For more information, see “Attributes” on page 176.

Attributes

Media tab. The Media tab stores media objects relating to a constituent. These objects can include newspaper
clippings, letters, pictures, and graphs. When you add a media object to a constituent record, you insert an
electronic copy of the object. Changes to the original object do not affect the copy. However, you can make
changes to the electronic copy from the Media tab. If you have security rights established from the Security
link of Administration, you can add, edit, and delete a media object from this tab. For more information, see
“Media” on page 184.

tedia
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Actions tab. The Actions tab tracks the various communications between your organization and the
constituent. These actions can include meetings, mailings, phone calls, email, and advocacy. If you have
security rights established from the Security link of Administration, you can add, edit, and delete actions from
this tab. For more information about the Actions tab and action records, see “Actions” on page 229.

Honor/Memorial tab. The Honor/Memorial tab is available only if you use Honor/Memorial Tracking. This tab
helps you keep track of tributes in your database. Tributes are set up to honor, celebrate, or memorialize
people, organizations, or events. Constituents can contribute gifts to these tributes. If you have security rights
established from the Security link of Administration, you can add, edit, and delete a tribute from this tab. For
more information about the Honor/Memorial tab and tribute records, see the Tribute Data Entry Guide.

Hanortemarial

Volunteer tab. The Volunteer tab is available only if you use Volunteer Management. This tab helps you manage
volunteers and their job assignments. If you have security rights established from the Security link of
Administration, you can add, edit, and delete volunteer information from this tab. For more information
about the Volunteer tab and job records, see the Volunteers & Jobs Data Entry Guide.

Walunteer

Prospect tab. The Prospect tab is available only if you use Prospect Research Management. Prospect research
is an important element of fundraising. You may use an in-house research process to learn more about your
constituents, or you may work with outside research companies to gather data. Either way, the Prospect tab
helps you track financial information, financial ratings, gifts to other organizations, and additional important
data. With this information, you can easily target constituents who are likely to support a specific campaign or
fund. For more information about the Prospect tab, see the Prospect Data Entry Guide.

Membership tab. The Membership tab is available only if you use Membership Management. This tab lists
detailed membership information for a constituent. You can view current and past memberships, as well as
detailed membership data. If you have security rights established from the Security link of Administration,
you can add, edit, and delete memberships from this tab. For more information about the Membership tab
and membership records, see the Membership Data Entry Guide.

Events tab. The Events tab is available only if you use Event Management. This tab lists the events for which a
constituent is or was registered. If you have security rights established from the Security link of
Administration, after you add event records to your database, you can add the constituent as a participant
(registrant, guest, or sponsor) for these events from the Events tab. You can also open a constituent’s
participant record here to edit or delete. For more information about the Events tab, event records, and
participant records, see the Event Management Data Entry Guide.

NetCommunity tab. The NetCommunity tab is available only if you integrate The Raiser’s Edge with Blackbaud
NetCommunity. Blackbaud NetCommunity is a Web site management solution that enables your
organization to create an interactive online network for your constituents. The integration between
The Raiser’s Edge and Blackbaud NetCommunity helps you track and view your online interactions with your
constituents. On the NetCommunity tab, you can view the constituent’s user profile information from
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Blackbaud NetCommunity and track his or her online activity on your Blackbaud NetCommunity site. You
can view email messages the constituent receives from Blackbaud NetCommunity, including newsletters to
which the constituent subscribes. If you use Fundraiser part types in Blackbaud NetCommunity, you can also
track the constituent’s Team Fundraising activity and progress. For more information about the
NetCommunity tab, see the Blackbaud NetCommunity Integration Guide.

M etCommunity I
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Constituents are the individuals and businesses who support your organization by contributing time, money, and
resources. You are using The Raiser’s Edge because your organization recognizes the importance of tracking
these constituents. The Raiser’s Edge combines easy-to-use features with an intuitive structure designed to meet
the unique needs of your fundraising activities.

Manage Biographical Information

The Raiser’s Edge uses Records to help you maintain information on all aspects of fundraising, such as
constituents, gifts, campaigns, funds, and appeals. Think of Records as a filing cabinet. A filing cabinet gives you
quick and easy access to the resources you need for an assortment of tasks. Adding a new constituent record, or
file, to your filing cabinet is simple. Click New Individual or New Organization on the Records page, enter the
constituent name and identification number, and save the record. Once you create the record, “Individual
Records” on page 22 and “Organization Records” on page 59 walk you through the process of adding additional
constituent data, such as biographical, education, and relationship information.

Once you create a basic constituent record, you add specific information and store it in separate folders to
compile an effective file. These folders contain biographical data, addresses, employment histories, giving
histories, and relationship information. To help you use the constituent record file to its maximum potential, we
take you step-by-step through a variety of scenarios and procedures to add these files. We strongly recommend
you add as much information for each constituent as possible. A wide variety of data increases the effectiveness
of your organization and helps you more accurately target your fundraising efforts. The more you know about
your constituents, the more specific you can be with campaigns and appeals.

Individual Records

Tip: To view recently accessed constituent records, select File, Recently Accessed Constituents from the menu
bar of a constituent record.

Two types of constituent records exist in The Raiser’s Edge — individual records that maintain information on
people in your database, and organization records that track important data about the companies and businesses
in your database. In this section, we focus on the individual record and detail various parts of the record. We
instruct you on the correct way to add biographical data and discuss the impact that data has on other areas of
your database.

One of the most important, and only required, pieces of data on an individual record is the name. Although this
may seem simple and straightforward, you should pay special attention to how and where you enter this data.
You should enter the name on the Bio 1 tab exactly how you want it to appear in mailings and reports. For
example, if you enter the name “john brown” in all lower-case letters, that is how it appears throughout

The Raiser’s Edge.

Note: You can maximize and resize your constituent records.
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On the Bio 1 tab, you see several fields that make up the full constituent name. The Last name, First name, and
Middle name fields hold the three parts of an individual’s name. In the Titles fields, you select formal titles, such
as Mr. or Dr. In the Suffixes fields, you select formal suffixes, such as Jr., Sr., or Ph.D. You can select up to two of
each. Remember, accuracy is vital when you format a name.

Biographical

Lazst name: |Smith Aliazes... |

Firzst name: |John

Middle name: |Thomas

Titlez: |1 - -

Suffiwes: | Jr. - -

Note: An individual can have multiple aliases, and you can enter them on the Aliases screen. To search your
database for an individual constituent using an alias, we recommend you enter only last names on the Aliases
screen.

If the name entered on the Bio 1 tab of a constituent record has an alias, click Aliases. The Aliases screen appears
so you can enter the alternate last name for the constituent into the grid. Aliases help in record searches. For
example, you create a record for John Thomas Smith. John is an actor who goes by the stage name of John Starr.
In the Alias column, you enter “Starr”, the last name of the alias. You then enter “Stage Name” in the Type
column. You can now use this last name during the search process to help you quickly access the record.

S |

Y'ou can uge aliazes when you search for a constituent.

Alias I Type I

Starr Skage Mame

ak I Cancel

Note: For more information about setting up Constituent business rules, see the Configuration & Security
Guide.
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You can use the Aliases screen to best suit your organization’s needs. For example, to search for a constituent by
a maiden name or known name, you can set up business rules so each of these last names defaults automatically
into the grid. The maiden name defaults from the Bio 1 tab, and the known name defaults from the primary
education relationship record. Or, you can manually enter all information into the grid. You may also find the
Aliases screen helpful when you search for constituents who have been married several times and had different
last names in the past. However you decide to use it, the Aliases screen provides a more in-depth way to search
for a constituent. When you run a constituent search, on the Open screen, mark Check aliases to ensure aliases
are used in your search.

Once the name is correctly established on the record, the focus switches to the rest of the Bio 1 tab. This tab is
very important and houses a tremendous amount of data. This is where you track an individual’s unique ID, Social
Security Number, marital information, preferred address, phone numbers, email addresses, educational history,
current business information, and banking information. This tab holds basic biographical information. Although
this data is not required by The Raiser’s Edge, it helps you know your constituents on a more personal level,
which can result in donations due to more successful solicitation techniques. For example, you can track your
constituents’ birthdays and send them cards or use their nicknames or maiden names for more personal mailings.

= John T_ Smith

File Edit “iew Constiuent Letter Favortes Tools Help
E]Saveandﬁlose'|u|§'|ﬁ'lﬂj‘| H 4 » M | =+ | 2'|? B| | ?'|§'|‘§|'| =-

v Altributes I Media I v Actions I Honardtemarial I v Yolunteer | w Prospect | Membership I Events |

v Bin 2 I v Addiezzes I v Addiessees/S alutations I v Relationships | v Appeals I Motes I v Gifts

— Biographical — Preferned Address - Home
Last namne: ISmith Aliazes | Country:IUnited States j More... |
First name: IJohn Address lines: |621 Winder Road d
Middle narne: IThomas [
Titles: IM[_ j I j Eit_l,l:ILouisviIIe
Suffines I'J[' j I j State:IKY YI Kentucky
Mickname: IJohnny ZIF: |4U213 ﬁl DPC:I
Maiden name: I Phones/Email{Links
o Iﬂ DNCI Type INumber,l'EmaiI Addressl Shared? |
: - Horme: 502-555-5236 Mok Shared
Gender. [Male =]/ 58M: |25555-6809
Birth date: |D2£DBH1 953 I Age: 52
I Deceased? Date:l EI
- p — This constituent
tarnital status: [Single - :
I J I Iz inactive ™ Iz a solicitor = I
ﬂ“ [T Gives anonymausly [~ Has no valid addresses
Salicit code: IEnd of pear mailing only ™ Reguest: no email
Wolnteer (01/01/2002 ) vEducation | vBusiess | v Bank |

Note: Once you add an individual constituent record to your database, you can view the properties of that
constituent record by selecting File, Properties from the menu bar of the record. Properties tell you the system
record ID, the date the record was added, who added it, the date the record was last changed, the import ID,
the constituent ID, and the constituent’s Social Security Number.

Another way to learn more about your constituents is to track spouse or domestic partner information. When
you add a spouse or domestic partner on an individual record, you create a new individual relationship for that
constituent. Relationship records are similar to constituent records. You can enter biographical, address,
business, and education information for relationships, just as you can for constituents. For more information
about relationships, see “Managing Relationships” on page 114.
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To stay in touch with your constituents, you must maintain accurate address and telephone information. With
The Raiser’s Edge, you can track multiple addresses for each constituent. You can indicate current and past
addresses and identify what time of year a constituent resides at an address. You can designate which addresses
should receive mail and which are for informational purposes only. The address found on the Bio 1 tab is always
the preferred address, or the address where the constituent prefers to receive mail. If you add an address from
the Bio 1 tab, the program automatically marks that address as the preferred address. For more information about
how to add addresses, see “Managing Mailing Information” on page 86.

Solicit codes provide a convenient method to flag constituents as “exceptions to the rule” for your solicitors.
These codes tell your solicitors that a constituent has certain rules or conditions the solicitors should follow.
These rules can then be used to add or remove a constituent from a solicitation. For example, Dusty Conner may
not want anyone to call him at work, so you can add a solicit code of “Do not phone at work” to his constituent
record.

Note: For more information about Alumni Tracking, see the Alumni Data Entry Guide.

When you click the Education button on the Bio 1 tab, you can track an individual’s primary education
relationship. The primary education relationship is often the last educational establishment attended by the
constituent. When you use Alumni Tracking, you can mark a constituent education record as primary. When you
mark an education record as primary, you designate the record as the main or most recent education record for
the constituent. This is valuable when you work with constituents or their friends and relatives who have
numerous education records. The record marked primary also appears when you run queries and reports. A
variety of education/alumni reports are available to help you view and evaluate the educational status of your
alumni. The Education button stores the school name, school type, dates attended, degrees, education
attributes, and related information. You can track additional education relationship records on the Relationships
tab.

Education/School for John T_ Smith E3
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From the Bio 1 tab, you can track an individual’s primary business relationship. The primary business relationship
is usually the constituent’s current employer. Employment information helps you solicit matching gifts or
corporate contributions from the employer. The Business button stores the organization name, industry,
profession, job title, income, and related information. You can track additional business and organization
relationships on the Relationships tab.

DOrganmization Relationship for John T. Smith
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From the Bio 1 tab, you can track an individual’s primary bank or financial institution relationship through the
Bank button. The primary bank relationship is usually the financial account from which a constituent contributes
gifts to your organization. For example, if John Smith makes recurring gift payments by direct debit, you can list
the bank that maintains his account as his primary bank. When you use Electronic Funds Transfer, the Bank
button also stores important electronic funds transfer information. You can track additional bank or financial
institution relationships on the Relationships tab. For more information about electronic funds transfer, see the
Electronic Funds Transfer (EFT) Guide.

Bank/Financial Institution for John T. Smith
File Edit “iew Bank Help
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On the Bio 1 tab, you can also indicate whether individuals are inactive, are solicitors, have no valid addresses,
usually contribute gifts anonymously, or request to receive no email. These checkboxes are very simple to use but
have very powerful results. The checkboxes default to unmarked when a new record is created.

When you mark This constituent - Is inactive, the constituent record becomes inactive throughout the entire
program. This means you can manually search for and access the record from Records, but it is excluded from any
automatic program searches like Query, Mail, or Reports. For historic purposes, we recommend you mark this
checkbox and not permanently delete a constituent from your database.
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When you mark This constituent - Is a solicitor, the Details button is enabled. When you mark this checkbox, you
tell The Raiser’s Edge that this constituent is a solicitor. You can now associate the record with other
constituents’ gifts, pull the record into solicitor reports, and consider the record for queries that contain solicitor
filters. For more information about solicitors, see “Solicitors” on page 291.

= John T. Smith

Uedsiaes =] | Moe.

B21 Winder Road

k7
EE T

| fonc| Type |number/Emal Address|

|— Hame: 502-555-5236 Mok Shared

-

This conetuent
Iz & solicitor

I inactive

% Gives anonyrmously Has no valid addresses
End of year mailing anly Requests no email

When you mark This constituent - Has no valid addresses, you indicate that even though addresses may be
present on the record, none are valid. When you mark this checkbox, you eliminate these records from mailings
and reports. However, you can select to include them based on this checkbox. Most reports and mail functions
have a checkbox to include Constituents with no valid addresses. When you mark this checkbox, you include
them for only the current report or mailing.

When you mark This constituent - Gives anonymously, the program automatically marks the Gift is anonymous
checkbox on the Miscellaneous tab of a gift record when you add a new gift for this constituent. This saves time

with data entry and helps eliminate errors with gift records. For more information about adding gifts, see the Gift
Records Guide.

When you mark This constituent - Requests no email, you indicate that the constituent does not want to be
contacted by email. When you mark this checkbox, the constituent receives no email through the Global Add
Records email function or through RE:NetMail in NetSolutions. For more information about Global Add, see the
Global Add chapter of the Global Add, Delete, & Change Guide. For more information about NetSolutions, see the
NetSolutions Guide.

The Bio 2 tab tracks additional miscellaneous constituent data. This extra information helps you further build
working files on your individuals. This diverse information includes target level, income level, birthplace, religion,
and ethnicity. You can query on all this data for grouping purposes, or you can use it in analytical reports to give
you visual statistics about the breakdown of your database.

You can also track the type of receipt the individual wants to receive. Maybe the constituent requests one receipt
per gift or decides to receive consolidated receipts. Your selection on the Bio 2 tab determines the type of
receipts the constituent receives when you run the Receipts mail task from Mail. For more information about
receipting in Mail, see the Mail Guide.
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On the Bio 2 tab, one very useful area in particular is the credit card grid. For example, if John Smith regularly
contributes to your organization by credit card, you can use this to track his credit card information. When you
add a new gift record for John, when you select a pay method of Credit Card, you can click in the Card type field
on the gift record and press F7 on your keyboard to access the Credit Card screen. On this screen, all credit cards
entered on the Bio 2 tab appear. You can quickly and easily select the appropriate card. When you maintain
current credit card data, you save time and eliminate possible data entry errors each time the constituent
donates.

<= John T. Smith

File Edit View Constituent Letter Favorites Tools Help
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The bottom half of the Bio 2 tab contains the Constituent Codes grid. Constituent codes define the relationship a
constituent has with your organization, such as Board Member, Alumnus, Trustee, and Friend. In other words, a
constituent code tells you why the individual is in your database. Each constituent record in your database should
have at least one constituent code. In addition to defining the relationship a constituent has with your
organization, you can use constituent codes in queries, reports, mail tasks, and security. For example, you want
to send a letter to all your board members to announce a change in the meeting schedule. You first create a
query of all records with a constituent code of Board Member, and then use Mail to generate a letter. Or, you can
go directly to Mail and specify in your parameters to consider only records with a constituent code of Board
Member for the mailing. You can also generate reports broken down by constituent code to which

group — Trustee, Alumnus, or Volunteer — contributes the most money. You can add more than one constituent
code for each constituent, but the top constituent code takes precedence.

The Bio 1 and Bio 2 tabs of an individual record hold a tremendous amount of information. Accurate data entry
and a clear understanding of each field is vital to building and maintaining a clean, consistent database. We
recommend you take some time and go through the scenarios and procedures on the following pages to ensure a
solid understanding.

» Add an individual constituent record

Note: If you change a record and notice your changes do not update automatically, click Save on the toolbar
before you add additional information.
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You can add a new individual constituent record from the shell File menu, from the File menu of an existing
individual constituent record, and from Records. For the easiest and most complete access to all record types,

we recommend you add and open records from Records.
1. On the Raiser’s Edge bar, click Records.
2. Click Constituents. The Constituents page appears.

-
Gifts C H
onstituents
Campaigns
Fundz @ o E .
Appeals Mewy Individual Open a CorstitLient
Memberships o
] e Mew Organization
obs
Ewvents
Recently Accessed Records Quick Find
Mark D, Adamson I &

The Reading Corner

Anne C. Sinclair

Mary Beth Richardson

John Wesley United Methodist Church
AdA Concrete

Carter Pharmaceuticals, Inc,

Dianne A&, Ziegler

Maorbert G Wilkens

Robert C. Hernandez

[ |

Tip: You can quickly enter multiple constituent records in a batch. For more information about the batch entry
of constituent records, see the Constituent Batch chapter of the Batch Guide.

3. Click Open a Constituent. The Open screen for constituents appears. To avoid duplicate records, you
should first search your database for the constituent before you add a new record to your database.
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4. Under Find Constituents that meet these criteria, enter the constituent name in the Last/Org name field.

5. Click Find Now. If the program does not find a match, you can enter a new individual without creating a
duplicate record.

Tip: On the Open screen, you can click Add New to add a new individual constituent record.

6. To return to the Constituents page, click Cancel.

In The Raiser’s Edge, required fields appear in aqua by default. You can change the default color on the Color
tab of User Options. For more information about setting this and other preferences in User Options, see the
Program Basics Guide.

7. Click New Individual. A blank constituent record appears.

= New Individual

File Edt “iew Consttuent Letter Fawvortes Tool Help
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Note: After you enter data in the name fields, The Raiser’s Edge checks the database for duplicates based on
the options set in Configuration. Enter data in as many name fields as possible. The more information you
enter, the more combinations you have when you choose addressees or salutations.

8. In the Last name, First name, and Middle name fields, enter the name of the new constituent.

9. In the Titles and Suffixes fields, select any titles, such as Mr. or Mrs., and suffixes, such as M.D. or Ph.D.

10. If the constituent has an alias or alternate last name, add it to the record. Aliases and alternate last names
help in record searches but are not required.
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a. Click Aliases. The Aliases screen appears.

Y'ou can uge aliazes when pou zearch for a constituent,

HAlias | TP I
1 Johns Stage Mame

k. I Cancel

b. In the Alias column, enter the alternate last name or alias.

c. Inthe Type column, select the type of alias, such as “Stage Name” or “Maiden Name”.

Click OK. You return to the Bio 1 tab. When you run a constituent search, you can now search for the
constituent by the alias when you mark Check aliases on the Open screen that appears.

Note: The ID is unique to the constituent. You can use the ID to both identify the constituent and locate the

record. We recommend all records in your database have an ID number.

11. Inthe ID field, enter a constituent identification number. If you set the business rule in Configuration, the
program automatically generates a unique ID. We recommend you set this rule to eliminate errors and
duplicate IDs. For more information about how to set business rules, see the Configuration & Security

Guide.

== New Individual
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Tip: You can use shortcut keys to move around The Raiser’s Edge without your mouse. For example, press
CTRL + L on your keyboard to save and close a record.

12. On the toolbar, click Save and Close.

If the constituent you entered is a potential duplicate in your system, the Duplicate Search Results screen
appears.

=i Duplicate Search Results - |EI|1|

Phillip Simmons

Criteria Makched COn

rd Information Date Added to RE

2IMMoNS

11{14/2011

Save Az New Record | Lancel |

Selected Record |z Mat & Duplicate | Use Selected Record |

All possible duplicates appear in the grid. Click Save As New Record if the constituent is not a duplicate
and you would like to create a new constituent record.

Click Use Selected Record if the constituent you would like to add is actually a duplicate record. This

option will not create a second record, and will maintain the information on the existing constituent
record.

Click Selected Record Is Not A Duplicate to allow the system to never match the constituent you would
like to add with the selected record on the Duplicate Search Results screen. When you select this option,
these two records will never again be considered as potential duplicates in your system.

» Add basic biographical information on the Bio 1 tab

When we talk about basic biographical information, we mean the personal details that are not absolutely
necessary but help you learn more about your constituents. In The Raiser’s Edge, this biographical
information includes nicknames, maiden names, gender, Social Security Numbers, and birth dates.

Scenario: Last month, you heard from one of your board members that Alexander Hamilton was
interested in your organization’s activities. You created a record for him with name and address, but
you have not been able to gather any additional data. Today, Alexander attends your organization’s
Open House and fills out a prospective donor card. He fills in his nickname, gender, Social Security
Number, and birth date. Enter this information on the Bio 1 tab of Alexander’s constituent record.

Tip: You can use shortcut keys to move around The Raiser’s Edge without your mouse. For example, press ALT
+ 1 on your keyboard to select the Bio 1 tab.
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1. From Alexander Hamilton’s constituent record, select the Bio 1 tab. For more information about how to
open a constituent record, see “Access Constituent Records” on page 4.

= Alexander D. Hamilton
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Note: If you enter data in the Nickname or Maiden name field, it generates into a choice available for
Addressee/Salutations.

2. In the Nickname field, enter “Alex”.
3. Inthe Gender field, select “Male”.
4. Inthe SSN (Social Security Number) field, enter “555-66-8888".

Tip: To print a constituent or individual profile right from a constituent record, select File, Print, Constituent
Profile or Individual Profile on the menu bar. The Select a Parameter file screen appears. Select a parameter
file and click Select. If a parameter file does not exist, click Add New to add one. You can also add parameter
files from Profiles, Lists, and Directories on the Reports page. All parameter files added appear on the Select a
Parameter file screen. You can also export, preview, and send a profile as email from the File menu. For
information about profiles and how to add parameter files, see the Reports Guide.
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5. In the Birth date field, enter the date 10/10/1941. If you do not know the entire date, enter a fuzzy date,
such as 10/1941. When you tab out of the field, Alexander’s age automatically calculates and appears in
the Age field.

= Alexander D. Hamilton
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6. On the toolbar, click Save and Close.

» Add a constituent address from the Bio 1 tab

To stay in touch with your constituents, you must maintain accurate address, telephone, and email
information. The address found on the Bio 1 tab is always the preferred address, or the address where the
constituent prefers to receive mail. When you add an address from the Bio 1 tab, the program automatically
marks the address as the preferred address. An individual constituent record can have only one preferred
address. For more information about how to add alternate addresses, see “Managing Mailing Information” on
page 86.

Scenario: Earl Hunter has been a constituent in your database for weeks, but you have never had a
valid address for him. Today, Earl fills out a prospective donor card with his address information and
phone numbers. From the Bio 1 tab, enter Earl’s address, city, state, ZIP, and valid phone numbers.

Note: When the address is linked to another constituent record, a link icon appears on the More button.
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1. From Earl Hunter’s constituent record, select the Bio 1 tab. For more information about how to open a
constituent record, see “Access Constituent Records” on page 4.

Earl N. Hunter
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Warning: For data entry consistency, we recommend you click More and add your address information in the
appropriate fields on the Address screen.

2. Click More. The Address screen appears.
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Tip: You can use Globally Add Records to send an email message to selected or all constituent records in your
database. The program uses the email address you add for the constituent’s preferred address. For more
information, see the Global Add, Delete, & Change Guide.

3.

N o v .k~

In the Country field, select “United States”. The country you select determines the fields that appear on
the Address screen. For example, if you select “Canada” instead of “United States”, the State and ZIP
fields change to Province and Postal Code.

In the Address lines box, enter “1991 Suquamish Lane”.
In the City field, enter “Silverdale”; in the State field, select “WA”; and in the ZIP field, enter “98383".
In the DPC field, enter “57”. DPC is the Delivery Point Code. It is used as part of the address barcode.

In the first row of the Phones/Email/Links grid, select “Home” in the Type column, and enter the phone
number 360-555-1268 in the Number/Email Address column.

In the Shared column, “Not Shared” appears by default beside this new phone number. This means that
in Configuration Tables, in Phone Types, on the Edit Phone Types screen for Home phone numbers, you
left Do not share phones of this type unmarked. This selection enables the phone type to be shared if
you later copy and link the address with another constituent or relationship record. To not share this
Home phone number, select “Do Not Share” in this column. In Configuration Tables, if you marked Do
not share phones of this type for this phone type, “Cannot be Shared” appears in the Shared column
beside the phone number and the field would be locked. For more information about copying and
sharing addresses and phone sharing, see “Copying and linking an address from one constituent record
to another” on page 95, “Copying and Linking Relationship Addresses” on page 146, and “Phone
Sharing” on page 157.

In the first row beside this Home phone number, leave the checkbox in the DNC column unmarked. This
is Earl’s preferred phone number and he asks to be contacted at this number. DNC stands for “Do Not
Contact.” When you mark this column beside a phone number or email address, a visual warning appears
in the column. This warning tells you the constituent does not want to receive phone calls at the number
or messages at the email address.

Tip: Once you enter an email address in the Phones/Email/Links grid, you can click the email address to send
an email message directly from the grid. The Email screen appears, so you can compose and send your
message. Once you send the email, the program records an action on the Actions tab of the constituent record.

10.

11.
12.
13.

In the second row of the Phones/Email/Links grid, select “Email” in the Type column, and enter
“earl.hunter@ix.alc.com” in the Number/Email Address column. By default, “Cannot be Shared” appears
in the Shared column. In Configuration Tables, you marked the Do not share phones of this type
checkbox for this phone type.

Leave the DNC column beside this number unmarked here, too.

In the Address type field, select “Home”. Earl’s primary address is his home address.
In the Info source field, select “Prospective Donor Card”.

In the County field, enter “Kitsap”.

Because you did not add Kitsap to the Counties table when you originally set up your tables in
Configuration, when you tab out of the field, a message appears to ask whether to add it to the table.
Click Yes.

Note: If an entry does not exist in a drop-down list in a field where you must make a selection, you can type
your entry directly into the field if you have security rights established. A message appears to ask whether to
add the entry to that table. Select Yes. Even though you can add a table entry from a field with a drop-down
list, for data entry consistency, we recommend you establish table entries from the Tables link of
Configuration. For information about how to set up tables, see the Configuration & Security Guide.
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14.
15.

16.

17.
18.

19.

In the Region field, select “Pacific”. Silverdale, Washington is in the Pacific region of the United States.

In the CART field, enter “CO13". CART is the carrier route. It is used as the endorsement line to sort
mailings for further discounts.

In the LOT field, enter “D000”. LOT stands for “line of travel” and is used with the CART in the
endorsement line.

Make sure Send mail to this address is marked. This tells the program the Silverdale address is valid.

If this address is valid only for a specific period of time, under Valid Dates, enter dates in the Date from
and a Date to fields. If the address is current, leave the Date to field blank.

If an address is seasonal, mark Seasonal Address and enter dates in the Seasonal from and Seasonal to
fields. To notate that the address is good all year, mark Seasonal Address and enter “01/01” in the
Seasonal from field and “12/31” in the Seasonal to field.

Note: Mail uses this information to include and exclude constituents from mailings, so accurate data entry is
vital to a successful mailing.

20. Select the Attributes tab. Enter any attributes concerning this address. For more information about how

to add attributes, see “Attributes” on page 176. Once you learn to track attributes in one part of
The Raiser’s Edge, you can easily apply those principles elsewhere in the program.

Address for Earl N. Hunter
File Edit VWiew Addiess Help

E]Saveandclose'|u )(| 4 ¥|—"||?'|&' ‘
v Address  Attibutes |
Cateqory Tl Descripkion Shart Desc. I [Dake | Comments

MCOA Confirmed? Yes 01/05/2006
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21. Click Save and Close. You return to the Bio 1 tab of Earl’s constituent record. The address and phone
numbers appear on the tab.

== Earl N. Hunter

File Edt “iew Consttuent Letter Fawvortes Tool Help
ESaveandElnse' u|§'|§‘lﬂ_]'|“ 4« b N|—>|2"P°D||| ?'|@'|‘2'|'
Attributes I Media I v Actions I Honar/Memarial I Wolunteer I Fiospect I Membership I v Events I
v Biol | v Bio 2 I v Addiesses I v Addressees/Salutations I v Relationships I v Appeals I Hotes I v Gifts
- Biographical — Preferred Address - Home
Last name: IHunter Aliages | Country:lUnited States
First name: IEarI Address lines: (1991 Suquarmish Lane ;I
Middle name: INathan LI
Titles: IM' j I j City:lSiIverdaIe
Sufﬁxes:l j I j State: '8 | Washington
Mickname: I ZIP: |88383 ﬂl DPC.IS?
tMaiden name: I Phones/EmailfLinks
o |8824 DNCl Type |Number,|’EmaiI Addressl Shared? I
' | Harne: 360-555-1268 Mok Shared
Gender: IMB|E j SSN3| | Ernail eatl.hunter@ix.alc.c... Cannot be Shared
Birth date: IDBH22J1 971 El Age: 33 -
" Deceased? Date:l El
. - — This constituent
arital status: [Single A .
I J ™ Izinactive W |z a solicitar w Detailz
ﬂ“ [ Gives anonymoush I Has no valid addresses
Solicit code: IDO nat phone I~ Requests no emai
Member Education | Business | Bank |

Note: When you change an address and save your changes, if the address is linked to other records, a message
appears to inform you that the address is shared. You can select to change the address on all records that
share the address or on only this record or click Cancel. To help determine whether to change the address, you
can click Show Shared Addresses to view a list of records that share the address.

22. On the toolbar, click Save and Close.

» Add marital and spouse relationship information from the Bio 1 tab

One way to learn more about your constituents is to track spouse and domestic partner information. When
you add a spouse or domestic partner for a constituent, you create a new individual relationship record for
that constituent. The new individual spouse relationship record can exist solely as a nonconstituent
relationship on the primary constituent’s record or have its own constituent record in your database. On the
spouse individual relationship record, you can enter biographical, address, business, and education
information, just as you can on a constituent record. For more information, see “Individual Relationships” on

page 116.

It is important to note how the program handles addresses for a spouse relationship record. If the spouse is
not a constituent and does not have a constituent record in your database, the constituent address from the
primary constituent record (to whom you add the spouse) defaults onto the newly created spouse
relationship record. These two addresses are automatically linked. If you do not want the address to be
shared, you must manually break the link. If the spouse is already a constituent in your database and has a
separate constituent record with its own address, when you add the constituent as a spouse individual
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relationship, the spouse’s address from the spouse’s constituent record defaults onto the relationship record.
The primary constituent’s address and the spouse’s address are not automatically linked. To have the primary
constituent and spouse share the same address, you must manually link a common address. For more
information about how to link and break relationship addresses and phone sharing, see “Copying and Linking
Relationship Addresses” on page 146.

Scenario: Alexander Hamilton’s wife, Jane, is currently not a constituent in your database. From the
Spouse button, add Jane and her biographical information to Alexander’s constituent record as an
individual constituent (spouse) relationship.

1. From Alexander Hamilton’s constituent record, select the Bio 1 tab. For more information about how to
open a constituent record, see “Access Constituent Records” on page 4.

= Alexander D. Hamilton

File Edt “iew Consttuent Letter Fawvortes Tool Help

ESaveandElnse' u|§'|§‘lﬂ_]'|“ 4« b N|—>|2"P°D||| ?'|@'|‘2'|'
Attributes | Media I v Actions I Honor/Memorial I Wolunteer I Prospect | Membership I Events I
"_ v Bio 2 I v Addresses I Addressees/Salutations | Relationships I v Appeals I Motes I v Gifts
- Biographical — Preferred Address - Home
Last name: IHamiIton Aliazes | Country:lUnited States j Mare...
First name: IAIexander Address lines: |440-4 Rivers Avenue ;I
Middle name: IDuke LI
Titles: IM[ j I j City:IEugene
Suffies: I j I j Slate:IDH 'l Oregan
Nickname: IAIex ZIF: |975U4 nl DPC-I
tMaiden name: I Phones/EmailfLinks
o |2240 DNCl Type |Number,|’EmaiI Addressl Shared? I
' | Harne: 541-555-7564 Mok Shared
Gender: [Male 7|/ 55n: [so5-e-8822
Birth date: I‘IDH‘I 0415941 El Age: B3
" Deceased? Date:l El
. — This constituent
Marital status: -
I J ™ Izinactive ™ Iz a solicitar [etas:
ﬂ“ [ Gives anonymoush I Has no valid addresses
Solicit code: I I~ Requests no email
Supparter (11132003 -] Education | Business | Bank |

Note: When you make a spouse a constituent in your database, or if the spouse is already a constituent in your
database, a checkbox appears on the General 1 tab of the individual relationship record (under the Spouse
checkbox), so you can determine who to designate as head of household. In Mail processing, the Head of
Household checkbox can determine who should receive a particular mailing. For information about how this
checkbox can affect your mailings, see the Mail Guide.

2. Inthe Marital status field, select “Married”. You want to designate that Alexander and Jane are a married
couple.
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3. Click Spouse. Because a spouse or domestic partner is an individual relationship, the New Individual
Relationship screen appears.

Mew Individual Relationship for Alexander D. Hamilton

File Edit “iew Relationship Help
ESaveandClose‘EXl‘ }||Q'||?'&' ‘
v General 1 I Generalgl .-‘-\ttribgtestotesl
— Biographical —dddress - Home
Lazt name: IHamiIton ﬂl Aliazes | Cartry: ILlnited States 'I =] pare... |
First name: IJane Address lines: |440-4 Rivers Avenue ;I
=
tiddle name: IEIIen
City: IEugene
Titles: |brs. A -
I J I J Slate:IDH 'I Oregon
Suffixes:l j | j
2IP: |97504 & oro
Micknamne: I
: Phones EmailfLinks
felelar= I DI Type INumber,l'ErnaiI .C\I Shared? |
10 I I Home 541-555-7564 Shared
Business | Education B
This individual is the: Relatianship: [wite =
[¥| Gpntise FReciprocal: IHusband j
Drate from: I to I

Tip: When your cursor is in the Last name field for the spouse on the Relationship record, if you press F3 on
your keyboard, the constituent last name defaults into the Last name field.

4. Select the General 1 tab.
5. Inthe Last name field, enter “Hamilton”; in the First name field, enter “Jane”; and in the Middle name
field, enter “Ellen”.

6. In the first Titles field, select “Mrs.”

Warning: For data entry consistency, we recommend you click More and add additional address information
in the appropriate fields on the Address screen. When the address is linked, a check mark appears on the More

button.
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7. Click More. The Address for Relationship screen appears.

Jane E. Hamilton's Address for Relationship to Alexander D. Hamilton
FEile  Edit Wiew Address Help

[ 5ave and Close '|u X| 4 l|—’ '||IQ'| ? '|§' ‘

v Address I Attributes I

Country: IUnited Clates j r—Address Information

Address type; |Home j
Address lines: (4404 Rivers Avenue ;I I
LI Infio source: | j
Ciky: IEugene County: I j
State: IDH vl Oregon Region: I j
21P: [a7504 2 CART: LoT: |
¥ Send mail to thiz address
Phones/Email{Links
DNCl Tvpe |Number,l'EmaiI Addressl Shared?
- Home 541-555-7564 Shared ~WaldDates—— [ Seasonal Address —
|| D ate from; I I Seazonal from; I
5 | | _'l Date to: I I Seasonal bo: I
Address block: {4404 Fivers Svenue =
Eugene, OR 57504

Note: You can select the Attributes tab and add any address attributes for the spouse.

8. Select the Address tab. Because Jane is Alexander’s spouse and they share the same address, Alexander’s
preferred address and phone numbers default onto the individual spouse relationship record and onto
the Address tab.

The two addresses are linked, meaning if you change information on one address, it changes the other. If
you do not want to accept Alexander’s address that automatically defaults in for Jane, change this
information. Once you make the changes and click Save and Close on the toolbar of the Address screen, a
message appears to inform you that the address is shared. On the message, you can select Change this
address on all records that share the address (meaning in this case, both records) or Change the address
on this record only. Select Change the address on this record only and click OK. You return to the Address
screen. The link is broken and you can now alter addresses on either record without affecting the other.
To link the addresses again, click More and select Relationship, Copy/Share Address from Constituent
from the menu bar of the Address screen. The Open screen appears, so you can search for Alexander’s
address to share once again. For more information about how to link addresses, see “Copying and linking
an address from one constituent record to another” on page 95 and “Copying and Linking Relationship
Addresses” on page 146.

For this scenario, you want Alexander and Jane to share the same address, so leave Alexander’s default
address on the Address screen.

Note: When you change an address and save your changes, if the address is linked to other records, a message
appears to inform you that the address is shared. You can select to change the address on all records that
share the address or on only this record, or click Cancel. To help determine whether to change the address,
you can click Show Shared Addresses to view a list of records that share the address.

9. Click Save and Close. You return to the General 1 tab of the Relationship screen.

10. Onthe General 1 tab, in the Relationship field, select “Wife”. This is the association Jane has to Alexander.
In the Reciprocal field, select “Husband”. This is the association Alexander has to Jane.
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11. To add business information for Jane, click Business. The Businesses screen appears, so you can enter her
business information. Click New Business. Once you add business information, save, and return to the
Businesses screen, click Close. You return to the General 1 tab. For information about how to add primary
business information, see “Add a primary organization (business) relationship record from the Bio 1 tab”
on page 49.

12. To add education information for Jane, click Education. The Education Information screen appears, so you
can enter her education and alumni information. Click New Education/School. Once you add education
information, save, and return to the Education Information screen, click Close. You return to the General 1
tab. For information about how to add primary education information, see “Add a primary education
relationship record from the Bio 1 tab” on page 47.

Note: If you mark Editable, you can manually change information in the Addressee/Salutation grid.

13. Select the General 2 tab and enter any additional biographical information for Jane, as shown in the
following picture. You can define a Gender, Birth date, and SSN (Social Security Number). If a spouse
relationship is deceased, mark Deceased and enter the date the spouse passed. If the spouse is a
constituent in your database, all this information defaults from the spouse’s constituent record.

Individual Relationship for Alexander D_. Hamilton
File Edit “iew Relationship Help

[ 5ave and Cloze '|u X| 4 )||| ?'|&' ‘

v General1l General 2 IAttribgtesJNotesl

Gender: m S5N: IW [T Deceased? Dale Iﬂ
Birth date: m Age: B9
Primary addresses: IMrs_ Jane E. Hailtan j " Editable?
Frimary salutation: IM[s, Harmiltan j [ Editable?
Addressees and Salutations For Jane E. Hamiltbon
Type | AddresseefSalutation | Editable?
|| [

Tesgt Label Truncation...

14. In the Primary addressee field, select “Mrs. Jane E. Hamilton”; in the Primary salutation field, select
“Mrs. Hamilton”.

Note: Before you make a spouse a constituent, carefully consider whether to make the spouse a constituent.
Ask yourself some basic questions. Does the spouse give gifts on her own and need to be receipted separately?
Does the spouse have a special constituency, such as Trustee, Board Member, or Major Donor? We
recommend you set up policies at your organization to detail how and when to make a spouse a constituent in
The Raiser’s Edge.
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15. From the menu bar, select Relationship, Add this individual as a Constituent. You decide to create a new

constituent record for Jane, separate from Alexander’s constituent record. A message appears so you can
assign a constituent code.

The Raizer's Edge E

You have chosen to zave Jane E. Hamilton az a constituent. Uze theze figlds to
azzigh a constituency ta thiz conztituent,

Congtituency: |I:urrent Farent j CP

Drate from: I'ID.-"1 042006 EII
Date to: I EII

(1] I Eancell

16. In the Constituency field, select “Current Parent”. In the Date from field, enter today’s date. You should

assign each constituent in your database at least one constituent code. The constituent code defines why
the constituent is in your database.

Warning: Once you make a spouse a constituent, the biographical fields on the spouse relationship record are
disabled. To change the spouse’s biographical information, you must go to the spouse’s newly formed
constituent record. From the menu bar, select Relationship, Go to and the constituent record appears. For this

procedure, select Relationship, Go to Jane E. Hamilton from the menu bar of the Individual Relationship
screen.

17. Click OK. You return to the General 2 tab of the Individual Relationship screen.

18. The Automatically soft credit this individual for gifts checkbox now appears on this tab. A soft credit
allows multiple constituents to share credit for a single gift to avoid duplicate gift records. To soft credit
Jane for gifts given to your organization, leave this checkbox marked. For more information about soft
credits, see the Gift Records Guide.

19. Select the Attributes/Notes tab and enter any attributes or relevant information to store about Jane.

Perhaps, she is a professional photographer and you want to note it on this tab.

Individual Relationship for Alexander D Hamilton

File Edit “iew Relationship Help
E]Saveandtlose‘|u X|i }|—’|||?'|$' ‘

W Generalll w General 2 Attibutes/Motes |

-

Category I Descripkion I Short Desc, | Date I Comments
Interests Photography 10/1042006 Professional photographer
|| ffice Hours &:00 AM - 12:00 PM 10/10/2006 Monday thraugh Friday
MHates:

Jane is a professional photographer. She has agreed to help us take photographs for our monthly newsletter. ;I
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Note: The spouse individual relationship record not only appears when you click Spouse, but also appears on
the Relationships tab of the primary constituent record to which you add the spouse. If the spouse is also a
constituent in your database, a reciprocal individual relationship also appears on the Relationships tab of the
spouse’s constituent record.

20. On the toolbar, click Save and Close. You return to the Bio 1 tab of Alexander’s constituent record.
21. Click Save and Close.

» Add a solicit code on the Bio 1 tab

With solicit codes, you can conveniently flag constituents as “exceptions to the rule” for your solicitors. These
codes tell your solicitors that a constituent has certain rules or conditions to follow. These rules can be used to
add or remove a constituent from a solicitation. For example, a constituent may ask not to be called at her
business. You can add a solicit code of “Do not phone at work” to her constituent record.

Scenario: Alexander Hamilton requests to be solicited only once a year through a mailing. Add a solicit
code of “End of year mailing only” to his constituent record.

Note: In Mail, on the Filters tab of a mail task, you can use solicit codes to help limit the records included in a
mailing. For example, you may decide to filter on the selected solicit code of “Removed by request” so you can
quickly identify those constituents who do not want to be solicited. For more information about the Filters tab
of a mail task, see the Mail Guide.

1. From Alexander Hamilton’s constituent record, select the Bio 1 tab. For more information about how to
open a constituent record, see “Access Constituent Records” on page 4.

= Alexander D. Hamilton

File Edt “iew Consttuent Letter Fawvortes Tool Help

ESaveandElnse' u|§'|§‘lﬂ_]'|“ 4« b N|—>|2"P°D||| ?'|@'|‘2'|'
Attributes | Media I v Actions I Honor/Memorial I Wolunteer I Prospect | Membership I Events I
v Bio 2 I v Addresses I Addressees/S alutations I v Relationships I v Appeals I Motes I v Gifts
- Biographical — Preferred Address - Home
Last name: IHamiIton Aliazes | Country:lUnited States j ElMore...
First name: IAIexander Address lines: |440-4 Rivers Avenue ;I
Middle name: IDuke LI
Titles: IM[ j I j City:IEugene
Suffives: I j I j Slate:IDH 'l Oregon
Nickname: IAIex ZIF: |975U4 nl DPC-I
tMaiden name: I Phones/EmailfLinks
o |2240 DNCl Type |Number,|’EmaiI Addressl Shared? I
| Harne: 541-555-7564 Shared
Gender: [Male 7|/ 55n: [so5-e-8822
Birth date: I‘IDH‘I 0415941 El Age: B3
" Deceased? Date:l El
. - — This constituent
Marital status: b4 arried -
I J ™ Izinactive ™ Iz a solicitar [etas:
ﬂ“hne E. Hamiltan [ Gives anonymoush I Has no valid addresses
Solicit code: I I~ Requests no email
Supparter (11132003 -] Education | Business | Bank |

Warning: We recommend you use solicit codes only as “exceptions to the rule.” to help maintain the
effectiveness of the solicit codes. For example, do not create a code of “OK to phone” in response to a “Do not
phone” code.
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2. Click in the Solicit code field and press F7 on your keyboard. The Solicit Code screen appears.

Solicit Code

Ay ailable:

Selected:

End of pear mailing only

Do hot mail

Do not phone
Do not phoke at worl:

>
Do hiot phoke on weekends ﬂ
<
«|

Do not zolicit

Mo mail - out of buzsiness

Mo mail temporarily o
One solicitation annually

Removed by request LI

(1] I Cahcel |

Tip: On a screen with a selection box, you can use the single right and left arrows to move one entry back and
forth between the two boxes. You can use the double left or right arrows to move all entries at once.

3. Inthe Available box, select “End of year mailing only” and click the single right arrow. This moves the
solicit code into the Selected box.

4. Click OK. You return to the Bio 1 tab of Alexander’s constituent record. “End of year mailing only” appears
in the Solicit code field.

= Alexander D. Hamilton

File Edt “iew Consttuent Letter Fawvortes Tool Help

[ Save and Cloze ~ u|§'@‘@'|n 1« b N|_’|2'?E||| ?'|&'|‘2|'|'
Attributes | Media I v Actions I HonorMemarial I Wolunteer I Prospect | tMembership I Events I
+ Binl | w Bio 2 I v Addresses I Addressees/S alutations I v FRelationships I v Appeals I Hotes I v Gifts

- Biographical — Preferred Address - Home

Last name: IHamiIton Aliazes | Country:lUnited States j o hare...
First name: IAIexander Address lines: | 440-4 Rivers Svenue ;I
Middle name: IDuke LI
Titles: IM[ j I d City:IEugene
Suffizes: I j I d Slate:IDH 'I Oregan
Mickname: IAIeH ZIF: IS?EDd ﬂl DPE'I
tMaiden name: I Phanes{EmailfLinks
o |2240 DNC| Type |Number,|’Ema|I Addressl Shared? I
| Home 541-555-7564 Shared
Gender: |Male i =
Birth date: I‘IDH‘I 015941 El Age: B3
[T Deceassd? Date:l El
: - — This constituent
Iarital status: |k arried -
I : J ™ lzinactive ™ Iz a soliciter Details
ﬂ"hne E. Hariltor [™ Gives anonymously I Has no valid addresses
Solicit code: IEnd of year mailing only ™ Requests no email
Supparter (11132003 -] Education | Business | Bank |

5. On the toolbar, click Save and Close.
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» Add a primary education relationship record from the Bio 1 tab

From the Bio 1 tab, you can track a constituent’s primary education relationship. The primary education
relationship is usually the last school attended by the constituent. The Education button stores the school
name, school type, dates attended, degrees, education attributes, and related information. Only one primary
education relationship can exist on an individual constituent record. You can track other education
relationships on the Relationships tab. For more information, see “Education/School Relationships” on

page 137.

Scenario: One of your board members is a college friend of Alexander Hamilton’s and gives you
Alexander’s educational information. Enter the name and type of school he attended, dates attended,
degrees earned, and any applicable education attributes on the Bio 1 tab of Alexander’s record.

1. From Alexander Hamilton’s constituent record, select the Bio 1 tab. For more information about how to
open a constituent record, see “Access Constituent Records” on page 4.

== Alexander D. Hamilton

File Edit Yiew Constituent Letter Fawortes Toolz: Help

[ Save and Close ~ u|§'&‘lﬂ_]'|li 1 » N|_’|2'?E||| ?'|@'||3'|'
Attributes | Media I v Actions I Honor/Memorial I Wolunteer I Prospect | tembership I Events I
v Binl | v Bio2 I v Addresses I Addreszees/S alutations I v Relationzhips I v Appeals I HMotes I v Gifts
— Biographical — Preferred &ddress - Home

Last name: IHamiIton Aliazes | Country: IUnited States j Fare...

First marne: IAIexander Address lines: |440-4 Rivers Avenue ;I
Middle name: IDuke LI

Titles: IM[ j I j City:IEugene
Suffizes: I j I d Slate:IDH 'l Oregan

Mickname: IAIex ZIF: |9?5U4 ﬂl DPC:I

Maiden name: I Phones{EmailfLinks
o |224D DNCl Type |Number,|’Emai| Addressl Shared? I
| Home 541-555-7564 Shared
Gender: [Male x|/ 55n: [F55-66-aama
Birth date: |1 0101341 El Age: 63
[T Deceassd? Date:l El

: - — This constituent

tdarital statuz: [Married - .
I J ™ lzinactive ™ Iz a soliciter Details
ﬂ"hne = (it [™ Gives anonymously I Has no valid addresses
Solicit code: IEnd of year mailing only ™ Requests no email

Supporter [11/13/2003 - ) Educallonl Business | Bank |
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2. Click Education. The Education/School relationship screen appears.

Mew Education/School for Alexander D. Hamilton E
FEile Edit “iew Education Help

5 ave and Close '|u }(| 4 » ||g'| z '|&'

» School | Attributes/Motes I

School name: |Northwestern University j [V Primary alumni information

Type: IFDur Year College j

Campuis: IDowntown

Known name: IHamiItUn Frat/Sorarity: ISigma MHu
Degree: IES j Majar I Comments
GPA: I? | Chemistry Excellent student

Class af: W —

Date entered: Im
Date graduated: m Minor Comments
D ate: left: Iﬁ I

Status: IGraduated j

Note: To search your database for a constituent by the name entered in the Known name field, we
recommend you enter only a last name. You can set up a business rule to automatically place the last name
entered in the Aliases grid, accessed from the Aliases button on the Bio 1 tab of the constituent record. When
you search for a constituent, you can mark Check aliases on the Open screen to include the Known name field
in your search. For information about business rules, see the Configuration & Security Guide.

3. Select the School tab.
4. In the School name field, select “Northwestern University”.

5. Make sure Primary alumni information is marked. This designates this institution as the primary school
information for Alexander.

In the Type field, select “Four Year College”. Northwestern is this type of college.

7. Inthe Campus field, enter “Downtown”. This is the campus Alexander attended. Northwestern has a
Downtown campus and a West Side campus.

8. In the Known name field, enter “Hamilton”. This is how Alexander was addressed when he was in college.
9. In the Frat/Sorority field, enter “Sigma Nu”.

10. Inthe Degree field, select “BS”. This is the type of degree he earned.

11. Inthe GPA field, enter “3.5".

12. In the Class of field, enter “1987”. Alexander graduated from the university in this year.

13. Alexander entered Northwestern on 09/05/1983 and graduated on 05/17/1987. Enter this information in
the Date entered and Date graduated fields.

Note: If Alexander left college before he graduated, you would enter the date in the Date left field. His Status
may have been “Incomplete”.

14. In the Status field, select “Graduated”.

15. In the Major grid, in the Major column, enter “Chemistry”; in the Comments column, enter “Excellent
student”. If the constituent has a minor, you can also enter this information in this grid.
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16. Select the Attributes/Notes tab.

Mew Education/School for Alexander D. Hamilton E
FEile Edit “iew Education Help

5 ave and Close '|u }(| 4 » ||g'| z '|&'

v School  Attibutes/Motes |

Category I Description Short Dest, I Date I Comments
- Athletics Tennis 10/10/2006  Team captain
Maotes:
Alexander always participates in our sporting events, d
=

17. In the first row of the Category column, select “Athletics”.

18. In the first row of the Description column, select “Tennis”.

19. In the first row of the Date column, enter today’s date, the date you enter the attribute.
20. Inthe first row of the Comments column, enter “Team captain”.

21. Inthe Notes box, enter “Alexander always participates in our sporting events.”

22. On the toolbar, click Save and Close. You return to the Bio 1 tab of Alexander Hamilton’s constituent
record.

23. Click Save and Close.

» Add a primary organization (business) relationship record from the Bio 1 tab

From the Bio 1 tab, you can track a constituent’s primary organization (business) relationship, usually the
constituent’s current employer. Employment information helps you solicit matching gifts or corporate
contributions from the employer. The Business button stores the organization name, address, industry,
profession, job title, income, and related information. Only one primary organization relationship can exist on
an individual constituent record. You can track other organization relationships on the Relationships tab. For
more information, see “Organization Records” on page 59.

It is important to note how the program handles addresses for a primary organization (business) relationship
you add for an individual constituent. If the primary organization relationship is not a constituent and does
not have a constituent record in your database, you must manually enter the address on the relationship
record. If the organization you add as the primary organization relationship is already a constituent in your
database and has a separate constituent record with its own address, the address from that organization’s
constituent record defaults onto the relationship record. These two addresses are automatically linked, and
each relationship record appears on the other’s Relationships tab. If you do not want the address to be
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shared, you must manually break the link. To change the address on the primary organization relationship
record, such as to add a suite number, a warning appears when you save the record. You can select to change
the address on all records that share the address or only this record. For more information about how to copy,
link, and break links for relationship addresses, see “Copying and linking an address from one constituent
record to another” on page 95 and “Copying and Linking Relationship Addresses” on page 146.

Scenario: A board member returned from a prospective donor trip and gathered biographical and
business information on one of your constituents, Alexander Hamilton. Enter Alexander’s business
information, including organization name, industry, profession, job title, and income on the Bio 1 tab

of his constituent record.

1. From Alexander Hamiliton’s constituent record, select the Bio 1 tab. For more information about how to

open a constituent record, see “Access Constituent Records” on page 4.

= Alexander D. Hamilton

File Edt “iew Consttuent Letter Favortes Tools

Help

HS-E-@-uw « » || =~

L Biliea)

= 28G5

E Save and Cloze ~

| Meda |

- Biographical

v Actions I

HonorMemorial I

" Deceased?

Birth date: |1Df1 0/1341 El Age: B3

Drate: I El

Marital status: IMarried

=~

Wolunteer I Prospect |

Membership I
v Bio 2 I v Addresses I Addressees/S alutations I v Relationships I v Appeals I Motes I v Gifts

Events I

— Preferred Address - Home

Last name: IHamiIton Aliazes | Country:lUnited States j ElMore...
First name: IAIexander Address lines: |440-4 Rivers Avenue ;I
Middle name: IDuke LI
Titles: IM[ j I j City:IEugene
Suffives: I j I j Slate: IDH 'l Oregon
Nickname: IAIex ZIF: |975U4 nl DPC-I
tMaiden name: I Phones/EmailfLinks
D |2240 DNCl Type |Number,|’EmaiI Addressl Shared? I
: | Horne 541-555-7564 Shared
Gender: [Male 7|/ 55n: [so5-e-8822

— This constituent

I lzinactive

Spouge “Jane E. Hamiltor

I~ Gives anonyrmoush

Solicit code: IEnd of year mailing only

I~ Requests no email

™ Iz a solicitar [etas:

I Has no valid addresses

Supporter [11/13/2003 -

vEducationl Business |

Bank |
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2. Click Business. The Organization Relationship screen appears.

Mew Organization Helationship for Alexander D. Hamilton

File Edit Yiew Relationship Help
[5ave and Cloze "| = )(| 4 b |—F |@'|| ? "|$"

v [General 1 |v Generalgl .t‘-‘«ttlibgtestotesI

‘ Org mame: | Trapman & Sssociates m| D117 dliases_|
Country: IUnited States j o More, | |ndustry: ILegaI j
Address lines: |12 Eroad Street ;I Position: ISeninr Legal Assistant ™ Print?
| Profession: ILaw =]

City: |Dayton Income: [$50,000 - $83,939 =l

State: Iﬂ Ohio Relationship: IEmpIn_l,ler j

ZIP: lm DF'I::I— Reciprocal: IEmpIU_l,lee j

[+ Print organization name with address Drate fram: IU4£DB£2DDD to I

PhaonesfEmailLinks For thiz arganization, thiz individual is aln):
DNCI Type INumber,l'EmaiI Ad...I Shared? | ¥ Emploves W Primary business information
Business | 937-555-9696 Shared I Contact I Do it sl this bt
I [Eontach pe; I j

3. Select the General 1 tab.

4. In the Org name field, click the binoculars and search for “Trapman & Associates”. When found and
selected, “Trapman & Associates” appears in the Org name field.

5. Trapman & Associate’s address information and phone numbers appear automatically on the
Organization Relationship screen. They default from Trapman & Associate’s organization constituent
record.

These two addresses are automatically linked, and each relationship record appears on the other’s
Relationships tab. If you do not want the address to be shared, to manually break the link, select
Relationship, Break link with Trapman & Associates from the menu bar of the Organization Relationship
screen, or select Relationship, Break link with Trapman & Associates from the menu bar of the Address
screen, accessed when you click More. For this scenario, leave the addresses linked.

Note: When you search your database and select a nonconstituent organization relationship record instead of
an organization constituent record, you must manually enter address and phone number information. To
search your database for nonconstituents, mark Display nonconstituents on the Open screen.
6. Inthe Industry field, select “Legal”. Alexander works for a law firm.
7. In the Position field, enter “Senior Legal Advisor”.
8. To print the Position beside Alexander’s name in a mailing, mark the Print? checkbox.
9. In the Profession field, select “Law”.
10. Inthe Income field, select the amount “$80,000-$89,000”.
11. In the Relationship field, select “Employer”. In the Reciprocal field, select “Employee”.

12. In the Date from field, enter the date 04/08/2000. This is the date Alexander started to work for
Trapman & Associates.
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Note: If Alexander was a contact for Trapman & Associates, you would mark the Contact checkbox. You would
then select a Contact type. If Alexander was not the Mailing Contact for Trapman & Associates, you would
mark the Do not mail to this contact checkbox.

13. Make sure Primary business information is marked. This designates that Trapman & Associates is
Alexander’s main workplace.

14. Select the General 2 tab. Because Trapman & Associates is a constituent in your database that matches
gifts, the matching gift information appears on this tab. The information defaults from the organization

constituent record.

Mew Organization Relationship for Alexander D. Hamilton
Fil=  Edit “iew Relationship Help

= AR R el e

| Attributes/Mates I

[5ave and Cloze -

w General 1

¥ Trapman & Associates matches gifts from Alesander D, Hamilton

— Matching Gift Infarmation
Factor: |2.EIEI Fizcal year starts: IEI'I A
Matching Gift Limits Motes:
Minimum | Maimum | Trapman & Azsociates matches only for full-time ﬂ
employees.

Per gift $25.00 $500,00

Annual per donor $25.00 $5,000.00
Tatal per donor $25.00 $50,000.00 j

[~ Automatically soft credit this arganization for gifts

15. Because Trapman & Associates is a constituent in your database, the Automatically soft credit this
organization for gifts checkbox also appears. Leave this checkbox unmarked. You do not want to soft
credit Trapman & Associates for gifts given by Alexander to your organization. A soft credit allows multiple
constituent to share credit for a single gift to avoid duplicate gift records. To soft credit an organization
relationship for gifts given by the constituent, mark this checkbox. For more information about soft

credits, see the Gift Records Guide.
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16. Select the Attributes/Notes tab and add any relevant attributes or notes to track about this organization.

Mew Organization Helationship for Alexander D. Hamilton E3

File Edit Yiew Relationship Help
[5ave and Cloze '| = )(| 4 b |—F |@'|| ? '|$'

v General 1| v General 2 [&fibufes iicies |

-

Cateqgary | Description | Short Desc, | Date | Camments
Office Hours 2:00 AM - 6:00 PM 03/10/2006 Mot available on the weekends
| |Contact As Of  |01/05/2006 03/10/2006 Mot available before this date
Maotes:

Trapman & Associates always participates as a Corporate Sponsar in our sporting events. They are ;I
especially active it our galf and tennis events.

[-|

17. On the toolbar, click Save and Close. You return to the Bio 1 tab of Alexander’s constituent record.

Tip: You can use shortcut keys to move around The Raiser’s Edge without your mouse. For example, press
CTRL + L on your keyboard to save and close a record.

18. Click Save and Close.
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» Add a primary bank relationship record from the Bio 1 tab

From the Bio 1 tab, you can track a constituent’s primary bank or financial institution relationship. The
primary bank relationship is usually the financial account from which a constituent contributes gifts to your
organization. For example, if a constituent makes recurring gift payments by direct debit, you can list the bank
that maintains the constituent’s account as the primary bank. Only one primary bank relationship can exist on
an individual constituent record. You can track all other bank and financial institution relationships on the
Relationships tab. For more information, see “Bank/Financial Relationships” on page 133.

Scenario: Ellen Crenshaw tells you she wants to set up a recurring gift through New York National
Bank. She wants to donate $50 per month to your organization. Before you add any information about
donations, enter her banking information from the Bank button on the Bio 1 tab of her constituent
record.

1. From Ellen Crenshaw’s constituent record, select the Bio 1 tab. For more information about how to open
a constituent record, see “Access Constituent Records” on page 4.

== Ellen H. Crenshaw
File Edt “iew Consttuent Letter Fawvortes Tool Help

[ Save and Close u|§'|§‘lﬂ_]'|“ 1 » N|—>|2v ?S||| ?v|@v|‘3v|v

Attributes I Media I v Actions | Honor/Memorial I Wolunteer I v Prospect I Membership I Events I
v Bio 2 I v Addiesses I v Addressees/Salutations I v Relationships I v Appeals I Hotes I v Gifts

- Biographical — Preferred Address - Home
Last name: IErenshaw v Aliases | Courtry: IUnited States j Mare...
First marne: IEIIen Address lines: |57 Park Avenue ;I
Middle: name: |Hensley =
Titles: IMs_ j I j City:INew Yok,
Suffives: I j I j Slate:INY 'l New York
Nickname: IEIIle ZIF: I"UUS'I nl DPC-I
tMaiden name: IForester Phones/EmailfLinks
o |1 0 DNCl Type |Number,|’EmaiI Addressl Shared? I
' | Harne: 212-555-0010 Mok Shared
Gender: |Female 7|/ 55n: [212:12-8809
Biith date: I‘I‘I;-’D?.-"I 953 El Age: 45
" Deceased? Date:l El
. - — This constituent
Marital status: |Divorced -
I J ™ Izinactive W |z a solicitar w Detailz
ﬂ“ [ Gives anonymoush I Has no valid addresses
Solicit code: IDO nat phone at work, I~ Requests no emai

Friend [2001 - ); Past Parent [1939 - 2003) Education | v Business | Bank |
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2. Click Bank. The New Bank/Financial Institution screen appears.

Mew Bank/Financial Institution for Ellen H. Crenshaw
File Edit “iew Bank Help

8- |

[f5ave and Cloze ~

= BRI el

v General | Account Attributes/Motes |

Transit/R outing no; IEIEID1 11 ni
Financial Institution: INew ‘York, Mational Bank, El [ Banen Adc-lrc
ISt ILInltecI States j
Branch name: |(4 zirn B h
I s Brane Address lines: 525 Park Avenue ;I
Bank notes: || there 15 a problem with amny ;I ¥
A netes account, see Wiliam Cone, the _I
account manager LI City: INew YYork
r— Electronic Transfer Information State: INY vl Mew York
Imrediate origin: 2P 10125
(% (ze Tiransit/Fouting rumter Fedi IN " J
egioris| Naortheast o
£ [Wther I
Phones/Email/Links
— Account Information DMC I Type | Numnber/Email Address |
Accourt number. 1423 4358 0357 | Bank  212-555-0033
Account bwpe: IEhecking vl —
v Primamy bank information [ This account is inactive

3. Select the General tab.

Note: Banking information is stored in Configuration under Financial Institutions. If the bank you want to add
to a constituent’s record is not in the system, add the information from Configuration.

4. In the Financial Institution field, click the binoculars and search for “New York National Bank”. Once you
locate and select this bank, the bank’s information automatically appears in the Transit/Routing no. field,
the Branch name field, the Bank/Branch Address frame, the Phones/Email/Links grid, Bank notes box,
and the Electronic Transfer Information frame. This information defaults from the bank record set up in
Configuration.

5. Make sure Primary bank information is marked. This designates that this is Ellen Crenshaw’s main bank.
In the Account Information frame, enter “0423 4356 0987” in the Account number field.

In the Account type field, select “Checking”. This is the type of account Ellen has at New York National
Bank.

8. On the Account Attributes/Notes tab, enter any attributes or notes to record about Ellen’s account or the
bank, such as that EFT is available.

9. On the toolbar, click Save and Close. You return to the Bio 1 tab of Ellen’s constituent record.
10. Click Save and Close.

» Add miscellaneous biographical information on the Bio 2 tab

Note: Credit Cards and Constituent Codes are discussed in later procedures.
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The Bio 2 tab tracks additional or miscellaneous constituent data. In The Raiser’s Edge, this diverse
information includes income, ethnicity, religion, and birthplace.

Scenario: During your organization’s Open House, Alexander Hamilton completes your annual survey
of biographical information. He includes optional miscellaneous information, such as his income level,
ethnicity, religion, and birthplace. Enter this information on the Bio 2 tab of Alexander’s constituent
record.

Tip: You can use shortcut keys to move around The Raiser’s Edge without your mouse. For example, press ALT
+ 2 on your keyboard to select the Bio 2 tab.

1. From Alexander Hamilton’s constituent record, select the Bio 2 tab. For more information about how to
open a constituent record, see “Access Constituent Records” on page 4.

= Alexander D. Hamilton

File Edit View Constituent Letter Favorites Tools Help
uSaveandCIUse'|H|-j';;{\L'Iﬂ_]'|N 1 b ..|"|2'|?E‘ﬂ|iﬂ'| ?'@'|‘3'|'
Adtributes | Media I W Actions | Haonortemarial I Walunteer I Prozpect I tembership I Events I
w Biol + Bio 2 | v Addiesses I Addressees/S alutations | Fielationships I v Appeals I Motes I v Gifts
Target: |$5,DDD - $9.999 j Birthplace: IHouslon, T
Incame: |$30,000 - $39,933 =l Fieligion: [Methodist |
Receipt type: IDne receipt per gift j Ethnicity: IWhite [nat Hispanic origin) j
Card Type I Cardholder Mame I Credit Card No. I Expiration I Reference I
Ed
Constituent Codes e}
Description I Code I Date From Date To |
Dawn
| |Supporter SUP 11/13/2003

2. In the Target field, select “$5,000 - $9,999”. This is the range in dollars you hope to persuade Alexander to
give your organization.

In the Income field, select “$80,000-589,999”. This is the range of Alexander’s salary.
In the Receipt type field, select “One receipt per gift”, as the constituent requested.
In the Birthplace field, enter “Houston, Texas”.

In the Religion field, select “Methodist”.

In the Ethnicity field, select “White”.

On the toolbar, click Save and Close.

O N oA~ Ww
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» Add a constituent credit card on the Bio 2 tab

If a constituent regularly contributes to your organization by credit card, you can use the Bio 2 tab to track the
card type, cardholder name, and expiration date. By maintaining current credit card data, you save time and
eliminate possible data entry errors each time the constituent donates.

Scenario: Alexander Hamilton indicates he will make regular donations to your organization by credit
card. On the Bio 2 tab, enter the credit card information.

Note: To delete rows from the Credit Card grid, select the rows to delete, right-click, and select Delete Rows.
A message appears to ask whether to delete the rows. Click OK. To insert a row, select Insert Row from the
menu. The new row appears above the row you select.

1. From Alexander Hamilton’s constituent record, select the Bio 2 tab. For more information about how to
open a constituent record, see “Access Constituent Records” on page 4.

= Alexander D. Hamilton

File Edit View Constituent Letter Favorites Tools Help
dSaveandﬁlose'|H|-j';j'lﬂ_]'|N 4 b .l|"|2'|?ﬁ‘ﬂ|.ﬁf| ?'&'|'§'|'
Altributes | Media I v Actions | HaonorMemarial I Wolunteer I Prospect I tembership I Events I
v Biol v Bio 2 | v Addresses I Addressees/S alutations | Relationships I v Appeals I Hotes I v Gifts
Target: |$5,DDD -$9.999 j Birthplace: IHouslon, T
Incame: [$30,000 - $39.335 =l Reeligian: [Methadist 4|
Fieceipt type: IDne receipt per gift j Ethricity: IWhlte [nat Hizpanic onigin] j
Card Type I Cardholder Name I Credit Card No. I Expiration I Reference I
|| Visa Alexander Hamilton 4111111111111111 04/2010
Constituent Codes Up
Desciption I Code I Date From Date To | D
(el
Supporter SUP 11/13/2003

Tip: When you add a new gift record, if you select a pay method of Credit Card, you can click in the Card type
field on the gift record and press F7 on your keyboard to access the Credit Card screen. On this screen, all
credit cards entered on the Bio 2 tab appear.

2. Inthe first row of the Card Type column, select “Visa”.

3. Inthe first row of the Cardholder Name column, enter the name of the cardholder exactly as it appears
on the credit card.

In the first row of the Credit Card No. column, enter number “4111111111111111”.
In the first row of the Expiration column, enter the date “04/2010".
If you have additional information to track about this credit card, enter it in the Reference column.

No v ke

On the toolbar, click Save and Close.
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Note: The Raiser’s Edge requires Internet access to connect to the Blackbaud Payment Service. If The Raiser’s
Edge cannot connect to the Blackbaud Payment Service, a message appears. Click OK and check your Internet
connection. If you cannot restore your Internet connection, you can click the “X” in the upper right corner to
close the record without saving.

To help you comply with the Payment Card Industry Data Security Standards (PCI DSS), the program
immediately sends new credit card information to the Blackbaud Payment Service when you click Save
and Close. Depending on your Internet connection, you may experience a slight delay. In your database,
The Raiser’s Edge stores the reference token used to identify the credit card number in the Blackbaud
Payment Service. On the record, the Credit Card No. column displays a masked credit card number, with
only the last four digits visible.

» Add a constituent code on the Bio 2 tab

Warning: Do not use too many constituent codes. Make sure each constituent code conveys useful
information. Avoid generic codes such as Donor, Prospect, and Organization. Make sure your constituent
codes aptly explain the relationship a constituent has with your organization.

Constituent codes define the relationship a constituent has with your organization, such as Current Parent,
Friend, Alumnus, and Board Member. In other words, a constituent code tells you why the constituent is in
your database. Each constituent record in your database should have at least one constituent code listed. If
you list multiple constituent codes, always list the most important active constituent code first. The Raiser’s
Edge recognizes the first code listed as the primary constituent code.

Scenario: Heather Faulkner recently expressed an interest in becoming a volunteer for your
organization. On the Bio 2 tab of Heather’s record, add a Volunteer constituent code and date
information.

Note: To delete rows from the Constituent Codes grid, select the rows to delete, right-click, and select Delete
Rows. A message appears to ask whether to delete the rows. Click OK. To insert a row, select Insert Row from
the menu. The new row appears above the row you select.
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1. From Heather Faulkner’s constituent record, select the Bio 2 tab. For more information about how to
open a constituent record, see “Access Constituent Records” on page 4.

== Heather L. Faulkner =] E3
File Edit View Constituent Letter Favorites Tools Help
L'JSaveandEIose'|H|-j';;ﬁ'lﬂ_]'|N 4 » il|—»|2v|?ﬁ\g|b’| ?'&'|‘3'|'
v Altrbutes | Media | v Actions I Honor/Memarial I v Yolunteer I Prospect I Membership | Events I
v Biol v Bio 2 | v Addresses I v Addressees/S alutations | v Relationships I v Appeals I Hotes I v Gilts
Target: | j Birthplace: I
Incame: I j Religion: I j
Receipt type: IDne receipt per gift j Ethnicity: I j
Card Type Cardholder Name I Credit Card No. I Expiration Reference I
Constituent Codes Up
Description I Code Date From Date To |
- [awn
| |Friend FR
Volunteer VoL

Note: To adjust the position of the Constituent Codes in the grid, use the Up and Down buttons. The
constituent code listed first is considered the primary constituent code.

2. Inthe Constituent Codes grid, in the first empty row of the Description column, select “Volunteer”.
3. Tab through to the Date From column. “VOL” appears automatically in the Code column.

4. In the first row of the Date From column, press F3 on your keyboard for today’s date. If this code is valid
for the constituent for a predetermined time period, you can enter a date in the Date To field.

5. On the toolbar, click Save and Close.

Organization Records

Tip: You can view recently accessed constituent records by selecting File, Recently Accessed Constituents
from the menu bar of a constituent record.

Two types of constituent records exist in The Raiser’s Edge — individual records that maintain information about
people in your database, and organization records that track important data about companies and businesses in
your database. In this section, we focus on Organization records. We include details about various parts of the
record, instructions for the correct way to add biographical data, and discussions about the impact data has on
other areas in your database.

The Org 1 and Org 2 tabs of an organization record hold a tremendous amount of information. Accurate data
entry and a clear understanding of each field is vital to build and maintain a clean, consistent database.

One of the most important, and only required, pieces of data on an organization record is the name. Although this
may seem simple and straightforward, we recommend you pay special attention to how and where you enter
data. We recommend you enter the name on the Org 1 tab exactly how you want it to appear in mailings and
reports. For example, if you enter the name “BLACKBAUD, INC.” in all upper-case letters, that is how it appears
throughout The Raiser’s Edge.
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On the Org 1 tab, the Org name field appears, so you can enter the organization name. When you enter a name,
remember that accuracy is vital.

Org Marme: |The‘aFInwer Fatch

When you enter an organization name, you can use a backslash (\) immediately before the word you want

The Raiser’s Edge to use to locate the organization. For example, enter The Flower Patch as “The\Flower Patch”.
With the backslash between “The” and “Flower”, you can search for the record by “Flower” instead of “The”. The
record is also alphabetized under “F” for reports and queries.

Note: An organization can have multiple aliases. You can enter multiple aliases on the Aliases screen.

If the organization has an alias to track, click Aliases. The Aliases screen appears, so you can enter the alternate
name for the constituent into the grid. Aliases help in record searches. For example, you create a record for the
United Broadcast Company and enter “UBC” in the Alias column and “Acronym” in the Type column. You can
now use this name during the search process to help you quickly access the record. When you run a constituent
search, on the Open screen, mark Check aliases to use aliases in the search.

L - |

Y'ou can uge aliazes when you search for a constituent.

Alias I Type I

LB ACranymn

ak I Cancel

Note: When MatchFinder is installed on your computer, a MatchFinder button appears on the Records page.
A MatchFinder button appears on the Org 1 tab of an organization record and on the General 2 tab of all
organization relationship records. Also, if a constituent's matching gift is linked to a MatchFinder record, a
MatchFinder button appears on the Matching Gifts screen, accessed from the Matching Gifts tab of the gift
record. For more information, see the MatchFinder Guide.
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Once you correctly establish the name on the record, the focus switches to the rest of the Org 1 tab. This tab is
very important and houses a tremendous amount of data. This is where you track the constituent’s unique ID
number, preferred address, phone numbers, email addresses, matching gift information, solicit codes, and
banking information. This tab holds what we consider basic biographical information. All this data is not required
by The Raiser’s Edge, but it helps you get to know an organization on a more advanced level. This can result in
additional or larger donations due to successful soliciting techniques.

= Lnited Broadcasting Company

File Edit “iew Constituent Letter Favortes Tool: Help

ESaveandClose'|u|§'|§'lﬂJ'|N 1 ¢ N|"|2'|?E||| ?'|§'|@'|'
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Org Mame: IUnited Broadcasting Company Aliazes |
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Country: IUnlted States ﬂ M — Matching Gift Information
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IR IDEB10 QI DPC'I Tatal per donor $50.00 $15,000.00

Phones/Email{Links

DMC|  Type  |Mumber/Email Address Shared?
I _YD I ! | Urited Broadcasting matches only for full-time employess who
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| Notes:

— Thiz constituent

[ lsinactive [ Iz a solicitor [t I

[T Gives anonymously [~ Has no valid addresses

Salicit code: [Do not phone on weekends: End of year mailing anly ™ Requests no emai

Corporation'Business Bank |

Note: Once you add an organization constituent record to your database, to view the properties of the
constituent record, select File, Properties from the menu bar of the record. Properties tell you the system
record ID, the date the record was added, who added it, the date the record was last changed, the import ID,
and the constituent ID.

To stay in touch with organizations, you must maintain accurate address and telephone information. The Raiser’s
Edge helps track multiple addresses for each organization. You can indicate current and past addresses and add
attributes to track extra address information. You can designate which addresses should receive mail and which
are for informational purposes only. For example, if the organization has a main contact you deal with on a
regular basis, you may want to send all mailings to her office, while listing the organization’s head office address
for information only. The address found on the Org 1 tab is always the preferred address (the address where the
constituent prefers to receive mail). If you add an address from the Org 1 tab, that address is automatically
marked as the preferred address. For more information about adding addresses, see “Addresses” on page 86.

Solicit codes provide a convenient method to flag constituents as “exceptions to the rule” for your solicitors.
These codes tell your solicitors that an organization has certain rules or conditions to follow. These rules can be
used to add or remove an organization from a solicitation. For example, an organization may not want to be
solicited by telephone, so you can add a solicit code of “Do not phone” to its constituent record.
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Tip: You can print a constituent or organization profile right from a constituent record. From the menu bar of
an organization constituent record, select File, Print, Constituent Profile or Organization Profile. The Select a
Parameter file screen appears. Select a parameter file and click Select. If a parameter file does not exist, click
Add New to add one. You can also add parameter files from Profiles, Lists, and Directories on the Reports
page. All parameter files added there appear on the Select a Parameter file screen. You can also export,
preview, and send a profile as email from the File menu. For information about profiles and how to add
parameter files, see the Reports Guide.

The Org 1 tab is also a place to track an organization’s matching gift information. This information indicates
whether the organization participates in matching gift donations and under what stipulations. Matching gifts are
contributions by organizations as matching donations for gifts contributed by their employees. On the Org 1 tab,
you track this valuable matching gift information, such as a factor, when the fiscal year starts, minimum and
maximum match amounts, and any special notes. Researching and tracking an organization’s matching gift
criteria is one of the best and most effective ways to increase your organization’s total donations. For more
information about matching gifts, see the Matching Gifts chapter of the Gift Records Guide.

From the Org 1 tab, you can also track an organization’s primary bank or financial institution relationship. The
primary bank relationship is usually the financial account from which a constituent contributes gifts to your
organization. For example, if United Broadcasting Company makes pledge payments by check, you can list the
bank that maintains the constituent’s account as the primary bank. When you use Electronic Funds Transfer, the
Bank button also stores important electronic funds transfer information. You can track additional financial
institution relationships on the Relationships tab. For more information about Electronic Funds Transfer, see the
Electronic Funds Transfer (EFT) Guide.

Hew Bank/Financial Institution for United Broadcasting Company
File Edt %iew Bank Help

[ 5 ave and Close '|n )(| 4 b|—'|l§'| ? '|§' ‘

| Account Attibutes/Motes I

Transit/F outing rio.: IIJDE|33333 nl

Financial Institution: IFederaI Credit Unian

— Bank/Eranch Address
L]

[t |Llnited Slates j
Branch narme: IFederaI Credit Union - Southeast : ,

Address lines: | 1402 Rivers &venue =]

Bank noteg: |FCU does accept EFT payments.;l ;I

LI Ciby: |Eharlestnn
— Electranic Transfer Infarmation State: ISC ,I Sauth Caraling
|mmediate origin: 2P [Z5007
= (= Tiransit/Eauting mumber
F e |Southea$t j

] [her I
Phones/Email/Links

—Account Information DNCI Type I Mumber/Email Address I
Account number: [2345 D387 1010 Bark  |B00-555-9916

Account tupe: IEhecking v| I

¥ Primary bank information [~ This account iz inactive

The Org 1 tab is also the place to indicate that organizations are inactive, are solicitors, have no valid addresses,
usually contribute gifts anonymously, or request to receive no email. These checkboxes are very simple to use,
but have very powerful results. The checkboxes default to unmarked when a new record is created.
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When you mark This constituent - Is inactive, this makes the constituent inactive throughout the entire program.
This means you can manually search for and access the record from Records, but it is excluded from any
automatic program searches like Query, Mail, or Reports. For historic purposes, we recommend you mark this
checkbox rather than permanently delete a constituent from your database.

When you mark This constituent - Is a solicitor, the Details button is enabled. When you mark this checkbox, you
tell The Raiser’s Edge that this constituent is a solicitor. The record can now be associated with other
constituents’ gifts, pulled into solicitor reports, and considered for queries containing solicitor filters. For more
information about solicitors, see “Solicitors” on page 291.

= United Broadcasting Company

Urited Broadcasting Company

Unessiass =] Moe. |

1200 Bailey Boulevard a ] o1/01

|— } 45,000,00

45,000.,00

6310 @ I . $15,000.00

Fl_l—li

Business | 203-555-1491 Mot Shared

r

— This constituent

Iz inactive Iz & salicitar

Gives anarpmously Hasg no valid addresses
Fiequests no email

When you mark This constituent - Gives anonymously, the program automatically marks Gift is anonymous on
the Miscellaneous tab of a gift record when you add a new gift for this constituent. This saves time with data
entry and helps eliminate errors with gift records. For more information about how to add gifts, see the Gift
Records Guide.

When you mark This constituent - Has no valid addresses, you indicate that even though addresses exist on the
record, none are valid. When you mark this checkbox, you eliminate these records from mailings and reports.
However, you can select to include them based on this checkbox. Most reports and mail functions have a
checkbox to include Constituents with no valid addresses. Marking this checkbox includes them for the current
report or mailing.

When you mark This constituent - Requests no email, you indicate that the constituent does not want to be
contacted by email. When you mark this checkbox, the organization will not receive any email through the Global
Add Records email function or through RE:NetMail in NetSolutions. This checkbox indicates the organization
receives no email, not the organizational contact. For more information about Global Add, see the Global Add
chapter of the Global Add, Delete, & Change Guide. For more information about NetSolutions, see the
NetSolutions Guide.

The Org 2 tab tracks additional, or miscellaneous, constituent data. This is extra information that helps you build
working files on your organizations. This diverse information includes the parent corporation, target level, income
level, number of employees, number of subsidiary companies, and industry. You can query on all this data for
grouping purposes, or use it in analytical reports to provide visual statistics about the breakdown of your
database.
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You can also track the type of receipt the organization wants to receive. Maybe, the constituent requests one
receipt per gift or decides to receive consolidated receipts. Your selection on the Org 2 tab determines the type
of receipts the constituent receives when you run the Receipts mail task from Mail. For more information about
receipting in Mail, see the Mail Guide.

<= United Broadcasting Company M=l I
File Edit View Constituent Letter Favorites Tools Help
dSaveandEIose'|.ﬂ|-j';;&'lﬂ__|]' 4 » ul|—'|2'|‘!‘°ﬁl|ﬂ|lﬁ’| ?'|$'|‘3' E -
W Bctions | Honortd emorial I Walunteer I v Prozpect I M emberzhip | Ewvents
v Oigl v Qg2 | v Addresses I v Felationships I v Appeals I Hates I v Gifts I Altributes I Media
Parent cormp: IIntemationaI Media, Inc. QI
Target: |$2D,DDD -$23.993 ﬂ Mo, employees: |432
Incare: [$5,000,000 + =] Mo subsidiaries: [+
Receipt type: Inne receipt per gift j Irduiztry: IEommunication j
Card Type I Cardholder Mame | Credit Card No. | Expiration I Reference |
MasterCard United Broadcasting Co, | =es= 1234 04/2010
Constituent Codes U
Description I Code Date From Date To | o
Gl |
- Corporation\Business Cco

On the Org 2 tab, a very useful area in particular is the credit card grid. If an organization regularly contributes to
your organization by credit card, you can use this grid to track the card type, cardholder name, credit card
number, and expiration date. When you add a new gift record, if you select a pay method of Credit Card, you can
click in the Card type field on the gift record and press F7 on your keyboard to access the Credit Card screen. On
this screen, all credit cards entered on the Org 2 tab appear. You can quickly and easily select the appropriate
card. By maintaining current credit card data, you save time and eliminate possible data entry errors each time
the constituent donates.

The bottom half of the Org 2 tab contains the Constituent Codes grid. Constituent codes define the relationship a
constituent has with your organization. In other words, a constituent code tells you why the constituent is in your
database. Examples of constituent codes include Foundation, Trustee, and Friend. Each constituent record in your
database should have at least one constituent code. In addition to defining the relationship a constituent has with
your organization, constituent codes are used in queries, reports, mail tasks, and security. For example, you want
to send a letter to all your foundations to announce a change in a scheduled meeting. You first create a query of
all records with a constituent code of Foundation, and then use Mail to generate a letter. Or, you can go directly to
Mail and specify in your parameters that you only want records with a constituent code of Foundation to be
considered for the mailing. You can also generate reports broken down by constituent code, so you can see which
group — Foundation, Trustee, or Friend — contributes the most money.

The Org 1 and Org 2 tabs of an organization record hold a tremendous amount of information. Accurate data
entry and a clear understanding of each field is vital to building and maintaining a clean, consistent database. We
recommend you take the time to go through these scenarios and procedures to gain a solid understanding.
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» Add an organization constituent record

You can add a new organization constituent record from the shell File menu, from the File menu of an existing
organization constituent record, and from Records. We recommend you add and open records from Records
because it allows the easiest and most complete access to all record types.

Tip: You can quickly enter multiple constituent records in a batch. For more information about the batch entry
of constituent records, see the Constituent Batch chapter of the Batch Guide.

1. On the Raiser’s Edge bar, click Records.
2. Click the Constituents button. The Constituents page appears.

Constituents ;I
s~ | Constituent
e onstituents
Campaigns
Fundz ‘w o W .
e e Individual Open & Constituent
Memberships F
B e Orgarization

Jobs
Events

Recently Accessed Records Quick Find

Mark D, Adamson I &

The Reading Corner

Anne C. Sinclair

Mary Beth Richardson

John Wesley United Methodist Church

AdA Concrete

Carter Pharmaceuticals, Inc,

Dianne &, Ziegler

Maorbert G Wilkens

Robert C. Hernandez

=

3. Click Open a Constituent. The Open screen for constituents appears. To avoid adding duplicate records,
you should first search your database for the constituent before adding a new record to your database.

i, Open

Find: I Canstituent ﬂ Search uzsing quen: |<Default>

&

Sl Open

Cancel

‘] fadd New
Find Constituents that meet these criteria: ot
phionis
Last/Drg name: I j Address lines: I
First M ame: I j Clity: I
Constituert [D: I j State: I b el e
SSN:| j ZIF':| Mew Search
tembership [D: I j Clazz af: I [ —
Bank acct. no.: I j Credit card no.: I

¥ Display inactive constituents = Check spouse name [T Exact match anly I Eheck rickname
I Display deceased constituents [~ Check aliases I” | Chiesk contact name Expand Besults

[ HREBE
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4. Under Find Constituents that meet these criteria, enter the organization name in the Last/Org name
field.
Tip: On the Open screen, you can click Add New to add a new organization constituent record.
5. Click Find Now. If the program does not find a match, you can now enter a new organization without

creating a duplicate record.

In The Raiser’s Edge, required fields appear in agua by default. You can change the default color on the Color
tab of User Options. For more information about setting this and other preferences in User Options, see the
Program Basics Guide.Note:

6. On the Open screen, click Add New. Select Organization. A blank organization record appears.

<= New Organization
File Edt “iew Consttuent Letter Fawvortes Tool Help

[ Save and Cloze ~ u|ﬁ'&‘.'|n 4 b N|_’|2'?E||Q| ?'|&'|‘2|'||%'
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ID: |
— Prefered Address - Busine: ™ Organization matches gifts
Courtry: IUn\ted States j Mare... | — Matching Gift Information
Address lines: = Factor Fiscal year starts: I
¥
. J Matching Gift Limits
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State: I 'l Fer gift
Annual per donar
P I jn DPE'I Total per danor
Phones/Email{Links Notes:
DNCI Type INumber,l’EmaiI Addressl Shared? I |
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™ lsinactive ™ Iz a solicitor [Vetas:
I Gives anonymously ™ Has novalid addresses

Solicit code: ™ Reguests no email

Bank |

Note: You can use a backslash (\) immediately before the word you want The Raiser’s Edge to use to locate
the organization. For example, enter The Charleston Yacht Club as “The\Charleston Yacht Club”. With the
backslash between “The” and “Charleston”, you can search for the record under “Charleston” instead of “The”.
The record is also alphabetized under “C” for reports and queries.

7. Inthe Org name field, enter “Kitsap County Museum”.

8. Inthe ID field, enter a constituent identification number. If you set the business rule in Configuration,
The Raiser’s Edge automatically generates a unique ID. We recommend you set this rule to eliminate
errors and duplicate IDs. For more information about how to set up business rules, see the Configuration
& Security Guide.
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9. Click Aliases. The Aliases screen appears. Aliases and alternate names help in record searches, but are not

required.

T'ou can uze aliazes when you zearch for a constituent,

flias | Ty I

ACronymn

KCM

Cancel

o]

10. In the Alias column, enter “KCM”. In the Type column, select “Acronym”. When you run constituent
searches, to search for the constituent by this alias, mark Check aliases on the Open screen.

Note: The ID is unique to this constituent a

nd can be used to both identify the constituent and locate the

record. All constituent records in your database should have an ID number.

11. Click OK. You return to the Org 1 tab of the constituent record.

== New Organization

File Edit Yiew Constituent Letter Fawortes Toolz | Help
[ Save and Close ~ u|ﬁ'&‘.'|n 4 » N|_’|2'?E|||§| ?'|¥'|Q'||§'
Hanar/Memorial | Wolunteer I Prospect I temberzhip I Events I
Orgl | Org 2 I v Addrezses I Relationships I Appeals I Motes I Gifts I Attributes I Media I Actions
Org Mame: IKitsap County Muzeumn whliazes |
ID: 22371
[ Prelimes) e s < Bl ™ Organization matches gifts
Covintry: IUn\ted States j More... | — Matching Gift Information
Address lines: ;I Factar: Fiscal year starts: I
¥
. J IMakching Gifk Limits
City: I I Minimum I Maxirmum
State: I vl Per gift
P BT Annual per donar
. I jﬂ I Total per danar
Phones/Email Links Notes:
DNCI Type INumber,l’EmaiI Addressl Shared? I |
— This constituent
™ Iz inactive I Iz a solicitor [etals
I™ Gives anonymously I Has no valid addresses
Solicit code: ™ Requests no email
Bank |

Note: After you enter data in the name fields, The Raiser’s Edge checks the database for duplicates based on
the Business Rules you set up in Configuration.

12. On the toolbar, click Save and Close.



68 CHAPTER

» Add a constituent address from the Org 1 tab

The maintenance of the current address, email, and telephone information on your organization records is
extremely important to your fundraising efforts. The address found on the Org 1 tab is always the preferred
address (the address where the constituent prefers to receive mail). When you add an address from the Org 1
tab, the program automatically marks that address as the preferred address. An organization constituent
record can have only one preferred address. For more information about how to add alternate addresses, see
“Managing Mailing Information” on page 86.

Scenario: United Broadcasting Company requests to sponsor your upcoming spring event. On their
information card, they list a preferred address and phone number. Enter the address, city, state, ZIP,
and phone number on the Org 1 tab of United Broadcast Company’s record.

Note: When the address is linked to another constituent record, a link icon appears on the More button.

1. From United Broadcasting Company’s constituent record, select the Org 1 tab. For more information
about how to open a constituent record, see “Access Constituent Records” on page 4.

<= United Broadcasting Company

File Edt View Constituent Letter Favortes Toolz Help
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Warning: For data entry consistency, we recommend you click More and add your address information in the
appropriate fields on the Address screen.
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Click More. The Address for United Broadcasting Company screen appears.
Address for United Broadcasting Company
File Edit “iew Addiess Help
ESaveandEIose’|u )(| 4 P|—"|||?'|§' ‘
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In the Country field, select “United States”. The country selected determines the fields that appear on the
Address screen. For example, if you select “Canada” instead of “United States”, the State and ZIP fields
change to Province and Postal Code.

Tip: Once you enter an email address in the Phones/Email/Links grid, you can click the email address to send
an email directly from the grid. The Email screen appears, so you can compose and send your message. Once
you send the email, an action is recorded on the Actions tab of the constituent record.

Note:

In the Address lines field, enter “1200 Bailey Boulevard”.
In the City field, enter “Danbury”; in the State field, select “CT”; and in the ZIP field, enter “06810”.

In the first row of the Phones/Email/Links grid, select “Business” in the Type column, and enter the
phone number 203-555-6700 in the Number/Email Address column.

In the Shared column, “Not Shared” appears by default beside this new phone number. This means that in
Configuration Tables, in Phone Types, on the Edit Phone Types screen for Business phone numbers, you
left Do not share phones of this type unmarked. This selection enables this phone type to be shared if
you later copy and link the address with another constituent or relationship record. If you do not want
this Business phone number to be shared, select “Do Not Share” in this column. In Configuration Tables, if
you had marked Do not share phones of this type for this phone type, “Cannot be Shared” appears in the
Shared column beside the phone number, and the field would be locked. For more information about
how to copy and share addresses and phone sharing, see “Copying and linking an address from one
constituent record to another” on page 95, “Copying and Linking Relationship Addresses” on page 146,
and “Phone Sharing” on page 157.

In the Phones/Email/Links grid, you can enter phone number, email addresses, and website addresses.

In the first row beside this Business phone number, leave the checkbox in the DNC column unmarked. This
is United Broadcasting’s preferred phone number and they ask to be contacted at this number.
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9.

DNC stands for “Do Not Contact.” When you mark this checkbox beside a phone number or email address,
a visual warning appears in the column. This warning tells you the constituent does not want to receive
phone calls at the number or messages at the email address.

In the Address type field, select “Business”.

Note: In the CART field, you can enter the carrier route (CART). The carrier route appears as the endorsement
line and can be used to sort mailings for further discounts. In addition, you can enter a line of travel (LOT) to use
with the CART in the endorsement line.

10.

11.
12.
13.
14.

15.

In the Info source field, select “Information Card”. This is how you got United Broadcasting’s address and
phone numbers.

In the County field, select “Fairfield”.
In the Region field, select “Northeast”.
Mark Send mail to this address. This is a valid address to receive mailings.

If this address is valid only for a specific period of time, under Valid Dates frame, enter dates in the Date
from and a Date to fields. If the address is current, leave the Date to field blank.

Mark Seasonal Address. To notate this address is good all year round, in the Seasonal from field, enter
“01/01”. In the Seasonal to field, enter “12/31".

Note: Mail uses this information to include and exclude constituents from mailings, so accurate data entry is
vital to a successful mailing.

16.

Select the Attributes tab. Enter any attributes to track about this address. For more information about
how to add attributes, see “Attributes” on page 176. Once you learn to track attributes in one part of
The Raiser’s Edge, it is easy to apply those principles to other places in the program.

Address for United Broadcasting Company
File Edit “iew Addiess Help

ESaveandCIose*|u X| 4 )|—"|||?Y|ﬁ' ‘
v Address

Category % | Description Short Desc. I Dake | Comments
| |NCOA Confirmed? Yes 10/10/2006 Address is correct,
|_|Area Downkown business 10/10/2006 City Center
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Note: When you change an address and save your changes, if the address is linked to other records, a message
appears to inform you that the address is shared. You can select to change the address on all records that
share the address or on only this record, or click Cancel. To help determine whether to change the address,
you can click Show Shared Addresses to view a list of records that share the address.

17. On the toolbar, click Save and Close. You return to the Org 1 tab of United Broadcasting Company’s
constituent record. The address and phone information appear on the tab.

<= United Broadcasting Company
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|
18. Click Save and Close.

» Add a solicit code on the Org 1 tab

Warning: We recommend you use solicit codes only as “exceptions to the rule” to help maintain the
effectiveness of the solicit codes. For example, do not create a code of “OK to phone” in response to a “Do not
phone” code.
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Solicit codes provide a convenient method to flag organizations as “exceptions to the rule” for your solicitors.
These codes tell your solicitors that a constituent has certain rules or conditions to follow. These rules can be
used to add or remove a constituent from a solicitation. For example, a business may request to be solicited
only by mail, so you can add a solicit code of “Do not phone” to their constituent record.

Scenario: Carter Pharmaceuticals attaches a note to its most recent donation, asking to be solicited
only once a year. Enter this information in the Solicit code field on the Org 1 tab.

1. From Carter Pharmaceutical’s constituent record, select the Org 1 tab. For more information about how
to open a constituent record, see “Access Constituent Records” on page 4.

== Carter Pharmaceuticals, Inc.
File Edit ¥iew Constituent Letter Fawortes Tool: Help
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Note: In Mail, on the Filters tab of a mail task, you can use solicit codes to help limit the records included in a
mailing. For example, you may decide to filter on the selected solicit code of “Removed by request” so you can
quickly identify those constituents who do not want to be solicited. For more information about the Filters tab

of a mail task, see the Mail Guide.
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2. Click in the Solicit code field and press F7 on your keyboard. The Solicit Code screen appears.

Solicit Code

Ay ailable: Selected:

itation anrually

Do hot mail

Do not phone

Do not phoke at worl: ﬂ
Do hiot phoke on weekends ﬂ
Do not zolicit

Mo mail - out of buzsiness ﬂ
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Removed by request

ALturni mailing only LI

(1] I Cahcel |

Tip: On a screen with a selection box, you can use the single right and left arrows to move one entry back and
forth between the two boxes. You can use the double left or right arrows to move all entries at once.

3. Select “One solicitation annually” in the Available grid and click the single right arrow. “One solicitation
annually” moves to the Selected grid.

4. Click OK. You return to the Org 1 tab. “One solicitation annually” now appears in the Solicit code field.

== Carter Pharmaceuticals, Inc.
File Edit Yiew Constituent Letter Fawortes Toolz: Help
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Fhi {Ernil
ones/Email{Links Notes:
DNCI Type INumber,l’EmaiI Addressl Shared? I
Must b full tirne
Business | 302-555-6260 Shared
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5. On the toolbar, click Save and Close.
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» Add matching gift information on the Org 1 tab

Matching gifts are contributions by organizations as matching donations for gifts contributed by their
employees. The Org 1 tab helps you track valuable matching gift information, such as a factor, when the fiscal
year starts, maximum and minimum match amounts, and special notes. For more information about matching
gifts, see the Matching Gifts chapter of the Gift Records Guide.

Scenario: Business Information Systems indicates they match gifts given by their employees to your
organization. In the matching gifts section, on the Org 1 tab of Business Information Systems’
constituent record, indicate the factor, when the fiscal year starts, the maximum and minimum limits,

and any special notes that apply.

1. From Business Information Systems’ constituent record, select the Org 1 tab. For more information about
how to open a constituent record, see “Access Constituent Records” on page 4.

<= Buginess Information Systems
File Edt “iew Consttuent Letter Fawvortes Tool Help

L il ECTIE=TE -+ A PR

HS-E-@-uw « » || =~

E Save and Cloze ~

v Actions I Hanar/Memarial I Wolunteer I Prozpect I Membership I Events I
w Org 2 I v Addresses I v Relationships I v Appeals I Notes I v Gifts I v Attributes
Org Mame: IBusiness Infarmation Systems whliazes |
ID: [sa
[P el s < e ™ Organization matches gifts
Courtry: IUn\ted States j HMore.. || etz G et
Address lines: [1247 Rivers Avenue ;I Factor: l— Fizcal £ l—
: year starks:
[

_ Makching Gifk: Limits
i IHenderson I Minirmum I IMaximurn

State:INV 'l Mevada Per gift

Annual per donor
ZIP.|89015 nl DPC.I e
Phanes/Ermsilf
ones{Email{Links Hates:
DNCI Type INumber,l’EmaiI Addressl Shared? I
Business  800-555-5212 Shared |
| Fax 702-555-2999 Shared
— This constituent
I lsinactive I Iz a solicitar [etafs:
[ Gives anonymously ™ Has no valid addresses

Solicit code: |D'o not solicit ™ Requests no email

CorporationhBusiness; Major Donor Prospect Eank. |

Mark Organization matches gifts.

In the Factor field, enter “1”. A factor of 1 indicates the company matches gifts evenly; an employee gives
$100, the company matches the gift with $100.

In the Fiscal year starts field, enter “01/01”.
5. In the Matching Gift Limits grid, define the minimum and maximum limits for all gift amounts the
company matches.
a. In the Per gift row, under Minimum, enter “$10”; under Maximum, enter “$500”. Business
Information Systems matches as little as $10 per donation from each employee and as
much as $500 per donation.

b. In the Annual per donor row, under Minimum, enter “$10”; under Maximum, enter
“$10,000”. Business Information Systems matches as little as $10 per annual donation from
each employee and as much as $10,000 per annual donation.



6.

c. Inthe Total per donor row, under Minimum, enter “$10”; under Maximum, enter
“$100,000”. Business Information Systems matches as little as $10 total per lifetime
donation from each employee and as much as $100,000 per lifetime donation.

In the Notes box, enter “Employees must be full-time before Business Information Systems matches gifts.

<= Buginess Information Systems
File Edt View Constituent Letter Favortes Toolz Help

E Save and Cloze -

S E-d3-uw « » n|-+|=-
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C )l =T - M AR

v Actions I Hanar/Memarial I

Wolunteer I Frospect I Membership I Events I

w Org2 I v Addresses I v Relationships I v &ppeals I Motes I v Gifts I v Attibutes

Org Mame: IBusiness Information Systems

ID: [38

— Prefered Address - Busine
Courtry: IUn\ted States

Address lines: 1247 Rivers Avenus

City: IHenderson

State: INV hd l Mevada

ZIF: |8801 5 nl DPFC: I

Phones(Ermail Links
DNCI Type INumber,l’EmaiI Addressl Shared? I
Business  800-555-5212 Shared
| Fax 702-555-2999 Shared

whliazes |
[+ Organization matches gifts

— Matching Gift Information

Factor: |1 Fizcal year starts: IEI'I.-"EI'I

Matching Gifk Limits
I Minirmum I Maximurn

Per gift $10,00 $500,00
Annual per donor $10.00 $10,000,00
Total per donor $10.00 $100,000,00

Notes:
Employess must be full-time before Business Infarmation Systems
will match gifts.

— This constituent

I Iz inactive [ lz a solicitar [Vetais

I™ Gives anonymously I Has no valid addresses

Solicit code: |Do not solicit

CorporationtBuzinesz; Major Donor Prozpect

[ Requests no email
EBank |

7. On the toolbar, click Save and Close.

”
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» Add a primary bank relationship record from the Org 1 tab

From the Org 1 tab, you can track an organization’s primary bank or financial institution relationship. The
primary bank relationship is usually the financial account from which a constituent contributes gifts to your
organization. Only one primary bank relationship can exist on an organization constituent record. You can
track other bank and financial institution relationships on the Relationships tab. For more information, see
“Bank/Financial Relationships” on page 133.

Scenario: To pay its matching gift pledges, Davenport Creamery transfers funds electronically to your
organization from Lexington State Bank twice per year. Enter Davenport Creamery’s primary banking
information from the Bank button of the Org 1 tab.

1. From Davenport Creamery’s constituent record, select the Org 1 tab. For more information about how to
open a constituent record, see “Access Constituent Records” on page 4.

== Davenport Creamery IH[=] E3
File Edit ¥iew Constituent Letter Fawortes Tool: Help

[ Save and Close ~ u|§'&‘lﬂ_]'|li 1 » N|_’|2'?E|| | ?'|¥'|Q'|'
Media | v Actions I Hanar/temorial | Wolunteer I Prospect I Membership I w Events I
w Qg2 I v Addresses I v Relationzhips I v Appeals I Nates I v [Gifts I W Attibutes
Org Mame: IDavenport Creamerny Aliages |
ID: [105
[ Prelimes) e s < Bl ¥ Organization matches gifts
Covintry: IUn\ted States j More... | — Matching Gift Information
Address lines: |343 Milky Drive ;I Factar: IT Fiscal pear starts: |01/01
¥
. J Matching Gift Limits
City: IDavenport I Minimum I Maximurn
State: I\.-'A vl Virginia Per gift $10.00 41,000,000
Annual per donar $10.00 $5,000.00
Z”:"|24239 jﬂ DPE'I Total per danar $10.00 $20,000.00
Phones/Email Links Notes:
DNCI Type INumher,l’EmaiI nddressl Shared? I = =
Mo part-time matching
Business | 802-555-1214 Mot Shared
— This constituent
I lsinactive ™ |z a solicitar [Vetas
I Gives anonymously ™ Has novalid addresses
Salicit code; |D'o not phone on weekends " Requests no email

Matching Gift Company; CorporationtBusiness Bank |
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2. Click Bank. The New Bank/Financial Institution screen appears.

New Bank/Financial Institution for Davenport Creamery
File Edit “iew Bank Help
[ i5ave and Close ~| [ )(| 44 b |—’ ||Q'| ? -

v General | Account Attributes/Mates |

Transit/Routing no.: IDDDBEEBB nl

- |

 Bank/Branch Address

Financial Iretitution: ILe:-:ington State Bank !I Countny: I j
Branch name: |0 akhaven Branch )
I Address lines: 4242 Blusgrass Wway (=
Bank notes: |&ccepts EFT tansactions ;l ;l
LI City: ILexington
— Electronic: Transfer Information Slate: IKY I Rl

Immediate origin: I
mmediate origin ZIP: |40553E

& (s Tiratret/H puting numier

O it I— e I j

PhonesjEmailLinks
 Account |nformation DMiC | Type | Murnber fEmail Address I
Account number: |4213 0539 0344 Bank 606-555-5555

Account bype: Il:hecking 'I —

I~ Primary bank. information ™ Thiz account iz inactive

3. Select the General tab.

Note: Bank information is stored in Configuration under Financial Institutions. If the bank you want to add to
a constituent’s record is not in the system, add the information through Configuration.

4. In the Financial Institution field, click the binoculars and search for “Lexington State Bank”. Once you
locate and select this bank, information about the bank automatically appears in the Transit/Routing no.
field, Branch name field, Bank/Branch Address frame, Phones/Email/Links grid, Bank notes box, and
Electronic Transfer Information frame. This information defaults from the bank record set up in
Configuration.

5. Make sure Primary bank information is marked. This designates that Lexington State Bank is Davenport
Creamery’s main bank.

Note: If an account is no longer active, you can mark This account is inactive rather than delete the record.
You may need to keep the information for historic purposes.

In the Account Information frame, in the Account number field, enter “4213 0589 0344”.

In the Account type field, select “Checking”. This is the type of account Davenport Creamery has at
Lexington State Bank.

8. Select the Account Attributes/Notes tab. Enter any attributes or notes to record about this account or
bank, such as that EFT is available.

9. On the toolbar, click Save and Close. You return to the Org 1 tab of Davenport Creamery’s constituent
record.

10. Click Save and Close.
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» Add miscellaneous company information on the Org 2 tab

The Org 2 tab tracks additional or miscellaneous constituent data. In The Raiser’s Edge, this diverse
information includes income level, industry, number of employees, number of subsidiary companies, and
parent corporation.

Note:

Scenario: United Broadcasting Company requests to sponsor your upcoming spring event. On their
information card, they include miscellaneous information, such as type of industry, income level,
number of employees, and their parent corporation. Enter this information on the Org 2 tab of their
constituent record.

Credit Cards and Constituent Codes are discussed in later procedures.

From United Broadcast Company’s constituent record, select the Org 2 tab. For more information about
how to open a constituent record, see “Access Constituent Records” on page 4.

== United Broadcasting Company =] E3
File Edit View Constituent Letter Favorites Tools Help
(JSaveandEIose'|.H|-j';;ﬁ'lﬂ_]'|N L il|—»|2v|‘?ﬁ\g|1‘f| ?'&'|@'|'
v Actions | Honordtdemaorial | Woluntesr | v Prospect | Membership | Events |
v Ogl v Oig 2 | v Addreszes I v Relationships I v Appeals I Motes I v Gifts I Attributes I Media
Farent corp: |Intemational Media, Inc. QI
Target: |$2EI,EIEIEI -$29,999 j Mo. employees: |432
Income: |$5,DDD,DDD + j No. subsidiaries: |4
Receipt type: IDne receipt per gift j Industry: IEommunication j
Card Type Cardhalder Mame I Credit Card No. I Expiration Reference I
Ed
Constituent Codes Up
Description Code Date From Date To | o
QAT
Corporation'\Business co

In the Parent corp (corporation) field, enter “International Media, Inc.”, the company who owns and
controls United Broadcasting Company. If International Media is in your database, click the binoculars and
search for the organization constituent record. It is always a good idea to search first and check before you
enter data.

In the Target field, select the amount range “$500,000 - $999,999”. This is the range of money you hope
to convince United Broadcasting Company to give to your organization.

In the Income field, select the amount “$5,000,000+”. This is the amount of income United Broadcasting
Company generates per year.

In the Receipt type field, select “One receipt per gift”. This is how you want to receipt United Broadcasting
Company each time they donate a gift. They requested you send them one receipt for each gift they give.

In the No. employees field, enter “6,723".
In the No. subsidiaries field, enter “412".
In the Industry field, select “Entertainment”.



9. On the toolbar, click Save and Close.

Add a credit card on the Org 2 tab
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If a constituent frequently uses a credit card to make donations to your organization, you can use the Org 2
tab to track the credit card information. By maintaining current credit card data, you can save time and
eliminate possible data entry errors each time the constituent donates.

Scenario: United Broadcast Company indicates they want to use a credit card to make regular
donations to your organization. On the Org 2 tab, enter their card type, the credit card number, and

the expiration date.

Note: To delete rows from the Credit Card grid, select the rows to delete, right-click, and select Delete Rows.
A message appears to ask whether to delete the rows. Click OK. To insert a row, select Insert Row from the

menu. The new row appears above the row you select.

1. From United Broadcast Company’s constituent record, select the Org 2 tab. For more information about
how to open a constituent record, see “Access Constituent Records” on page 4.

== United Broadcasting Company =] E3
File Edit View Constituent Letter Favorites Tools Help
L'JSaveandEIose'|.H|-j';;ﬁ'lﬂ_]'|N 1 ..|"|2'|?ﬁ‘ﬂ|b’| ?'&'|‘3'|'
v Actions | Honordtdemaorial I Woluntesr I v Prospect I Membership Events I
v Ogl v Oig 2 | v Addreszes I v Relationships I v Appeals I Motes I v Gifts I Attributes I Media
Farent corp: |Intemational Media, Inc. QI
Target: |$20,DDD -$29,999 j Mo. employees: |432
Income: |$5,DDD,DDD + j No. subsidiaries: |4
Receipt type: IDne receipt per gift j Industry: IEommunication j
Card Type Cardholder Mame I Credit Card No. I Expiration I Reference I
| #|MasterCard United Broadcasting Co. | 1234-1234-1234-1234 042010
Constituent Codes Up
Description Code Date From Date To | o
Ll
Corporation'\Business co

Tip: When you add a new gift record, if you select a pay method of Credit Card, click in the Card type field on
the gift record and press F7 on your keyboard to access the Credit Card screen. On this screen, all credit cards

you enter on the Org 2 tab appear.

2.

In the first row of the Card Type column, select “MasterCard”.

In the first row of the Cardholder Name column, enter the name of the cardholder exactly as it appears

on the credit card.

No u ke

On the toolbar, click Save and Close.

In the first row of the Credit Card No. column, enter the number 1234-1234-1234-1234.

In the first row of the Expiration column, enter the date“04/2010".
If you have additional information to track about this credit card, enter it in the Reference column.
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Note: The Raiser’s Edge requires Internet access to connect to the Blackbaud Payment Service. If The Raiser’s
Edge cannot connect to the Blackbaud Payment Service, a message appears. Click OK and check your Internet

connection. If you cannot restore your Internet connection, you can click the “X” in the upper right corner to
close the record without saving.

To help you comply with the Payment Card Industry Data Security Standards (PCI DSS), the program
immediately sends new credit card information to the Blackbaud Payment Service when you click Save
and Close. Depending on your Internet connection, you may experience a slight delay. In your database,
The Raiser’s Edge stores the reference token used to identify the credit card number in the Blackbaud

Payment Service. On the record, the Credit Card No. column displays a masked credit card number, with
only the last four digits visible.

» Add a constituent code on the Org 2 tab

Warning: Do not use too many constituent codes. Make sure each constituent code conveys useful
information. Avoid generic codes such as Donor, Prospect, and Organization. Make sure your constituent
codes aptly explain the relationship a constituent has with your organization.

You use constituent codes to define the relationship a constituent has with your organization, such as Friend,
Matching Gift Company, and Foundation. In other words, a constituent code tells you why the organization is
in your database. We recommend each constituent record in your database have at least one constituent

code listed. If you list multiple constituent codes, always list the most important active constituent code first.
The Raiser’s Edge recognizes it as your primary constituent code.

Scenario: A contact from All Track International tells you they will match gifts given to your

organization by their employees. Add the appropriate constituent code information to the Org 2 tab of
their constituent record.

Note: To delete rows from the Constituent Codes grid, select the rows to delete, right-click, and select Delete
Rows. A message appears to ask whether to delete the rows. Click OK. To insert a row, select Insert Row from
the menu. The new row appears above the row you select.
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1. From All Track International’s constituent record, select the Org 2 tab. For more information about how to
open a constituent record, see “Access Constituent Records” on page 4.

== All Track International
File Edit View Constituent Letter Favorites Tools Help

L'JSaveandEIose'|.H|-j';;ﬁ'lﬂ_]'|N L il|—»|2v|?$}!\g|b’| ?'&'|‘3'|'
v Actions | Honor/tdemaorial I Woluntesr I Fiospect | Membership I v Events I
v Orgl v O 2 | v Addresses I v Relationships I v Appeals I Mates I v Gifts I v Attibutes I Media
Farent corp: |Merriweather Carporation QI
Target: |$50,DDD - $59.993 j Mo. employees: |125
Incame: |$1 000,000 - $4,999,939 j Mo. subsidiaries: |2
Receipt type: IDne receipt per gift j Industry: ITransportation j
Card Type I Cardholder Mame I Credit Card No. I Expiration I Reference I
Viss o Tme———— 4444 05/2014
Constituent Codes Up
Description I Code I Date From Date To | o
Matching Gift Company MG 03/03/2008 o

In the Constituent Codes grid, in the first row of the Description column, select “Matching Gift Company’

4

3. Tab out of the Description column. In the Code column, “MG” appears automatically. This short
description defaults from the Constituent Codes table. You must set up your Constituent Codes table with
long descriptions and short descriptions from the Tables link of Configuration.

Tip: In a date field, press F3 on your keyboard for today’s date and F7 for a calendar.

4. In the first row of the Date From column, press F3 on your keyboard for today’sdate. If this code is only
valid for the constituent for a particular time period, enter a date in the Date To field.

5. On the toolbar, click Save and Close.

Edit and Delete Constituent Records

Once you create and save a constituent record, you can edit it to change or add information. For example, you
add Martha Drayton as an individual constituent and later realize you added her Social Security Number
incorrectly. Open her individual constituent record and change the number in the SSN field. Perhaps, National
Bank calls to inform you they changed their matching gift criteria. Open their organization constituent record and

change information in the Matching Gift Limits grid.
You can also delete a constituent record entirely. When you delete a record in The Raiser’s Edge, the deletion is

permanent. Instead of deleting the constituent record, we recommend you mark This constituent - Is inactive at
the bottom of the record to indicate it is no longer current or valid. This way, the constituent record remains in

your database for historic purposes.

To edit or delete a constituent record, proper Security rights must be set up from the Security link of
Administration. For more information about security rights, see the Configuration & Security Guide.
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» Edit a constituent record

Once you create, save, and close a constituent record, you can edit it to change or add information. This
procedure shows how to edit an individual constituent record, but you can open an organization record and
make changes, also, as long as you have the proper Security rights.

Scenario: A solicitor informs you that Christopher Young was born in 1962, not 1961. Open
Christopher’s constituent record and edit information in the Birth date field to reflect his correct date
of birth.

1. From Christopher Young’s constituent record, select the Bio 1 tab. For more information about how to
open a constituent record, see “Access Constituent Records” on page 4.

== Christopher T. Young

File Edt View Constituent Letter Favortes Toolz Help
ESaveandCIUse' u|§'&‘lﬂ_]'|l1 1 H|"|2'?D||| ?'|&'|‘3'|'
v Attibutes I Media I v Actions I Honor/M emorial I Wolunteer I v Prospect I Membership I v Events I
v Biol | v Bin2 I v Addresses I v Addressees/S alutations I v Relationships I v Appeals I v Motes I v Gifts
— Bingraphical — Preferred Address - Home
Last name: IYnung Aliages | Enuntr_u'lUnited States j #Mare...
First name: IChristopher Address lines: |34 Spine Street ;I
Middls name: [Todd =
Titles: ID, j I d City: IWashington
Suffixes: I =l I =l Slate:IDC 'l District of Columbia
Mickname: IEhris ZIF: |2UU‘ID ﬂl DPC:I
taiden name: I Phones Ermail Links ﬂ
o ISD DNC| Tvpe |Number,|’EmaiI Addressl Shared?
: _ Home — 202-555-1125 Shared
Gender: IMB|E j 35N |252'59'5595 | Ernail doctors@net. net Cannok be Share
Eitth date: [E] 95 =] fae 44 | Beeper 202-555-2009 Cannok be Share
&l Phone | #N7-555-3340 rarnnt he Share—
[ Deceased? Date:l El 10 I D
Marital status: IMarried j - Thiz canstituent
™ lzinactive ™ Iz a soliciter Details
Spouse “Mary “Young k
I Gives anonymaoush I Has no valid addresses
Salicit code: I I Requests no email
EBioard Member (07/01/2003 - ); Development Staff (01072002 - 12/31/2002); Alumn... o E ducation | v Business | Bark |
Press F3 for today's date, F7 for calendar |
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2. In the Birth date field, change the date from 01/29/1961 to 01/29/1962. Once you change the date, press
TaB on your keyboard to move out of the field. The program recalculates Chris’s age and displays it in the
Age field.

<= Christopher T. Young

File Edt “iew Consttuent Letter Fawvortes Tool Help
ESaveandClose' u|§'|§‘lﬂ_]'|l‘ 4« » "|_’|2'?E||| ?'|&'|‘2'|'
v Attibutes I Media I v Actions I Honor/M emorial I Wolunteer I v Prospect I Membership I v Events I
'_ | + Bio 2 I v Addresses I v AddresseesdSalutations I v Relationships I v Appeals I v Motes I v Gifts
- Biographical — Preferred Address - Home
Last name: IYoung Aliazes | Country:lUnited States j ElMore...
First name: IChristophel Address lines: |24 Spine Street ;I
Midell name: [Tocid =
Titles: ID" j I j City: IWashington
Suffives: I =l I =l Slate:IDE 'l District of Columbia
Nickname: IEhns ZIF: IZUU‘ID nl DPC-I
tMaiden name: I Phones EmailfLinks ﬂ
o IQD DNCl Type |Number,|’EmaiI Addressl Shared?
: | Horne 202-555-1125 Shared
Gender: IMB|E j 35N: |252'59'5595 | Ernail doctors@net, net Cannok be Share
Biith date: Im 1291962 El fige: 43 | Beeper  202-555-2009 Cannok be Share
&l Phone | #N7-555-3740 Cannnt he Sharsa
I Deceassd? Date:l El L_I D
Marital status: IMarried x| | [ This constituent
5 IM = I lzinactive ™ Iz a solicitor [Vetas:
0UsE | ary ‘o
2 v d [ Gives anonymously I Haz no valid addresses
Salicit code: I ™ Requests no email
Board Member (0740142003 - | Development Staff (07A01./2002 - 12431/2002); Aluron v Education | v Business | Bank |

3. On the toolbar, click Save and Close.

Note: The Raiser’s Edge requires Internet access to connect to the Blackbaud Payment Service. If The Raiser’s
Edge cannot connect to the Blackbaud Payment Service, a message appears. Click OK and check your Internet
connection. If you cannot restore your Internet connection, you can click the “X” in the upper right corner to
close the record without saving.

To help you comply with the Payment Card Industry Data Security Standards (PCI DSS), the program
immediately sends edited credit card information to the Blackbaud Payment Service when you click Save
and Close. Depending on your Internet connection, you may experience a slight delay. In your database,
The Raiser’s Edge stores the reference token used to identify the credit card number in the Blackbaud
Payment Service. On the record, the Credit Card No. column displays a masked credit card number, with
only the last four digits visible.

When you edit an address and save your changes, if the address is linked to another record, a message
appears to inform you that the address is shared. You can select to change the address on all records that
share the address, select to change the address on only this record, or click Cancel. To help determine
whether to change the address, you can click Show Shared Addresses to view a list of records that share
the address.

» Delete a constituent record

Warning: Before you delete a record in The Raiser’s Edge, you should have a complete backup of your
database. Once you delete a record, it is permanently removed from your database. To successfully back up
your data, you must first shut down the database.



84 CHAPTER

This procedure shows how to delete an organization constituent record from your database. You can delete
an individual constituent record the exact same way. Instead of deleting a constituent record, we recommend
you mark This constituent - Is inactive to indicate the constituent record is no longer current or valid.

Scenario: The Bean Grinder, an organization constituent in your database, goes out of business. Delete
this constituent record from your database.

1. From the Bean Grinder’s constituent record, select File, Delete Constituent from the menu bar. For more
information about how to open a constituent record, see “Access Constituent Records” on page 4.

== The Bean Grinder

File Edit ¥iew Constituent Lefter Favortes Tools Help

] New S ET MR SR N B SN A P
q Bt ik rial I Wolunteer I Frozpect I Membership I w Events I
tx) Open in New Window...  Cil+l ses I v Relationships I v Appeals I Motes I v Gifts I Altributes I Media
P4 Delete ituent...
Aliages |
& save Chrl+5
E__!] Save and Mew Chrl+had
[ Save and Close Chil+L V' Organization matches gifts
jv M — Matching Gift Information

! Properties ﬁ )
' = Factor: |1 Fizcal year starts: IDS.-"D‘I

Print Setup.. =
L1 in SER —_——— Matching Gift Limits
@ Freyiew i’ I IMinimurmn I Maximum I
=k Print v Per gift £10.00 1,000.00
E Export L4 DC_l— Annual per donar $10.00 $2,500.00
Send as Mail.. y | Total per donor $10.00 $5,000,00

ks
Recently Accessed Cansti v iefizs:
B lv Accessed Conshituents Hress Shared?
— - Will match only for full-time employees,
Bl Mot Share:
 This constituent
I lsinactive I ls a solicitar [Ietas |
I Gives anonymaosly ™ Has no valid addresses
Solicit code: I [ Requests na email

CorporationsBusiness [01/01/20010 -] Bank |

A message appears to ask whether to delete the master constituent record and all its associated records.

2. Click Yes. The program permanently removes the constituent record from your database.
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To stay in touch with your constituents, you must maintain current and accurate mailing information. In
The Raiser’s Edge, this includes address, telephone, email, and addressee/salutation information.

Managing Mailing Information

To stay in touch with your constituents, you must maintain current and accurate mailing information. In

The Raiser’s Edge, this includes address, telephone, email, and addressee/salutation information. Because
mailings play such an important role in most fundraising efforts, it is beneficial for you to take time to collect and
maintain this type of data. Your constituents will respond to your efficiency and thoroughness, and you will save
time and money due to fewer pieces of returned or lost mail.

Addresses

The Raiser’s Edge gives you an advantage when it comes to mailings. You can track multiple addresses for each
constituent. You can indicate current and past addresses and identify what time of year a constituent resides at
an address. You can designate which addresses should receive mail and which are for informational purposes
only. For example, Mark Adamson has three addresses — home, vacation home, and business. He wants to
receive mail at only his home and business addresses, depending on the types of mailing. You track his vacation
home address simply for informational purposes.

Note: For an individual constituent record, you can add the primary business address from the Business
button on the Bio 1 tab. For more information, see “Add a primary organization (business) relationship record
from the Bio 1 tab” on page 49.

The Addresses tab allows you to add and maintain multiple addresses, email addresses, and phone numbers for
each constituent record. For an individual constituent record, you can track the addresses of the spouse or
domestic partner, as well. Each record has one preferred address, which you routinely add on the Bio 1 or Org 1
tab of the constituent record. The primary address appears on the Addresses tab, as well as on the Bio 1 or Org 1
tabs. All others are easily tracked on the Addresses tab. You can add an address from the Bio 1 or Org 1 tab, or
from the Addresses tab. When you add an address from either the Bio 1 or the Org 1 tab, it automatically
becomes the preferred address for that constituent. When you add an address from the Addresses tab, you can
designate the address as preferred or leave it as an alternate, or secondary address. There can be only one
preferred address for the constituent.

From an individual or organization constituent record, at any time, you can easily copy the preferred address to
an alternate address. This is helpful, for example, if you have a constituent who moves to a new address. You
need to update the preferred home or business address, but want to keep the old address for historic purposes.

Note: You can add other columns to the Constituent Addresses grid. Right-click on the Constituent Addresses
grid, and select Columns from the menu that appears. You can then select the columns you want to see. For
more information about column functionality, see the Program Basics Guide.
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On the Addresses tab, two Addresses grids appear — one for the constituent’s addresses and one for the spouse
or domestic partner’s addresses. With a checkbox, you control whether you want to see just the constituent
addresses or both the constituent and the spouse addresses. The Addresses grids contain the Address Type,
Indicator, Address, City/State, Preferred, Linked, and Send Mail columns.

<= Hobert C. Hemandez

File Edit %iew Constituent Letter Favontes Tools Help
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It is important you do not confuse an address type with an indicator. The Address Type is determined by making
a selection from the Address Type field on the Address screen that appears when you add or open an address.
Some examples of address types can be Home, Vacation Home, Former Address, Rental Property, School
Residence, or Time Share.
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The Indicator is determined by a checkbox on the Address screen, and lets the user know where or to whom the
address belongs. For example, an address with an Indicator of Preferred has the Set this address to the preferred
address checkbox marked on the Address screen and appears on the Bio 1 or Org 1 tab. An address with an
Indicator of Business is on the Address screen of an organization relationship record and has the Primary
business information checkbox marked. Addresses that belong to a constituent's spouse or domestic partner
have an Indicator of Spouse Preferred, Spouse Business, or Spouse Alternate. All other addresses on a
constituent record have an Indicator of Alternate.

Address for Robert C. Hemandez
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On the bottom of the Addresses tab of an individual constituent record, the Hide Spouse addresses checkbox is
present so you can decide if you want to show spouse or domestic partner addresses for all individual records.
For example, if you mark the Hide Spouse addresses checkbox on the Addresses tab of Robert Hernandez’'s
constituent record, this checkbox is marked on the Addresses tab of all your individual records. By doing so, no
spouse or domestic partner addresses appear on the Addresses tabs, period. When you unmark the Hide Spouse
addresses checkbox, all spouse addresses on all Addresses tabs appear in a separate Addresses grid underneath
the Constituent Addresses grid.

On the bottom of the Addresses tab of an individual or organization constituent record, the Hide addresses that
do not receive mail checkbox is present, so you can decide if you want to hide all nonmailing addresses. This
includes constituent and spouse addresses that have the Send mail to this address checkbox unmarked on the
Address tab of the Address screen, or addresses that have a date in the Date to field in the Valid Dates frame of
the Address screen that is less than the current date, or a date in the Date from field that is greater than the
current date. When you mark the Hide addresses that do not receive mail checkbox, all spouse alternate
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addresses disappear because The Raiser’s Edge address processing will not send mail to that address. The Hide
addresses that do not receive mail checkbox affects all your constituent records. For example, if you mark the
Hide addresses that do not receive mail checkbox on the Addresses tab of Robert Hernandez’s constituent
record, this checkbox is marked on the Addresses tab of all your constituent records, both individual and
organization. By doing so, only addresses that receive mail appear on the Addresses tabs, period.

<= Hobert C. Hermandez
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To help eliminate data entry errors, you can copy or copy and link an address from one constituent record to
another. When you copy an address, you are simply pasting in a separate copy of the address directly from the
original record. Changes to the address on the original record are not made to the copy, and vice versa. When you
copy and link (share) an address, you are inserting a copy of the address that is still tied to the original address.
Changes you make to the address on either record can be made automatically to the other record. When you
change a linked (shared) address, a message appears letting you know the address is shared and gives you the
option to change the address on only the record in which you are working, or on all shared records.
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You can copy or copy and link an address by selecting Constituent, Copy/Share Address from Constituent from
the menu bar of the constituent record. Or, you can select Address, Copy/Share Address from Constituent from
the menu bar of the Address screen that appears when you add or edit an address. Once you link (share) an

address, the menu option in both places changes to Address Sharing Options, so you have the ability to break the
link.

== Robert C. Hemandez
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Because mailings play such a large role in most fundraising efforts, it is crucial you keep accurate and current
address information on your constituents. The information you maintain on the Addresses tab is used to generate
labels, thank-you letters, receipts, phonathon forms, as well as other pieces of data, such as reports and queries.
By using The Raiser’s Edge to its fullest potential, you eliminate a tremendous amount of work for yourself. For
example, once you enter address information into The Raiser’s Edge, you do not have to remember your
constituents’ preferences for certain types of mail or the date they move to a vacation home.
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For example, Heather Faulkner has a home, school, and business address where she likes to receive mail under
varying circumstances. She prefers to receive all mailings at her school address, except for newsletters and
thank-you letters. She prefers those be sent to her home address when she is in residence and to her business
address the remainder of the year. By using the Addresses tab, you can make note of Heather’s preferences for
mail types and indicate which months she will be at each of her two residences. Once that information is on her
record, you can generate mailings from Mail, and The Raiser’s Edge will pull the correct address based on what
you define on Heather’s constituent record. Doing this shows your constituents that you respect their requests by
taking the time to make sure the correct mailings get to the correct addresses.

== Heather L. Faulkner
File Edit %iew Constituent Letter Favontes Tools Help
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For more information about generating mailings, see the Mail Guide.
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» Adding a constituent address from the Addresses tab

From the Addresses tab, you can add multiple addresses for each constituent. When you add a new address,
you can enter a variety of mailing information, including street name and number, city, state, ZIP, address
type, information source, county, region, post office carrier route number, valid dates, and seasonal dates. You
also indicate whether the address is the preferred address and whether mail should be sent to the address.
Once you add an address to the Addresses tab, you can select the address and click Open on the action bar to
open it for viewing or editing.

You can also click Delete to permanently remove the address from your database. Instead of deleting an
address, we recommend you use the Valid Dates frame on the Address screen to notate whether the address
is current. That way, the address remains in your database for historic purposes. A few rules exist for deleting
an address from the Addresses tab of a constituent record. From the Addresses tab, you cannot delete an
address from the grid if it has an Indicator of Preferred or Business, Spouse Preferred, Spouse Business, or
Spouse Alternate. To delete these particular addresses, you must select the Bio 1 or Org 1, or Relationships
tab, and delete the appropriate address there.

Scenario: Cynthia Miller notates on her membership form that she has a vacation home. She resides
there during the summer months and requests her mail be sent to this address during that time. From
the Addresses tab, enter the mailing address, phone number, region, and valid seasonal dates.

Note: The buttons and filters on the action bar of the Addresses tab pertain only to the Constituent Addresses
grid. The Spouse Addresses grid is for informational purposes only.

1. From Cynthia Miller’s constituent record, select the Addresses tab. For more information about opening a
constituent record, see “Access Constituent Records” on page 4.

<= Cynthia T. Miller

File Edt View Constituent Letter Favortes Toolz Help
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Tip: You can use Globally Add Records to send an email message to selected or all constituent records in your
database. The program uses the email address you add for the constituent’s preferred address. For more
information, see the Global Add, Delete, & Change Guide.
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On the action bar, click New Address. The New Address screen appears.
Mew Address for Cynthia T. Miller
FEile  Edit Wiew Address Help
[ 5ave and Close '|u X| 4 l|-”|||§'|?’|§' ‘
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In the Country field, select “United States”. The country you select determines the fields that appear on
the Address screen. For example, if you select “Canada” instead of “United States”, State and ZIP change
to Province and Postal Code.

In the Address lines field, enter “2598 Seaside Lane”.
In the City field, enter “Sullivan’s Island”; in the State field, select “SC”; and in the ZIP field, enter “29482".
In the DPC field, enter “57”. DPC is the Delivery Point Code. It is used as part of the address barcode.

Tip: Once you enter an email address in the Phones/Email/Links grid, you can send an email directly from the
grid. Click the email address. The Email screen appears, so you can compose and send your message. Once you
send the email, an action is recorded on the Actions tab of the constituent record.

7.

In the Phones/Email/Links grid, select “Vacation Home” in the first empty row of the Type column, and
enter the phone number 843-555-2555 in the same row in the Number/Email Address column.

In the Shared column, Not Shared appears by default beside this new phone number. This means that in
Configuration Tables, in Phone Types, on the Edit Phone Types screen for Vacation Home phone numbers,
you left the Do not share phones of this type checkbox unmarked. This selection enables this phone type
to be shared if you later copy and link this address with another constituent or relationship record. If you
do not want Cynthia’s Vacation Home phone number to be shared, select “Do Not Share” in this column.
In Configuration Tables, if you had marked the Do not share phones of this type checkbox for this phone
type, Cannot be Shared would appear in the Shared column beside the phone number and the field
would be locked. For more information about copying and sharing addresses and phone sharing, see
“Copying and linking an address from one constituent record to another” on page 95, “Copying and
Linking Relationship Addresses” on page 146, and “Phone Sharing” on page 157.

In the row beside the Vacation Home phone number, mark the DNC column. Cynthia’s vacation home
phone number is unlisted. She gave it to you for informational purposes, but she rather not be contacted
at this number.
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10.
11.
12.
13.
14.

15.

16.

17.

18.

19.

20.

21.

DNC stands for “Do Not Contact.” When you mark this column beside a phone number or email address, a
visual warning appears in the column. This warning tells you the constituent does not want to receive
phone calls or email messages at the number or email address.

In the Address type field, select “Vacation Home”.
In the Info Source field, select “Membership Form”.
In the County field, select “Charleston”.

In the Region field, select “Southeast”.

In the CART field, enter “CO13”. CART is the carrier route. It is used as the endorsement line and can be
used to sort mailings for further discounts.

In the LOT field, enter “D000”. LOT stands for “line of travel” and is used with the CART in the
endorsement line.

Make sure the Send mail to this address checkbox is marked. Cynthia requests you send mail to this
address during the months she is in residence.

Make sure the Set this address to the preferred address checkbox is not marked. This is Cynthia’s
vacation home. Her home address is still her preferred address and appears in the grid with an Indicator
of “Preferred”. The vacation home will appear in the grid with an Indicator of “Alternate”.

If this address is only valid for a specific period of time, in the Valid Dates frame, enter dates in the Date
from and a Date to fields.

Mark the Seasonal Address checkbox. This enables the Seasonal from and Seasonal to fields. This
vacation home is not Cynthia’s year-round home. She stays there only during the summer. In the Seasonal
from field, enter the date 06/01. In the Seasonal to field, enter the date 08/31.

Select the Attributes tab. The Attributes tab holds any additional information you need to track about this
particular address. For example, any special mailing instructions can go here.

File Edit VWiew Addiess Help
ESaveandElose’|u 'X| 4 }|—P'|||g'|?'|&' ‘
v Address

Category ) | Descripkion Short Desc, | Date | Comments

Special Mailing Info hewslatter 11112005 Send monthly newslstter...

On the toolbar, click Save and Close. You return to the Addresses tab of Cynthia’s constituent record. The
Vacation Home address appears in the Constituent Addresses grid.
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22. Click Save and Close.

» Copying and linking an address from one constituent record to another

To help eliminate data entry errors, you can copy or copy and link an address from one constituent record to
another or to a relationship record. When you copy an address, you are merely pasting in a separate copy of
the address directly from the original record. Changes to the address on the original record are not made to
the copy, and vice versa.

When you copy and link (share) an address, you are inserting a copy of the address that is still tied to the
original address. Changes you make to the address on either record can be made automatically to the other
record. When you change a linked address, a message appears letting you know the address is shared and
gives you the option to change the address on only the record in which you are working, or on all shared
records. This procedure shows you how to copy and link an address. For detailed information about copying
addresses, linking addresses, breaking a link between addresses, and phone sharing options, see “Copying
and Linking Relationship Addresses” on page 146.

Scenario: You recently added Martha Mellon as a constituent in your database, but you did not have
an address for her. You found out today that Martha lives with her grandmother, Clara Daniels. To
ensure you enter the address correctly on Martha’s constituent record, copy the address from Clara’s
constituent record to Martha’s. You want to ensure when you change the address on either record,
the change is automatically updated on both, so also link (share) the two addresses.

1. From Martha Mellon’s constituent record, select the Bio 1 tab. For more information about opening a
constituent record, see “Access Constituent Records” on page 4.

== Martha L. Mellon
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Note: You can also click the More button and select Address, Copy/Share Address from Constituent from the
menu bar of the Address screen. On the Address screen, you can also enter additional address information for
the constituent.
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2. From the menu bar, select Constituent, Copy/Share Address from Constituent.

artha L. Mellon =] B3
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The Open screen appears, so you can search for the constituent record from which you want to copy the
address.

3. Inthe Last/Org name field, enter “Daniels”.
4. Click Find Now. Clara Daniels appears in the grid.
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5. Select Clara’s record in the grid and click Open. The Addresses for screen appears.

Addresses for Clara M. Daniels B

Select the address that pou want to add to kartha L. Mellon:

Add? | Source Type I &ddress | CityState I Target Type
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6. To copy Clara’s home address to Martha’s constituent record, mark the checkbox in the Add column
beside the correct address.

Note: To stop sharing addresses, select Constituent, Address Sharing Options from the menu bar of the
constituent record. Or, select Address, Address Sharing Options from the menu bar of the Address screen,
accessed from the More button. The Address Links screen appears. Click Stop Sharing This Address.

7. Tolink Clara’s home address to Martha’s constituent record address, make sure the Share this address
checkbox on the bottom left of the screen is marked, also.

8. Click OK. You return to the Bio 1 tab of Martha’s constituent record. Clara’s address, which is now also

Martha’s primary address, appears in the Address fields on this tab. Clara’s phone numbers appear also,
and are shared. A link icon appears on the More button to let you know the address is linked.
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Only phone types that are shareable appear in the Phones/Email/Links grid. From Tables, in
Configuration, you must set up which phone types can be shared. From the Phone Types table list, you
must open each phone type and determine if that particular phone type should be shared. On each Edit
Phone Types screen, to allow a phone type to be shared, leave the Do not share phones of this type
checkbox unmarked. When you mark this checkbox, that particular phone type cannot be shared. For
more information about sharing phone and email addresses, see “Phone Sharing” on page 157. For more
information about tables in Configuration, see the Configuration & Security Guide.

== Martha L. Mellon [ [Of=]
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Warning: Any existing phone numbers in the Phones/Email/Links grid on Martha’s constituent record are lost
when you copy Clara’s address to Martha’s record. You may want to write down any existing numbers and add
them back to Martha’s record after the process.

9. On the toolbar, click Save and Close.
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» Hiding all spouse addresses from the Addresses tab

On the bottom left of the Addresses tab, the Hide Spouse addresses checkbox is present so you can decide if
you want to show spouse or domestic partner addresses for all your individual records. For example, if you
mark the Hide Spouse addresses checkbox on the Addresses tab of Joseph Sinclair’s constituent record, this
checkbox is marked on the Addresses tab of all individual records in your database. By doing so, no spouse or
domestic partner addresses appear on the Addresses tab of your individual constituent records. When you
unmark the Hide Spouse addresses checkbox, all spouse addresses on all Addresses tabs appear in a separate
Spouse Addresses grid underneath the Constituent Addresses grid.

1. From an individual constituent record, select the Addresses tab. For more information about opening a
constituent record, see “Access Constituent Records” on page 4.

ozeph A_ Sinclair

File Edit ¥iew Constituent Letter Fawortes Tool: Help
[ Save and Close ~ u|§'&‘lﬂ_]'| H 4« » M | —r | - P E||| ?'|&'|Q'| ER

v Attibutes I Media | w Actions I Haonar/temarial I Wolunteer I v Prospect I tembership I w Ewvents I
v Binl I v Bio2 v Addrezzees/Salutations I v Relationzhips I v bppeals I Motes I v [Gifts

=l Le PSR - *+ @

Indicator £55
Preferred 115 A: Road
Business Business 402-B Rivers Avenue Charleston, 5 r no ¥

Address Type Addrs

Spouse Addresses

Indicator

CityjSkate

Address Type Address

Home Spouse Preferred 115 Ashley Charlestan, SC

Business Spouse Business 2249 Ashley Phosphate Road Fargo, WD Il Wes r

™ Hide Spouse addresses ™ Hide addresses that da not receive mail

Note: When you want spouse or domestic partner information to reappear on the Addresses tab of all your
individual constituent records, unmark the Hide Spouse addresses checkbox on any individual constituent
record.
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2. Mark the Hide Spouse addresses checkbox. By doing so, no spouse or domestic partner addresses appear
on the Addresses tab of this constituent record. Also, the Hide Spouse addresses checkbox is marked
automatically on the Addresses tab of all your individual constituent records. Therefore, no spouse or
domestic partner addresses appear.

<= Joseph A. Sinclair

File Edt View Constituent Letter Favortes Toolz Help
ESaveandCIUse' u|§'&‘lﬂ_]'|l1 1 H|"|2'?D||| ?'|&'|‘2'|'
v Attibutes I Media I w Actions I Honor/M emorial I Wolunteer I v Prospect I Membership I v Events I
v Biol I v Bio2 v Addiesszes | v Addressees/Salutations I v Relationships I v bppeals I Motes I v Gifts
=] L P W B = *
Address Type Indicator Address
Preferred 1 tan, SC yes
Business Business 402-B Rivers Avenue Charleston, 5C r no 4
¥ Hids Spouse addresses ™ Hide addresses that do not receive mal

3. On the toolbar, click Save and Close.

» Hiding all addresses that do not receive mail from the Addresses tab

On the bottom of the Addresses tab of an individual or organization constituent record, the Hide addresses
that do not receive mail checkbox is present, so you can decide if you want to hide all nonmailing addresses.
This includes constituent and spouse addresses that have the Send mail to this address checkbox unmarked
on the Address tab of the Address screen, or addresses that have a date in the Date to field in the Valid Dates
frame of the Address screen that is less than the current date, or a date in the Date from field that is greater
than the current date. When you mark the Hide addresses that do not receive mail checkbox, all spouse
alternate addresses disappear because The Raiser’s Edge address processing will not send mail to that
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address. The Hide addresses that do not receive mail checkbox affects all constituent records. For example, if
you mark the Hide addresses that do not receive mail checkbox on the Addresses tab of Robert Hernandez’s
constituent record, this checkbox is marked on the Addresses tab of all your constituent records, both
individual and organization. By doing so, only addresses that receive mail appear on the Addresses tabs,

period.
1. From a constituent record, select the Addresses tab. For more information about opening a constituent

record, see “Access Constituent Records” on page 4.

= Anne C. Sinclair

File Edt “iew Consttuent Letter Fawvortes Tool Help

L BTl = N R PR

[ Save and Cloze ~ u|§'@‘@'|n 1 » N|—’|2'
Attributes I Media | v Achions Haonor/ emarial | Yolunteer I w Prospect I tembership I w Events I
w Biol I v Bio 2 v Addressees/Salutations I v Felationships I v Appeals I Hotes I v Gifts
=] Lo P LEEE S - * ¥
Address CityjSkate Preferred? | Linked? | Send Mail?

Indicator

Charlestan, 5¢

Fargo, MO

Address Type

115 Ashley River Road
2249 fshley Phosphate Road

Preferred

Business Business

Spouse Addresses

City/State
Chartleston, 5C
Charleston, 5C

Address

Indicator
Spouse Preferred 115 Ashley River Road
Spouse Business  402-B Rivers Avenue

Address Type

Business

™ Hide Spouse addresses ™ Hide addresses that do not receive mail

Note: When you want nonmailing addresses to reappear on the Addresses tab of all your constituent records,
unmark the Hide addresses that do not receive mail checkbox on any individual or organization constituent

record.
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2. On the bottom of the tab, mark the Hide addresses that do not receive mail checkbox. The Hide
addresses that do not receive mail checkbox is automatically marked on the Addresses tab of all
individual and organization constituent records. Therefore, no nonmailing addresses appear.

= Anne C. Sinclair
File Edt “iew Consttuent Letter Fawvortes Tool Help
2 .| B .| @.| =

HZ-G-#E-w « » |29 0
Honor/tdemorial | WYolunteer I v Prospect I Membership I v Events I
v Addressees/Salutations I v Relationships I v Appeals I Hotes I v Gifts

Ny

E Save and Cloze ~

Attributes I Media | v Actions
v Biol I v Bio 2 v Addiesszes

=1 | P WElEE -
City/State

Send Mail?

Preferred?

Address
et Roa

Indicator
Preferred

Address Type

Spouse Addresses
Address

Send Mail?

Lirked?

City/State Preferred?

Charleston, 5C

Chartleston, 5C

Indicator
Spouse Preferred 115 Ashley
Spouse Business  402-B Rivers Avenue

Address Type

Business

V¥ Hide addresses that do not receive mail

™ Hide Spouse addresses

3. On the toolbar, click Save and Close.

» Copying the Preferred address to an Alternate address

From an individual or organization constituent record, you can copy the preferred address to an alternate
address. This is helpful, for example, if you have a constituent who moves to a new address. You need to
update the preferred home or business address, but want to keep the old address for historic purposes.

Note: On the Bio 1 or Org 1 tab, you can click More to enter more extensive address information. On the
Address screen that appears, you can also select Constituent, Copy Preferred Address to Alternate from the

menu bar.
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1. From an individual or organization constituent record, select Constituent, Copy Preferred Address to
Alternate from the menu bar. For more information about opening a constituent record, see “Access
Constituent Records” on page 4.

== Nicole M. Dustin

File Edt “iew | Constituent Letter Favortes Tools Help
[ Save and Clos M First Constituent |—>|2v ?E| | ?'|Q'|‘2'|'
3 | ) i Bareie | v Yolunteer I v Prospect I tembership I v Events I
v b Hext Constiuent tations I v Relationships I v bppeals I Motes I v Gifts
Laszt Constituent
- Biographical— ML I 1 Preferred Address - Home
Last name:l —+ Goto Country:lUnited States j Mare...
First : ines: -
irst name: l Bt o Omeriin.. Address lines: |54/, 23 Streat _I
Middle name: l St Credlt fan Spouse’s Gifts.. LI
Titles: l Merge... 3 City: IBaton Rouge
Suffixes: l Load Defaults from... Slate:ILA j' Lovisiana
Mickname: l Ej Duplicate Search ZIF'.I?DS15 ﬂl DPC_I
Maiden name:l Copy/Share Address from Constituent... | | Phanes (Email{Links I I
i ?
- l Copy Preferied Address to DMC|  Type  |Mumber/Email Address Shared?
. . Home 225-555-3314 Mot Shared
X Walidate with Addiesshccelerator —
Gender: l
X ﬂ Address Lookup —
Birth date: l
I | Gend Emal 3
Marital status: IMarried x| | [ This constituent
5 I I lzinactive ™ Iz a solicitor [Vetas:
oLse |
2 [ Gives anonymously I Haz no valid addresses
Salicit code: I ™ Requests no email
Friend (11,/02/2001 - vEducation | Business | Bark |

A message appears, letting you know the preferred address was copied to an alternate address.

The Raizer's Edge E3

@ The preferred address waz copied to an alternate address.

2. Click OK. The old address remains in the Preferred Address frame on the Bio 1 or Org 1 tab of the
constituent record, so you can easily update it.

Note: In General Business Rules, you must select the type of address to use when Copying the Preferred
Address to an Alternate Address. When you use the Copy Preferred Address to Alternate menu item, the
preferred address is copied as an alternate address so you can select or create another address to use as the
preferred address. All records linked to the old preferred address (now an alternate) are updated to the new
preferred address. This business rule determines the type of address the alternate is saved as. When you select
to Use address type from Preferred address, the alternate address uses the same address type it had when it
was the preferred address. When you select to Use this default address type, the alternate address uses the
type you specify in the accompanying field. The default entry is “Home”.
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3. Inthe Preferred Address frame, enter the new address — Country, Address lines, City, State, ZIP or DPC.
You can click More to add more extensive address information.

icole M. Dustin

File Edt “iew Consttuent Letter Fawvortes Tool Help
ESaveandClose' u|§'|§‘lﬂ_]'| H <« » M | = | - ? E||| ?'|&'|‘3'| El

I Media I v Actions I Hanor/temorial | v Yolunteer I v Prospect I tembership I v Events I
v Bio 2 I v Addiesses I v Addressees/Salutations I v Relationships I v Appeals I Hotes I v Gifts

Atribut

- Biographical i~ Preferred Address - Home
Last name: IDustin v Aliases | Country:lUnited States j Mare...
First name: INicoIe Address lines: |1111 Plantation Lane ;I
Middle name: IMargaret LI
Titles: IMS_ j I j City:IBaton Rouge
Suffives: I =l I =l Slate:ILA 'l Louisiana
Nickname: Ilekl ZIF: |70315 nl DPC-I
tMaiden name: IFisco Phones/EmailfLinks
o |1B DNCl Type |Number,|’EmaiI Addressl Shared? I
' | Harne: 225-555-3314 Mok Shared
Gender: [Female 7|/ 55M: [2a9-21 6322
Biith date: IDSHU1 /1954 El Age: 50
" Deceassd? Date:l El
Marital status: IMarried j — This constituent
5 I I lzinactive ™ Iz a solicitor [Vetas:
oLse |
2 [ Gives anonymously I Haz no valid addresses
Salicit code: I ™ Requests no email
Friend (11,/02/2001 - vEducation | Business | Bark |

4. Select the Addresses tab. Both the new preferred address and the recently made alternate address
appear in the Constituent Addresses grid, with “Preferred” and “Alternate” appearing in the Indicator
column, respectively. You can open the alternate address and mark the Send mail to this address
checkbox, if you want the address to be a mailing address.

== Nicole M. Dustin

File Edt “iew Consttuent Letter Fawvortes Tool Help

[ Save and Cloze ~ u|§'@‘@'|n 1« b N|_’|2'?E| | ?'|&'|'2|'|'
v Attibutes I Media | v Actions I Haonor/Memorial | v Yolunteer I v Prospect I tembership I w Ewvents I
w Biol I v Bio 2 v Addiesses | v Addressees/Salutations I v Felationships I v Appeals I Hotes I v Gifts
=] L] POUEEIEN - + @

Address Type Indicator Address

Former Address Alternate G4 W, 23 Street Baton Rouge, LA - no [

Spouse Addresses
Address Type Indicator Address I City/State Preferred? | Linked? | Send Mail?

™ Hide Spouse addresses ™ Hide addresses that do not receive mail
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Note: When you make changes to an address and save your changes, if the address is linked to other records,
a message appears, letting you know the address is shared. You can select to change the address on all records
that share the address, select to change the address on only this record, or click Cancel. To help you determine

if you want to change the address, you can view a list of records that share the address. Click Show Shared
Addresses.

5. To help you remember the alternate address is an old address, select the alternate address and click Open
on the action bar. The Address screen appears.

6. Inthe Address Type field, select “Former Address”.

7. On the toolbar, click Save and Close. You return to the constituent record.

8. Click Save and Close.

Addressees/Salutations

Note: Through Globally Change Records, you can globally add new Addressees/Salutations. To access Globally
Change Records, click Admin on the Raiser’s Edge bar, and click the link. For more information about global
change functionality, see the Globally Change Records chapter of the Global Add, Delete, & Change Guide.

The Addressees/Salutations tab stores a constituent’s addressees and salutations. You should format an
addressee exactly as you want the constituent’s name to appear on envelopes, reports, and labels. An addressee
is usually formal, such as Ms. Joan Johnson or Mr. Thomas F. Stewart. A salutation, on the other hand, is how you
greet a constituent in correspondence. Depending on your relationship with the constituent, and the type of
mailing, a salutation can be formal or informal. For example, you may greet Mr. Thomas F. Stewart as Thomas
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Stewart in an appeal letter and as Tom in an alumni mailing. The more addressees and salutations you track for
your constituents, the more flexibility you have in addressing and greeting them. Accurately adding and
formatting addressees and salutations is important. They are one of the first impressions constituents have of
your organization. It is easy to get off on the wrong foot with constituents by misspelling their names or
addressing them with a name they do not like.

<= Hobert C. Hemandez

File Edit “iew Constituent Letter Favortes Tool: Help
[ save and Close - u|§' (&~ '| 4« » M | = | Rl D| | ?-1%-| B |

W Altributes I v Media | W Bctions | v Honordtemarial | v olunteer I v Prospect | v bemberzhip I w Ewentz

v Bio1l I v Bin 2 I v Addiesses v AddresseesdS alutations I v Relationships | v &ppeals | w Motes | v Gifts

Primary addresses: |Dr. Robert C. Hernandez x| " Editable?
Frimary zalutation: ID[_ Hernandez ﬂ [ Editable?
Additional Addressees and Salutations

Twpe I Addressee/Salutation I Editable?

Spouse Salukation Mrs. Robert C. Hernandez -
|_|Spause Addressee Mrs, Hernandez -
- Annual Report: Dr. Robert C, Hernandez andh, Mrs, Wendy Hernandez -
- Alumni Addressee Dr. Robert C, Hernandez, Class of 1937 =
|| Alurmni Salutation Biob r
|_|Informal Board Salutation Robert r
- Invitation Mailing Dr. Robert Hernandez and Guesk Il
n

Teszt Label Truncation... |
| It

Addressees and salutations are used throughout The Raiser’s Edge in tasks other than mailings. Any time a
constituent’s name appears in print, you are given the opportunity to define the addressee you want to use.
These tasks include reports, queries, exports, and profiles. In Configuration, you define the addressee and
salutation formats you want to use in your database. You can create numerous combinations of the name fields
that you apply to your constituents. For more information about creating these formats, see the Configuration &
Security Guide. Take the time to ensure your constituents’ names are always correct. It shows that you respect
their requests and you consider their preferences important.

» Selecting a primary addressee

Note: Selecting a primary salutation and additional addressees and salutations are discussed in later
procedures.
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The primary addressee you select for a constituent is how he requests to be addressed the majority of the
time. The primary addressee is generally used on envelopes, labels, and reports. This addressee is often

formal and usually includes titles and suffixes. Examples include Dr. lan McGregor and Ms. Cynthia Rhodes,
Ph.D.

Scenario: You send out a quarterly newsletter and use The Raiser’s Edge to generate your labels. You
want all constituent names to appear the same on the newsletter labels. To ensure this, select a

primary addressee format that includes a title, first name, middle initial, and last name for each
constituent.

Note: If you use a conditional or hard break when formatting an addressee or salutation in Configuration, a
backslash appears in the addressee or salutation drop-down lists on the Addressees/Salutations tab of the

constituent record. You can see where the break is in the name. However, the backslash will not appear in any
other part of the program, beside Records.

1. From George Finley’s constituent record, select the Addressees/Salutations tab. For more information
about opening a constituent record, see “Access Constituent Records” on page 4.

< George D. Finley

File Edit “iew Constiuent Letter Favortes Tool: Help

ESaveandClose'|u|§'&'@'|N 1 » N|—’|2'|?E||| ?'|&'|D' |

v Attibutes I Media I v Actions I Honar/temarial | v Yolunteer I v Prozpect I v Membership I w Events I
v Biol I v Bio 2 I v Addresses Addressess/S alutations | v Relationships I v Appeals I HMotes I v Gifts
Frimary addressee: IMr George . Finley j [ Editable?
Frimary salutation: I j ™ Editable?
Additional Addressees and Salutations
Type AddressesfSalutation | Editable?
-

Test Label Truncation... |

Note: If you mark the Editable checkbox, you can make manual changes to the Primary addressee information
from the Addressees/Salutations tab.

2. Inthe Primary addressee field, select “Mr. George D. Finley”.
3. On the toolbar, click Save and Close.

» Selecting a primary salutation

Note: If you enter data in the Nickname or Maiden name field on the Bio 1 tab, it generates into a choice
available for Addressee/Salutations.
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The primary salutation you select for your constituents is how you plan to greet them in a general
correspondence. It usually follows the heading “Dear” in a letter and is not as formal as an addressee.
Examples include Julie Backman and Mr. Simpson.

Scenario: When you send out your acknowledgement letters, you want to greet all constituents in the
same manner. To ensure this, select a primary salutation that includes the same title and last name
format for each constituent record.

Note: If you use a conditional or hard break when formatting an addressee or salutation in Configuration, a
backslash appears in the addressee or salutation drop-down lists on the Addressees/Salutations tab of the
constituent record. You can see where the break is in the name. However, the backslash will not appear in any
other part of the program, beside Records.

1. From George Finley’s constituent record, select the Addressees/Salutations tab. For more information
about opening a constituent record, see “Access Constituent Records” on page 4.

< George D. Finley

File Edit “iew Constiuent Letter Favortes Tool: Help

ESaveandClose'|u|§'&'@'|N 1 » N|—’|2'|?E||| ?'|&'|' |
v Attibutes I Media I v Actions I Honar/temarial | v Yolunteer I v Prozpect I v Membership I w Events I
v Biol I v Bio 2 I v Addresses Addressess/S alutations | v Relationships I v Appeals I HMotes I v Gifts
Frimary addressee: IMr George . Finley j [ Editable?
Frimary salutation: IMr Finley j ™ Editable?

Additional Addressees and Salutations
Type AddressesfSalutation | Editable?

| -
Test Label Truncation... |

Note: If you mark the Editable checkbox, you can make manual changes to the Primary salutation information
from the Addressees/Salutations tab.

2. Inthe Primary salutation field, select “Mr. Finley”.
3. On the toolbar, click Save and Close.
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» Adding an additional addressee and salutation

In addition to a primary addressee, you can select additional addressees for each constituent to use in specific
scenarios. When you add an additional addressee, you indicate the format and purpose of the addressee. For
example, an Alumni addressee can be Mr. Richard Backman, while a Director addressee can be Dickie and
Susan Backman.

In addition to a primary salutation, you can select additional salutations for each constituent. When you add
an additional salutation, you indicate the format and purpose of the salutation. Because you send a variety of
mailings to constituents, the more salutations you create, the more flexibility you have in matching the tone
of each mailing. For example, an alumni salutation may be Cindy while an alumni recognition salutation (a
more formal mailing) may be Ms. Cynthia Miller.

Note: If you use a conditional or hard break when formatting an addressee or salutation in Configuration, a
backslash appears in the addressee or salutation drop-down lists on the Addressees/Salutations tab of the
constituent record. You can see where the break is in the name. However, the backslash will not appear in any
other part of the program, beside Records.

1. From a constituent record, select the Addressees/Salutations tab. For more information about opening a
constituent record, see “Access Constituent Records” on page 4.

< George D. Finley

File Edit “iew Constiuent Letter Favortes Toolz Help
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Frimary addressee: IMr George . Finley j [ Editable?
Frimary salutation: IMr Finley j ™ Editable?
Additional Addressees and Salutations
Type AddressesfSalutation I Editable?

Board Addressee George D, Finley -

Board Salutation George [
| -
Test Label Truncation... |

Note: If you mark the Editable checkbox, you can make manual changes to the Addressee/Salutation
information from the Addressees/Salutations tab.

2. In the Additional Addressees and Salutations grid, in the first empty row of the Type column, select a
type, such as “Board Addressee”.

3. Inthe same row of the Addressee/Salutation column, select an additional addressee format, such as
“George D. Finley”.
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Note: You can delete rows from the Additional Addressees and Salutations grid. Select the row(s), and
right-click. A menu appears. Select Delete Rows. A message appears asking if you are sure you want to delete

the row(s). Click OK. You can also insert a row by selecting Insert Row from the menu. The new row appears
above the row you select.

4. In the Additional Addressees and Salutations grid, in the next empty row of the Type column, select a
salutation format, such as “Board Salutation”.

5. Inthe same row of the Addressee/Salutation column, select an addressee/salutation, such as “George”.

6. On the toolbar, click Save and Close.

» Testing label truncation for an addressee or salutation

You can use the Test Label Truncation button to see how different font types, styles, and sizes affect the way a
constituent name will appear on labels. For example, if a constituent has a lengthy name that usually takes up
more than one line on a label, you can test label truncation to see if changing the font size will keep the name
on asingle line. If it truncates, it breaks and does not appear on the same line.

1. From a constituent record, select the Addressees/Salutations tab. For more information about opening a
constituent record, see “Access Constituent Records” on page 4.

#=i George D. Finley

File Edit “iew Constiuent Letter Favortes Tool: Help
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Note: If you use a conditional or hard break when formatting an addressee or salutation in Configuration, a
backslash appears in the addressee or salutation drop-down lists on the Addressees/Salutations tab of the
constituent record. You can see where the break is in the name. However, the backslash will not appear in any
other part of the program, beside Records.
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2. Click Test Label Truncation. The Horizontal Label Truncation screen appears.

Horizontal Label Truncation for George D. Finley E3

Chanae the label type and font to test the horizantal runcation for thiz conzstituent's addrezsees
and zalutations. Uze the arrows to cycle through the addreszees and salutations.

Wiy . Gearge D. Finley

Fort: | rial | B

[T Bold ™ ltalics [ Underline

AddreszeeS alutation bype: Primary S alutation

AddresseesS alutation: IMr. George D. Finley j [ Editable?

<Previous| MHest > | ak I Cancel |

3. Select your preferences in the Label and Font fields. You can mark Bold, Italics, or Underline if needed.

Select the Addressee/Salutation you want to test. You can preview your name formats on the test label to
the right.

Click OK. You return to the Addressees/Salutations tab.
6. On the toolbar, click Save and Close.
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The Relationships tab helps you track familial and social associations for your constituents. In The Raiser’s Edge,
you can track six different types of relationships for a constituent. These relationships are individuals (friends,
family members, associates), organizations (businesses, clubs, employers), bank/financial institutions (credit,
financial, and lending institutions), education/schools (schools, colleges, and universities), assigned solicitors
(individuals or organizations assigned to secure donations from the constituent), and fund relationships (funds
with which an individual or organization has a special affiliation).

Managing Relationships

Note: If you have Security rights to Administration, you can view System Statistics. From the Administration
page, click the System Statistics link. Up-to-date totals of all records in your database appear. This information
is for viewing purposes only.

The Relationships tab helps you track familial and social associations for your constituents. In The Raiser’s Edge,
you can track six different types of relationships for a constituent. These relationships are individuals (friends,
family members, associates), organizations (businesses, clubs, employers), bank/financial institutions (credit,
financial, and lending institutions), education/schools (schools, colleges, and universities), assigned solicitors
(individuals or organizations assigned to secure donations from the constituent), and fund relationships (funds
with which an individual or organization has a special affiliation).

<= Robert C. Hermandez
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v Biol | v Bin 2 | v Addieszes | v AddieseessdS slutations v Relationshipz I v bppeals I + Motes I v Gifts
] Tl =
<Al Relationship Diate From
B Indwlc!ualfs American Medical i ) 091996
g;ii?j;i:;ﬁscial Instittions Chicago Pediatric Clinic Former Employer 06/1985
. Education/Schaols Chicago Rotary Club Charitable Society 03292001
~[B #ssigned Solicitars Lana Corizon Mother-in-law 052971939
Fundz Davis & Johnson Pharmaceuticals — Emplover 071992
First Federal of Ilinois Bark/Financial Inski. ..
Glendale Country Club Club 101935
Ary Hernandez Mather 04/158/1937
Gaston Hernandez Son 12/14/1983
Moel Hernandez Daughter 0971611991
Ricky Hernandez Father 01/0211935
Smith-Brown Scholarship Fund Scholarship Fund 01/01/2000
wendy Hernandez ifife 06091990
Camelia Hernandez-Garcia Daughter 03221983
Donald Lewis Golf Partner 0171985
Audrey I, Lorenz Skaff 071502001
Lane A. Pembrake Waolunteer 0&/01/2000 05312005
Princeton University Education/Schoal 09/1979 vI
4 I I 3

|t
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Relationships can have their own constituent records, or they can exist solely as nonconstituent relationship
records on associated constituent records. Relationship records are similar to constituent records in that you can
track valuable information on a person or business, regardless of whether they are a constituent in your
database. For added convenience, relationships can be shared among constituents. For example, a shared son,
daughter, or friend may exist on the Relationships tab of both a husband’s constituent record and a wife’s
constituent record. The value of tracking a network of relationships is for connections. If you know one of your
major donors is an avid golfer, you can track his three golfing partners as individual relationships. Then, when you
start planning your annual golf tournament, you can invite your constituent’s three partners and hopefully,
secure additional donations and three new constituents.

The Relationships tab is linked to other tabs on the constituent record. For example, if you add a spouse on the
Bio 1 tab of Robert Manning’s constituent record, that person automatically appears as an individual relationship
on Robert’s Relationships tab. If you add business or education information on the Bio 1 tab for Tina Russell, it is
automatically added as an organization or education/school relationship on the Relationships tab of Tina’s
constituent record. This also works in reverse. For example, First Federal of lllinois is listed as Robert Hernandez’s
primary bank on the Bio 1 tab. From the Relationships tab, you add Southern Bank as a second bank relationship
and mark the checkbox for Primary bank information. When you attempt to save this new relationship, a
message appears, informing you that Robert already has a primary bank record and asks if want to overwrite it
with this new information. If you answer Yes, the bank information you added on the Relationships tab
automatically appears on the Bio 1 tab. Because information is shared between tabs, make sure your data entry is
accurate and current.

Note: From the right-click menu, you can print the contents of the grid on the Relationships tab. You can also
export the information to Excel or another application.

On the Relationships tab, you can apply filters to customize what you want to view on the tab. On the action bar
of the Relationships tab, click Filters. The Filters screen appears. On the Filters screen, you can make selections in
the Relationship and Reciprocal fields and enter a Date from and Date to to filter by dates. For example, on the
Relationships tab, maybe you want to view only constituents who are employees from January 1.

Filters |
— Filter By
Relationzhip: I Emplayes j
Reciprocal: I E rmplayer j

Drate from: IEI‘I A01/42007 I
Date ko I I

[V Hide spouse relationships

Ok Cancel |

On the Filters screen, you can also unmark the Hide spouse relationships checkbox to view both a constituent
and the spouse’s relationships on the tab. The Hide spouse relationships checkbox is marked by default so no
spouse relationships appear unless you do so.

In this section, we show you how to add and maintain individual, organization, fund, bank, and education
relationships. For information about assigned solicitors, see “Solicitors” on page 291.
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Individual Relationships

Individual relationships are the people with whom your constituents are associated in some way. They may be a
spouse, friend, family member, or business associate. They can have their own constituent record or exist solely
as nonconstituent relationship records on associated constituent records. If the individual is a constituent in your
database, the two records are linked together, and they can appear on each other’s respective Relationships tabs.
For added convenience, individual relationships can be shared among constituents. For example, a friend may be
shared by both a husband and wife and exist on the Relationships tab of both the husband’s constituent record
and the wife’s constituent record.

<= Hobert C. Hemandez

File Edit “iew Constituent Letter Favortes Tool: Help

[ save and Close - u|§'|§"|ﬂ 1« » N|"|2'?D||| ?-1%-| B |
v Attributes I w Media I W Actions I w Honor/temarial I v olunteer | v Prospect I v Membership I w Events
v Bio1l I v Bin 2 I v Addiesses I v Addessess/S alutations v Relationships I v &ppeals | v MNotes | v Gifts
a ey bl

ame f Relationship Date Fram Date To
p—— 20 Mother-in-law 9
rganizations
. . . Ay H i Moth 04/18/1937
Banks/Financial Institutions iy FErnandsz nner 181
Education/Schaols Gaston Hernandez San 12/14)1963
Aszigned Solicitars Moel Hernandez Daughter 09/16/1991
e Funds Ricky Hernandzsz Father 010241935
Wendy Hernandez Wife 050971990
Camelia Hernandez-Garcia Daughter 03/22/19583
Donald Lewis Golf Partner 01/1985
Christopher T, ¥oung Golf Partner 01/1991
4] | 2+

| i

Note: If a relationship is a constituent in your database, you can go directly to that constituent record by
selecting Relationship, Go to from the menu bar of the Relationship screen.

The fields available for an individual relationship record are similar to those available for an individual constituent
record. But, only three tabs appear on an individual relationship screen — General 1, General 2, and
Attributes/Notes.

If you have The Raiser’s Edge and The Education Edge and integrate the two systems, an Addresses tab also
appears on your nonconstituent individual relationship records. This tab appears only if the two programs are
integrated and the relationship record is linked to an Education Edge record. For more information about this tab
and the integration of these two programs, see The Raiser’s Edge and The Education Edge Integration Guide.
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The General 1 tab contains fields for the relationship name, address, telephone numbers and email addresses,
nickname, maiden name, business information, and educational history. Fields are also available specific to the
relationship screen. These fields are Relationship, Reciprocal, Date from, and to. The Relationship field defines
the nature of the association the individual has to the constituent. The Reciprocal field defines the relationship of
the constituent to the individual. For example, Dorothy Hawes is a constituent in your database, and you add her
son Jeff as an individual relationship. In this example, the Relationship is Son and the Reciprocal is Mother. You
define the length of time the relationship has existed in the Date from and to fields.

Individual Relationzhip for Dorothy Hawes

File  Edit “iew Relationzhip Help
[i5ave and Cloze '|u 'X| 4 b||| ?'|§' |
v General 1 | Generalgl Attrihgtesr’Nntﬂl
— Biographical —Address - Home
Last name: |Hawes ﬂl Aliazes | Enuntr_l,J:IUnile States j Mare... |
First name: [Jeffrey Address lines: (1415 Heyward Street =l
_ =
Middle name: IElyant _
City: IML Fleazant
Titles: |Mr. hd A
I J I J State: ISC VI South Caraling
Suffixes: I j I j
ZIP: {23464 & oecjoo
Mickname: I.Jeff
: Phones EmailfLinks
TR (e I DNCI Type INumher,l'EmaiI F\I Shared? I
1O I | Home  §43-555-0909 Mot shared
Email | jeff.hawes@ho... Cannot be ...
v Business |  Education
This individual is the: Rielationship: |5 on =l
" Spouse Reciprocal: |Mother j
Date from: |01/13/1353 [H| ta |
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On the General 1 tab, you can mark the Spouse checkbox to determine whether the individual relationship is the
spouse, or domestic partner. When you add a spouse or domestic partner for a constituent, you are creating a
new individual relationship record for that constituent. The new individual spouse relationship can exist solely as
a nonconstituent relationship record on the primary constituent’s record or have its own constituent record in
your database.

Individual Relationzhip for Janet L. Cothran

File Edt %iew Relatongship Help
[Fi5ave and Close - | [ 'X| 4 b|—i|| ?'|%' |
v [eneral 1 |v Generalgl Attribgtesx’Nntesl
— Bingraphical —Address - Home

Last name: IEnthran QI Aliazes | Country: IUnited States j #Flpare. . |

First name: |H0bert Address lines: | 1428 Friendship Street jl
Middle name: I.-’-‘mderson

City: IStiIIwatel
Titles: |Or. ¥
I J I J State:IDK "I Oklahoma
Suffises: | 1.0 =i 2|
ZIP: 74078 & orcf

Micknarne: IFlob

_ Phones Email{Links
HEtEn name:l DNCI Type INumberll'EmaiI.ﬁ....I Shared? I

D231 | | Home |405-555-6770  |Shared
v Education I —

This individual is the: Relationship: {Husband =l
[V Spouss Reciprocal: IWife j
[ REE SiiE e Date from: [05/06/200¢ 3] ta o

If the spouse is a constituent in your database, a Head of Household checkbox appears under the Spouse
checkbox so you can determine who should be designated head of household. In Mail processing, the Head of
Household checkbox can be used to determine who should receive a particular mailing. For information about
how this checkbox can affect your mailings, see the Mail Guide.
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The General 2 tab contains fields that maintain additional data for the relationship. On this tab, you can track the
Gender, SSN (Social Security Number), Birth date, and Age. If the person has passed away, you can mark the

Deceased? checkbox and enter a date.

Individual Relationship for Janet L. Cothran

File Edit Yiew Relationship Help

ESaveandElose'nX|1 b|—'|| ?'|%'

w Generall v General 2 |.-’-‘-.ttribgtes.f'Notesl

Gender. [11- ] ssm: [z [ Decezsed? Date|  E|

Birth date: m Age: 49

Prirnany addressee: ID[_ Robert A Cathran j = Editatie?

Primary salutation: |Dr. Cathran j ™| Editat{e#

#Addressees and Salukations For Robert &, Cothran
Type I Addresses)Salutation I Editable?

|| Irvvitation Mailing Dr. and Ms, Robert A, Cothran I

Tezt Label Truncation...

v Automatically zoft credit this individual far gifts

The General 2 tab is also where you define a Primary addressee and Primary salutation for the relationship.
These are used in mailings to the relationship, just as they are for constituents. You are also able to define
additional addressees and salutations for the individual relationship. For more information about addressees and

salutations, see “Addressees/Salutations” on page 105.

For an individual relationship who is a constituent in your database, the fields at the top of the General 2 tab and
the addressees and salutations default onto the individual relationship record from the relationship’s constituent
record. To change the information in any of these fields, you must do so from the constituent record.

For an individual relationship who is a constituent in your database, an Automatically soft credit this individual
for gifts checkbox appears on the General 2 tab. A soft credit enables more than one constituent to share credit
for a single gift without adding duplicate gift records to the database. You can mark this checkbox to soft credit
the relationship for gifts given to your organization. For more information about soft credits, see the Gift Records

Guide.
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To track miscellaneous information about the individual relationship, you should use the Attributes/Notes tab. If
the individual has special interests, dietary preferences, requests, or interesting qualities you want to remember,
add them here as an attribute or note.

Individual Relationship for Janet L. Cothran

File Edit Yiew Relationship Help

ESaveandElose'nX|1 b|—'|| ?'|%' |
w General 1 I v General 2 |
_ategory I Description I Short Desc. I Date I Comments
| |©oFfice Haurs 200 a.m. - 5:00 p.m, 10/28/2007 Takes a one hour lunch. ..
| |Contact As OF 11/01/2005 10/28/2007 will be aut of tawn until. ..
| |Interests Photographe 10/28/2007 Professional photograp. ..
Maotes:
Fiobert will be the primary photagrapher at all our events. ﬂ

For more information about attributes, see “Attributes” on page 176. For more information about Notes, see
“Notes” on page 179.

» Adding an individual relationship record from the Relationships tab

When you add an individual relationship to a constituent record, you indicate the constituent has an
affiliation with that individual. For example, you can track biographical data for a constituent’s spouse or
domestic partner, child, parent, coworker, or tennis partner.

Scenario: Jason Campbell is a constituent in your database. He gives you a family prospect card for his
sister Rachel. From the Relationships tab of Jason’s constituent record, add Rachel as a new individual
relationship. Include her name, address, phone number, relationship, reciprocal, birth date, Social
Security Number, primary addressee, primary salutation, and any additional attributes.

Note: From the right-click menu, you can print the contents of the grid on the Relationships tab. You can also
export the information to Excel or another application.
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1. From Jason Campbell’s constituent record, select the Relationships tab. For more information about
opening a constituent record, see “Access Constituent Records” on page 4.

== .Jason D. Campbell
File Edit “iew Constiuent Letter Favortes Tool: Help

ESaveandElose‘|u|§'@'@'|N 1 N|—’|2'|?U||| ?'|&'|' |

W Altributes I Media I v Actions I Honar/temarial I v Wolunteer | v Prospect | v bembership I Ewvents I
v Biol I v Bio 2 I v Addresses I v Addressees/Salutations + Relationships | v Appeals I Motes I v Gifts
o & Open
) <Al Relationship Date From Date To
i D £ Daughter 96
rganizations
- . - Dorothea A, Campbell
Barks/Financial Instiutions [ Smehe
E ducation/S chools Jack Campbell Son 08/28(1955
; Azsigned Solicktors
- Funds
K 2|

2. From the tree view on the left, select Individuals.

Note: You can make an individual relationship a constituent in your database by selecting Relationship, Add
this individual as a Constituent from the menu bar of the Individual Relationship screen.
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3.

On the action bar above the tree view, click New Individual Relationship. The New Individual Relationship
screen appears.

Mew Individual Relationship for Jazon D. Campbell

File Edit “iew Relationship Help
[\ 5ave and Close '|u '}(l 4 }||Q'|| ?'|&' ‘
v General 1 I Generalgl .-‘-\ttribgtestotesl
— Biographical —dddress - Home
Lazt name: IEampbeII ﬂﬁl Aliazes | Country:ILlnited States 'I Mare... |
First name: IHacheI Address lines: | 250 First Avenue ;I
=
tiddle name: I
J J City: I.t'-‘«thens
Titles: |Ms. A -
I I Slate:IGA 'I Georgia
Suffines: - hd
! = =l 2IP: |30605 & oro
Micknamne: I
: Phones EmailfLinks
el name:l DNCI Type INumber,l'EmaiIF\...I Shared? |
10 I I Home  706-555-1290 Mot Shared
Business | Education B
This individual is the: Rielatianship: |Sister =
[ Spouse FReciprocal: IBrolher j
Date from: [02/23/1975 [ ta | =

Note: Remember to always click the binoculars in the Last Name field and search the database to make sure
the relationship is not already in your database. You can search for constituents and nonconstituents. To
search for nonconstituents, on the Open screen, mark the Display nonconstituents checkbox.

4.

L 0N o WU

10.

11.

Select the General 1 tab.

In the Last name field, enter “Campbell”; and in the First name field, enter “Rachel”.

In the first Titles field, select “Ms.”

In the Country field, select “United States”.

In the Address lines box, enter “250 First Avenue”.

In the City field, enter “Athens”; in the State field, select “GA”; and in the ZIP field, enter “30606".

In the Phones/Email/Links grid, select “Home” in the Type column; in the Number/Email Address
column, enter the number 706-555-1290. In the Shared column, “Not Shared” appears by default beside
this new phone number. This means that in Configuration Tables, in Phone Types, on the Edit Phone Types
screen for Home phone numbers, you did not mark the Do not share phones of this type checkbox,
enabling this Home phone type to be shared. If you later decide to make Rachel a constituent in your
database and copy/link her address with another constituent or nonconstituent relationship, her Home
phone number will be shared. If you do not want Rachel’s Home phone number to be shared, select “Do
Not Share” in this column. For more information about copying and sharing addresses and phone
sharing, see “Copying and Linking Relationship Addresses” on page 146 and “Phone Sharing” on page
157. For more information about Configuration Tables, see the Configuration & Security Guide.

In the row beside a phone number or email address, you can mark the DNC (Do Not Contact) column.
When you click in this column, a visual warning appears. From this point on, you quickly see that you
should not contact the constituent at the number or email address. For this scenario, do not mark the
DNC column. Rachel wants to be contacted at this number.
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Note: When you enter data in the Nickname or Maiden name field, it generates into a choice available for
Addressees/Salutations.

12. If a relationship has a Nickname or Maiden name, enter it in the appropriate fields. Rachel has neither, so
you can leave these two fields blank.

13. Do not mark the Spouse checkbox. Rachel is Jason’s sister, not his spouse.

Note: If an individual relationship is a spouse who has a constituent record in your database, a Head of
Household checkbox appears on the General 1 tab of the individual relationship record (under the Spouse
checkbox), so you can determine who should be designated head of household. In Mail processing, the Head
of Household checkbox can determine who should receive a particular mailing. For more information about
how this checkbox can affect your mailings, see the Mail Guide.

14. In the Relationship field, select “Sister”. In the Reciprocal field, select “Brother”.
15. In the Date from field, enter the date 08/29/1975. This is the date the relationship began.
16. Select the General 2 tab.

Mew Individual Relationship for Jazon D. Camphell
File Edit Wiew Relationship Help

[ 5ave and Close - UX|‘ }||Q'| P - B ‘

v General 1 Gerneral 2 IAttribgtestotesl

Gender: [Female ] 58M; [249-55-0000 I Deseased? Do [ |
Birth date; m Age: 29
Primary addressee: |Ms_ Fiachel Campbell j [~ Editable?
Primary salutation: IMs_ Camnphell =] I Ediable?

Addressees and Salutations for Rachel Camphell
Type | AddresseeiSalutation | Editable?

- r

Test Label Truncation...

Note: For an individual relationship who is a constituent in your database, an Automatically soft credit this
individual for gifts checkbox appears on the General 2 tab. A soft credit enables more than one constituent to
share credit for a single gift without adding duplicate gift records to the database. You can mark this checkbox
to soft credit the relationship for gifts given to your organization. For more information about soft credits, see
the Gift Records Guide.

17. Inthe Gender field, select “Female”.

18. In the SSN (Social Security Number) field, enter “249-55-0000".
19. In the Birth date field, enter the date 08/29/1975.

20. Inthe Primary addressee field, select “Ms. Rachel Campbell”.
21. Inthe Primary salutation field, select “Ms. Campbell”.
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22. Select the Attributes/Notes tab.

23.
24.
25.
26.
27.

Note:

Mew Individual Relationship for Jazon D. Campbell
File Edit “iew Relationship Help

[ 5 ave and Close '|u X|1 F|IQ'|| ?'|g' ‘

-

v Generalll w General 2 -d\

Categary I Description | Shott Desc. | Date | Carments
- Relationship Interests  Photography 1100172007 Profezsional photographer
MHates:
Flachel iz interested in all aur art and photography eshibits. ;I

[

In the Attributes grid, select “Relationship Interests” in the Category column.

In the Description column, select “Photography”.

In the Date column, enter the date you are adding this attribute.

In the Comments column, enter “Professional photographer”.

In the Notes box, enter “Rachel is interested in all our art and photography exhibits.”

When you make changes to an address and save your changes, if the address is linked to other records,

a message appears, letting you know the address is shared. You can select to change the address on all records
that share the address, select to change the address on only this record, or click Cancel. To help you determine
if you want to change the address, you can view a list of records that share the address. Click Show Shared
Addresses.

28.
29.

On the toolbar, click Save and Close. You return to the Relationships tab of Jason’s constituent record.
Click Save and Close.
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Organization Relationships

Organization relationships are the businesses, clubs, churches, agencies, and other organizations that have some
sort of association with your constituents. A constituent may be a member of a religious institution, museum, or
social club; an employee of a hospital; or serve on the board for a local nonprofit organization. Organization
relationships can have their own constituent records, or they can exist solely as nonconstituent relationship
records on associated constituent records. If the organization is a constituent in your database, the two records
are linked together and they can appear on each other’s respective Relationships tabs. For added convenience,
organization relationships can be shared among constituents. For example, a church may be shared by both a

husband and wife and exist on the Relationships tab of both the husband’s constituent record and the wife’s
constituent record.

== Robert C. Hernandez

File Edit “iew Constituent Letter Favortes Tool: Help

ESaveandClose‘|u|§'|ﬁ"|N 1 b N|"|2'|?E||| ?'|§'|' |
v Alftributes | v Media I v Actions I v HonordMemarial | v Wolunteer | v Prospect I v Membership | v Events
v Bio1 | v Bio2 | v Addreszes | v Addrezzees/S alutations v Relationzhips I v Appeals | » Motes | v Giftz
i e %

) <Al Crg Mame Relationship Drate Fram Date To
Individuals Ametican Medical E 09/2000
iy | Insti Chicage Pediatric Clinic Farrnet Emplaver 061983 091992

ahks/Financial Institutions
. Chicago Rotary Chl Charitable Societ 03f29r2001
Educatioh/Schools hicag ¥ Club h bl ¥
Assigned Salicitors Davis & Johnson Pharmaceuticals Employer 07(1992
b Fundz Glendale Country Club Club 10/1998
Sk, Mark's Catholic Church Church 1966
YMCA Club 0970171967
(<] | i

Note: If a relationship is a constituent in your database, you can go directly to that constituent record by
selecting Relationship, Go to from the menu bar of the Relationship screen.

The fields available for an organization relationship are similar to those available for an organization constituent.

But, only three tabs appear on the organization relationship screen — General 1, General 2, and
Attributes/Notes.

If you have The Raiser’s Edge and The Education Edge and integrate the two systems, an Addresses tab appears
on your nonconstituent organization relationship records. This tab appears only if the two programs are
integrated and the relationship record is linked to an Education Edge record. For more information about this tab
and the integration of these two programs, see The Raiser’s Edge and The Education Edge Integration Guide.
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The General 1 tab tracks the organization name, address, telephone numbers and email addresses, industry,
profession, position, and income. Four fields are available to add business-type information for constituents
whose association to the organization relation is employee. Fields are also available specific to the relationship
screen. These fields are Relationship, Reciprocal, Date from, and to. The Relationship field defines the nature of
the association the organization has to the constituent. The Reciprocal field defines the relationship of the
constituent to the organization. For example, Mark Adamson is a constituent in your database and you add
Charleston Development Corporation as an organization relationship for Mark. In this example, the Relationship
is Employer and the Reciprocal is Employee. You can define the length of time the relationship has existed in the
Date from and to fields.

Organization Relationship for Mark D. Adamzon

Fil= Edit “iew Relghonship Help

[ 5ave and Close '|u X‘ 4 >|—P‘| ?'|%'
v General 1 IGeneralzl AtlribgtesHNotesl
| Org name: |Charlestu:un Dreveloprment Eurpuratiuﬂ I 107 ﬂl
Country: ILlnited States ﬂ o More. . | Indugtry: IFinanciaI ﬂ
Address lines: |42 Leeds Avenue ;I Poszition: IFinanciaI Analyzt [~ Print?
;I Profession: IFinanciaI Flanning j
City: |Charleston Income: [$90.000 - $39,999 =]
State: Iﬂ South Carolina Relationzhip: |Em|:u|n:u_l.Jer j
ZIF: Im DF'E:I— Reciprocal: |Em|:u|n:u_l.Jee j
¥ Frirt organization name with address [ ate from: |EI1 0241994 EI to | EI
Phones/EmailfLinks For thiz organization, this individual iz aln):
DNC' VHEE INumber,l'EmaiI 'D'd"'l shared? | [¥ Employes v Primany business information
- Business |543-555-5569 Shared W Contact ™ Do not mail ta this contact
— Contact type: |Eorpnrate [onations j

Note: When MatchFinder is installed on your computer, a MatchFinder button appears on the Records page.
A MatchFinder button appears on the Org 1 tab of an organization record and on the General 2 tab of all
organization relationship records. Also, if a constituent's matching gift is linked to a MatchFinder record, a
MatchFinder button appears on the Matching Gifts screen, accessed from the Matching Gifts tab of the gift
record. For more information, see the MatchFinder Guide.



RELATIONSHIPS 12

The General 2 tab tracks matching gift information for an organization relationship that matches gifts. If the
organization relationship is a constituent in your database and an organization relationship that matches gifts
(hereafter referred to as a matching gift company), the matching gift information defaults onto the General 2 tab
from the Org 1 tab of the matching gift company’s constituent record, if the Organization matches gifts checkbox
on the Org 1 tab is marked.

Organization Relationship for Mark D. Adamzon

File Edit “iew Relgtionship Help
[ 5ave and Cloze '|u )(‘ 4 » | -+ ‘g‘|‘ 2 ﬂ%*

v Generall « General 2 |.&ttribgtesx’Nu:utes|

¥ Charleston Development Corporation matches gifte fram bark, . Adamson

— Matching Gift [nformation

Factar: |2.DEI Fizcal pear starts: IEI'I F|

Matching Gift Limits Mates:
| Minirum | Masimun Charleston D evelopment Corportation matches ;I
anly for full-time employees.
Per qgift £10.00 $1,000,00
Annusal per donar $10.00 $12,000.00
Total per donor $£10.00  $120,000.00 LI

[T Automatically soft credit this arganization for gifts

You can change the information that defaults onto the General 2 tab. For example, Charleston Development
Corporation normally matches gifts on a one-to-one basis, and this Factor defaults onto the General 2 tab. For
employees who have been with the company for more than five years, the company matches on a larger
two-to-one basis. You decide to manually change the Factor on the General 2 tab to reflect this. The Raiser’s
Edge recognizes that you made a change on the General 2 tab. The information you change on the General 2 tab
does not change on the Org 1 tab. That information remains the way you originally entered it.

When you add a gift to the database for an individual who works for a matching gift company, The Raiser’s Edge
checks the Org 1 tab of the matching gift company’s constituent record to confirm that the organization does
truly match gifts (that the Organization matches gifts checkbox on the Org 1 tab is marked). Then, the program
checks the General 2 tab on the relationship record to confirm the Factor, when the Fiscal year starts, and the
Matching Gifts Limits.

If you unmark the Organization matches gifts checkbox on the Org 1 tab of the matching gift company’s
constituent record, but leave the same checkbox marked on the General 2 tab, when you add a gift to the
database for the individual constituent who works for the matching gift company, The Raiser’s Edge ignores the
unmarked checkbox on the Org 1 tab and lets the matching gift be added anyway. For matching gifts added
automatically, the program first confirms on the General 2 tab that the organization does indeed match gifts. This
is an exception to the rule.

On the General 2 tab, for an organization relationship that is a constituent in your database, an Automatically
soft credit this organization for gifts checkbox also appears. A soft credit enables more than one constituent to
share credit for a single gift without adding duplicate gift records to the database. You can mark this checkbox if
you want to soft credit the relationship for gifts given to your organization. For more information about soft
credits, see the Gift Records Guide.
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To track miscellaneous information about an organization relationship, you should use the Attributes/Notes tab.
If the organization relationship has special interests, donation instructions, or other requests, add them here as
an attribute or note.

Organization Relationzhip for Mark D. Adamzon

File Edit “iew Relgtionship Help
[ 5ave and Close '|n 'X‘ 1 & | —+ ‘| ? '|§'
W Genetalll W General 2 Altnbutes/Motes I
Caktegary I Description I Short Dese. I Dake | Carmrments I
| |Business Hours 7i30a.m. - 7:30 pom, 10j28/2007  Business office clos., ..
- Contact As OF 11/07¢z007 10/25/2007
- Relationship Interests Sporting events 10J28/2007  Donates ko sporting. .
M otes:
Charlezton Development Corportation will donate to and sponsor our sparting events. ﬂ
[ -]

For more information about attributes, see “Attributes” on page 176. For more information about notes, see
“Notes” on page 179.

» Adding an organization relationship record from the Relationships tab

When you add an organization relationship to a constituent record, you indicate the constituent has an
affiliation with the organization. For example, you can track a constituent’s employer or church. You can also
track organizations for which the constituent is a member or volunteer.

Scenario: You learn that Ben Connor serves on the board of directors for the Oak City Symphony
Orchestra. From Ben’s constituent record, add Oak City Symphony Orchestra as a new organization
relationship. Include information for the address, phone number, relationship, reciprocal, date from
and date to. Make sure you reciprocate Ben as a relationship for Oak City Symphony Orchestra.

Note: From the right-click menu, you can print the contents of the grid on the Relationships tab. You can also
export the information to Excel or another application.
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1. From Ben Connor’s constituent record, select the Relationships tab. For more information about opening
a constituent record, see “Access Constituent Records” on page 4.

<= Benjiman E. Connor

File Edit “iew Constiuent Letter Favortes Tool: Help
ESaveandElose‘|u|§' @'@'| H 4 » H | =* | 2'|?E||| ?'|&'| Efly |

W Aftributes I Media I v Actions I HaonorMemarial I v Molunteer | v Prozpect | tembership I v Events I

v Biol I v Bio 2 I v Addresses I v Addressees/Salutations + Relationships | v Appeals I Motes I v Gifts

& L0 B
<Al Org Mame ’ Relationship Date From Date To
; Individuals - Emplove T
mployer
Organizations

Bankz/Financial Institutions
Education/5 chools
Azzigned Solicitors

L] | i
| |

2. From the tree view on the left, select Organizations.

Note: If an organization relationship is not already a constituent in your database, you can make it a
constituent by selecting Relationship, Add this organization as a Constituent from the menu bar of the
Organization Relationship screen.
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3. On the action bar above the tree view, click New Organization Relationship. The New Organization
Relationship screen appears.

Mew Organization Relationship for Benjiman E. Connor

Fil=  Edit “iew Relationship Help
ESaveandClnse'UX|( b|-’|g‘| P - &
v General 1 | Generalgl .t’-‘n.ttribgtes.:"NotesI
‘ Org name: |Dak City Syrphany Orchestra E |0 acsa Aliages |
Cauntry: |United States j Flhore. .. | Industry: INonprofit j
Address lines: |121 Mellon W ay ;I Position: IBDald tember [~ Print?
Suite 411
x| Prafession: | j
City: IDak City Income: I j
State:IKS VI Kanzaz Relationship: INonperitDrganization j
ZIP: [67117 @] oPc| Fieciprocal: [Board Member =]
[V Print organization narne with address Drate from: I'I'I.-"TI;’ZDDE to I
PhonesfEmailLinks For this arganization, thiz individual is aln):
DNCI Type INumber,l'EmaiI 'D'd"'l Shared? | [~ Employes [ Primany business information
— Business (3165552293 Shared v Contact [~ Do not mail to this contact
- Fax 316-555-3663 Shared
Contact type: IBoard j

Select the General 1 tab.

5. In the Org name field, click the binoculars to search your database for Oak City Symphony Orchestra.
When found and selected, the address and phone/email information for the organization appears on the
New Organization Relationship screen for Ben. It defaults from the organization record.

Note: When you search your database and select a nonconstituent organization relationship record instead of
an organization constituent record, you must manually enter address and phone number information. To
search your database for nonconstituents, on the Open screen mark the Display nonconstituents checkbox.

6. Inthe Relationship field, select “Nonprofit Organization”. In the Reciprocal field, select “Board Member”.

7. Inthe Date from field, enter today’s date. You can leave the to field blank because you do not know how
long Ben is going to serve on the board.

8. Mark the Contact checkbox and in the Contact type field, select “Board”. Ben has been designated as a
contact for Oak City Symphony Orchestra because he serves on the Board of Directors.



9. Select the General 2 tab.

Mew Organization Relationship for Benjiman E. Connor
File Edit Yiew Relationship Help

5 ave and Close "|u )(| 4 b |—*|@'|| ? "|$"

v General 1 General 2 |.~’-‘-.ttribgtes.f’Notes|

[ Dak City Syrphony Orchestra matches gifts from Berjiman E. Connor

— Matching Gift Information
Factor: I Fizcal year starts: I

IMakching GiFt Limits

MHaotes:

Mlinirmum | Mazximurm |

Per gift
Annual per donar

Total per donor

[T Automatically soft credit this arganization for gifts

RELATIONSHIPS 13

Note: For an organization relationship that is a constituent in your database, an Automatically soft credit this
organization for gifts checkbox appears on the General 2 tab. A soft credit enables more than one constituent
to share credit for a single gift without adding duplicate gift records to the database. You can mark this
checkbox if you want to soft credit the relationship for gifts given to your organization. For more information

about soft credits, see the Gift Records Guide.

10. Because Oak City Symphony Orchestra does not match gifts given to your organization by Ben, you can
leave the fields on this tab blank. If the Organization matches gifts checkbox was marked on Oak City
Symphony Orchestra’s constituent record, the information in the corresponding fields would default onto

the General 2 tab.
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11. Select the Attributes/Notes tab.

Organization Relationship for Benjiman E. Connor
File Edit Yiew Relationship Help

5 ave and Close "|u )(| 4 b|"|@'|| ? 'L%'

v Genelalll General 2

-

Zategary Descripkion | Shart Desc, Dake Comments
- Interests Orchestral music 05411/2007  Ernjoys the symphany
| |Business Hours 3:00 &k -12:00 P 05/11/2007  Benis in the office on Sat...
Maotes:
Ben enjoys serving on committees for the Oak City Symphony. ;I
| |

12. Enter attributes and notes as shown in the previous picture. For more information on adding attributes,
see “Attributes” on page 176. Once you learn to add attributes in one part of The Raiser’s Edge, it is easy

to apply those principles to other places in the program.

Note: When you make changes to an address and save your changes, if the address is linked to other records,
a message appears, letting you know the address is shared. You can select to change the address on all records
that share the address, select to change the address on only this record, or click Cancel. To help you determine
if you want to change the address, you can view a list of records that share the address. Click Show Shared

Addresses.

13. On the toolbar, click Save and Close. A message appears, asking if you want to reciprocate Ben Connor as
a relationship for the Oak City Symphony Orchestra.

The Raizer's Edge

Oak City Symphony Orchestra iz a conztituent, Do pou wish to reciprocate Benjiman E.
Connor az a relationship for Dak City Symphoty Orchestra?

Mo | Cancel |

14. Click Yes. Ben Connor now appears on the Relationships tab of Oak City Symphony Orchestra’s constituent
record. You return to the Relationships tab of Ben’s constituent record.

15. On the toolbar, click Save and Close.
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Bank/Financial Relationships

Bank relationships are associations your constituents have with banks or other financial institutions.

= Demck J. Baker
File Edit “iew Constituent Letter Favortes Tool: Help

[ save and Close - u|§'|§"|ﬂ 1« » N|"|2'?D||| ?-1%-| B
W Aittributes I Iedia | v Actions | Haonartdemarial I Wolunteer | v Prozpect I tembership I w Events
v Biol | v Bin2 | v Oddiesses I v Addressees/Salutations v Relationships | w Appeals I Motes | v Gifts
| & %
<All> Mame /| Transit/Routing... | Eranch Mame Account Na.

00005555

00033333 Federal Credit L., 4987770001

Individuals

. : Federal Credit Union
ncial 5

EducationsSchoolz

2 Assigned Solicitors
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Your constituents may have checking or savings accounts at a particular bank, or they may ask you to
automatically withdraw funds on a monthly basis to cover a recurring gift. Tracking a constituent’s bank
information makes monetary transactions fast and easy for both you and the constituent. A bank should be listed
in the Financial Institutions section of Configuration before you add it to a constituent’s record as a relationship.
You should search for the bank name in the Financial Institutions field to avoid duplication and data entry errors.

Mew Bank/Financial Institution for Derrick J. Baker
File  Edit

[5ave and Close '|u ')(| 4 .‘|"||§'| ? '|%'

Wiew Bank Help

v General | Account Attibutes/Motes I

Transit/Routing no.; IEIDEIBSSSS nl

Financial Inztitution: IFederaI Credit Union

im]

Branch name: IFederaI Credit Union - Southeast

Blank notes: |FCU does accept EFT payments.;l

[

 Electronic Tranzfer [nformation
Immediate origin:

% [Uze TransitEauting numer

o I:Itherl

— Bank/Branch Address

[t |United States j
Address limes: | 1402 Rivers Avenue ;I
[~
Ciby: |Eharlestnn
State: Iﬂ South Carolina
ZP 25007 |
Fegiar |5outheast j

Phiones Email/Links

—&ccount Information

Account number: |21 4 0987 1234

Account bype: IEhecking 'l

DNCl Type | Murnber Email Address |
Bank g00-355-9915

W Primary bank infarmation

[T Thiz account is inactive

The fields available for a bank relationship are primary fields that are necessary for any banking transaction. Bank
name, branch name, address, phone numbers/email addresses, routing number, and account information are all
found on the General tab of the bank relationship screen. A checkbox appears so you can indicate if the financial
institution is the constituent’s primary banking information. When you mark this checkbox, the information is
automatically copied over to the Bio 1 tab of the constituent’s record. If a bank record already exists, The Raiser’s
Edge asks if you want to overwrite the old record with the new record. A section exists for electronic transfer
information, as well as notes concerning the bank. For more information about adding new banks to your

database, see the Configuration & Security Guide.
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Use the Account Attributes/Notes tab to track any miscellaneous information about the bank relationship.

Hew Bank/Financial Institution for Autumn L. Compton

File Edit Yiew Bank Help
ESaveandElnse-|u X| 4 P|"|I§'|?'|$' |

General | Account Attibutes/MNaotes I

-

Cateqary I Descripkion Shart Desc. I Date I Camments
| |EFT Awailabls? Yes 10/10{2007  Contact bank
EFT start date 10/10f2007 10/10/z2007

Account hotes:

Client must contact bank and fill out farm, ;I

» Adding a bank/financial institution relationship record from the Relationships tab

When you add a bank relationship to a constituent record, you indicate the constituent has an affiliation with

the financial institution. For example, you can track the bank where a constituent has a checking or savings
account.

Scenario: To pay a recurring gift, Orla McGrann has funds transferred electronically to your
organization from her checking account at Lexington State Bank. To make this possible, you must track

Orla’s banking information. On the Relationships tab of her constituent record, add a new bank
relationship.

Note: From the right-click menu, you can print the contents of the grid on the Relationships tab. You can also
export the information to Excel or another application.
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1. From Orla McGrann’s constituent record, select the Relationships tab. For more information about
opening a constituent record, see “Access Constituent Records” on page 4.

== Orla A. McGrann

File Edit “iew Constiuent Letter Favortes Tool: Help
ESaveandElose‘|u|§' @'@'| H 4 » H | =* | 2'|?E||| ?'|&'| Efly |

W Attributes I v Media I w Actions I Honor/kemarnial I v Yolunteer | v Prozpect I tembership I v Events I
v Biol I v Bio 2 | v Addresses I v Addressees,/S alutations v Relationships | v Appeals I v Motes I v Gifts

.55 - a []rjzi) R [FETEER

<Al Mame -’ I Transit/Routing. .. I Eranch Mame I Account Mo,
Individuals

Organizations

B ‘Financial Institutions
Education/5 chools
Azzigned Solicitors
Funds

KN i
| |
2. From the tree view on the left, select Banks/Financial Institutions.

3. On the action bar above the tree view, click New Bank/Financial Institution. The New Bank/Financial
Institution screen appears.

New Bank/Financial Institution for Orla A. McGrann

File Edit “iew Bank Help
[ i5ave and Close ~| [ )(| 44 b |—’ ||Q'| ? -
v General | Account Attributes/Mates |

Transit/Routing no.: IDDDBEEBB nl

Financial Iretitution: ILe:-:ington State Bank

- |

 Bank/Branch Address
Uiy I

Branch name: IElakhaven Bratich

S |51

Address lines: [4242 Bluegrass Way
Bank notes: |&ccepts EFT tansactions ;l
LI City: ILexington
— Electranic Transfer Infarmation Slate: IKY .l Kentucky

Immediate origin: I
mmediate origin ZIP: |40553E

& (s Tiratret/H puting numier

O it I— e I j

PhonesjEmailLinks
 Account |nformation DMiC | Type | Murnber fEmail Address I
Account number: ISDBB 3466 9870 Bank 606-555-5555

Account bype: Il:hecking 'I —

I~ Primary bank. information ™ Thiz account iz inactive

4. Select the General tab.
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5. In the Financial Institution field, click the binoculars to search your database for Lexington State Bank.
Once you locate and select this bank, the Transit/Routing no. field, Branch name field, Address fields,
Phones/Email/Links grid, Bank notes box, and Electronic Transfer Information frame fill in automatically.
This information defaults from the bank record set up in Configuration.

6. Make sure the Primary bank information checkbox is marked to notate this is Orla’s main bank.

Note: You can select the Account Attributes/Notes tab to track any attributes or notes concerning the account
or bank.
7. Inthe Account Number field, enter the number “9088 3466 9870”.
8. In the Account type field, select “Checking”.
9. On the toolbar, click Save and Close. You return to the Relationships tab.
10. Click Save and Close.

Education/School Relationships

An education relationship is an association between a constituent and a school, college, university, or any
educational institution. The relationships serve to define the educational history of a constituent. You can track
an unlimited number of educational establishments, from primary schools to universities. A school relationship
can have its own organization constituent record or exist solely on the individual constituent’s record. If the
school is a constituent in your database, the two records are linked together and they can appear on each others’
respective Relationships tabs.

= Susan E. McDonald
File Edit “iew Constituent Letter Favortes Tool: Help

[ save and Close - u|§'|§"|ﬂ 1« » N|"|2'?D||| ?-1%-| B |
Attributes | Media | v Aclions I Honor/temaorial I » Wolunteer I v Prozpect I tembership I v Events
v Binl | v Bin 2 I v Addiesses | Addressees/Salutations + Relationzships | v Appeals | Motes I v Gifts
& = el =
) <Al School name 2 Type Degree
: Individuals California Inst. of Technology Faour Year Callege
Organizationz

E - Medical University of South Carolina  Mursing School B3
ial | nstitutions

Educati s
Aezigned Solicitors
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The fields available for an education relationship cover an extensive list of topics useful for maintaining an
education history on a constituent. The School tab contains the fields School name, Type, and Campus which
pertain directly to the educational institution. Also, on the School tab are fields for Degree, Class of, GPA, Date
entered, Date graduated, Date left, and Status, which pertain to the individual student. This is traditional
education data that helps you build a comprehensive educational history on a constituent. A grid exists to record
numerous majors and minors for your constituents. When you use Alumni Tracking, you can generate various
Alumni reports based on this data. For more information about alumni reports, see the Reports Guide.

E ducation/School for Suzan E. McDonald E3
Fil= Edit “iew Education Help
[ 5ave and Close ~| [ 'X| 4 b |

II Attbutes/Motez I

? |-

School name: IMediu:aI Univerzity of South Caralina j ¥ Prirmary alurni infarmation

School type: |Nursing Schoal =]

Campuiz: |Downtuwn

Known name; ID'Hare Frat/Sorority: I

Degres: IES =l Maijor | Carmments
GRA: W | Mursing Top Honars

Class of: [1388 B
Date entered: II:IEI.JEIEJ"‘I 985 |
Minor I Comrenks

Date graduated: [05/07/1985 5] Diek and Mutrition

D ate left: I | m

Status: IGraduated j
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Use the Attributes/Notes tab to track miscellaneous information about the student or education relationship. If

the student is an athlete, a club member, or has special interests, add them here as an attribute or note. For more

information about attributes, see “Attributes” on page 176. For more information about notes, see “Notes” on
page 179.

E ducation/School for Sugzan E. McDonald
File Edt %iew Education Help

[ 5ave and Close | [ }(| 1 b |

? - %

v School

Category | Description Short Dest, | Late | Comments
| Aymards Adam Aitchinson Scholars. . 11112007 Outstanding student
| Darmz/Housing B auter Hall 11112007 Diarm manager
| Clubs Medical Society 11112007 Fresident
MHotes:
Suzan was an excellent student. She gives generously to our alumni pragram. ;l
[~

» Adding an education/school relationship record from the Relationships tab

When you add an education relationship to a constituent record, you indicate the constituent has an
affiliation with the educational organization. For example, you can track the university where a constituent
received a Bachelor of Arts degree or the college where a constituent attended Spanish classes.

Scenario: Melissa Elzy is a major donor prospect. She returns a personal information card that
includes her educational information. Add the education information to her constituent record as a

new education/school relationship. Enter the school name, type, fraternity, degree, GPA, date
graduated, major, and attribute information.

Note: From the right-click menu, you can print the contents of the grid on the Relationships tab. You can also
export the information to Excel or another application.
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1. From Melissa Elzy’s constituent record, select the Relationships tab. For more information about opening
a constituent record, see “Access Constituent Records” on page 4.

== Melissa C. Elzy

File Edit “iew Constiuent Letter Favortes Tool: Help
ESaveandElose‘|u|§' @'@'| H 4 » H | =* | 2'|?E||| ?'|&'| Efly |

W Aftributes I Media I v Actions I HaonorMemarial I WYolunteer | v Prospect I v Membership I v Events I
v Biol I v Bio 2 I v Addresses I v Addressees/S alutations + Relationships | v Appeals I Motes I v Gifts

i ey =

<Al school name ‘ Type Degree
; Individuals ! — Four
Organizations -
Bankz/Financial Institutions
Azzigned Solicitors
Funds

L] | i
| |

2. From the tree view on the left, select Education/Schools.

3. On the action bar above the tree view, click New Education/School. The New Education/School screen
appears.

Mew Education/School for Melissa C. Elzy E

FEile Edit “iew Education Help
5 ave and Close '|u }(| d » ||g' 2 Y|av

School | Attributez/Motes |

School name: |\N'ake Farest University j [V Primary alumni information

School type: IGraduate Schoal j

Campuis: IDowntown

Known name: IEIz_l,J Frat/Sorarity: IDmichn Delta Kappa

Degree: IMB.-’-\ j Major I Comments

P W | |Business Haonors
Clazz of: I‘ISSD —
Date entered: IEIS;"EIE.:"'I 9588 |
Minar Comments

Drate graduated: IDE,-'DE..-"I 930 I
D ate left: I |

Status: IGraduated j

4. Select the School tab.
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Note: To be able to search your database for a constituent using the name you enter in the Known name field,
you should enter only a last name. A business rule can be set up that automatically places the last name you
enter here in the Aliases grid, accessed from the Aliases button on the Bio 1 tab of the constituent record.
When you search for a constituent, you can mark the Check aliases checkbox on the Open screen to ensure the
Known name is included in your search. For more information about business rules, see the Configuration &

Security Guide.
5. In the School name field, select “Wake Forest University”. This is the name of the institution.
6. Mark the Primary alumni information checkbox. This notates this is Melissa’s main education record.
7. Inthe Type field, select “Graduate School”.
8. Inthe Campus field, enter “Downtown”. Wake Forest University has a Downtown campus and a West Side
campus.
9. In the Known name field, enter “Elzy”. This was the name Melissa was known by in college.
10. In the Frat/Sorority field, enter “Omicron Delta Kappa”. This is the name of the fraternity Melissa
belonged to.
11. Inthe Degree field, select “MBA”. Melissa earned a Master of Business Administration degree.
12. In the GPA field, enter “4.00".
13. In the Class of field, enter “1990”. This is the year her class graduated.
14. In the Date entered field, enter the date 09/05/1988. This is the date Melissa started at Wake Forest.

Note: Enter data in either the Date graduated or Date left field, not both. If the constituent left the school
without graduating, enter the date in the Date left field. Otherwise, enter her graduation date in the Date
graduated field.

15.

16.
17.

18.

In the Date graduated field, enter the date 0505/1990. This is the date she graduated. If Melissa had left
the university before graduating, you would enter a date in the Date left field.

In the Status field, select “Graduated”.

In the Major column of the Majors grid, select “Business”. In the Comments column, enter “Honors”.
Melissa was an honor student.

If a constituent also obtained a minor degree, enter the subject in the Minor column of the Minors grid.
You can also enter any Comments you have concerning the minor.
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19. Select the Attributes/Notes tab.

Mew Education/School for Melissa C. Elzy E

Eile Edit “iew Education Help

5 ave and Close '|u }(| 44 b ||g' ? *|%'

School
Category Description Short Desc. I Dake I Commenkts
- Awards Mary Adamsz Scholarzhip .. 11/11/2007 Outstanding student
- Athletics Tenniz 11112007 Tear captain
- Clubs Finance Club 111172007 Fresident
Maotes:
telisza waz an outstanding student. She gives regularly to our Alumni funds. d
=
I

20. Inthe first row of the Category column, select “Awards”.

21. On the same row, in the Description column enter “Mary Adams Scholarship Award”.

22. Enter the date you add the attribute.

23. Inthe Comments column, enter “Outstanding student”.

24. Continue to add as many attributes as necessary.

25. Inthe Notes box, enter “Melissa was an outstanding student. She gives regularly to our Alumni funds.”
26. On the toolbar, click Save and Close. You return to the Relationships tab of Melissa’s constituent record.
27. Click Save and Close.
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Fund Relationships

You can track fund relationships on the Relationships tab of an individual or organization constituent record. Fund
relationships are the funds to which a constituent has a special affiliation.

== Jagon D. Campbell
FEile Edit Miew Constituent Letter Favortes Tool: Help

ESaveandClose‘|u|§'@"|N i b N|—'|2'|?E||| ?'|§'|' ‘
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For example, your organization is a community foundation. Jason Campbell requests you set up a donor advised
fund in his name. This fund will help him simplify his charitable donations to a wide range of philanthropic causes
he deems important and help him better manage his tax liability. After you set up the donor advised fund record
(from the Funds page of Records), on the Relationships tab of Jason’s constituent record, you must add a new
fund relationship. The fund’s name may be Jason Campbell Donor Advised Fund. The fund’s relationship to Jason
is Donor Advised Fund and Jason’s relationship to the fund is Benefactor. In the date fields, you track when the
fund relationship starts and when the fund relationship ends (if applicable). In the Notes box, you can add any
notes you deem important to the relationship. Perhaps, you want to notate that Jason and his wife are both going
to advise the foundation on how the income and principal for the fund should be distributed.

New Fund Relationship for Jason D. Campbell EBE |

File Edit “iew Fund Help
? % - |

[\ 5ave and Close '|u }(‘ 4 » | — ‘
‘ Fund: |Jasu:un Campbell Donor Advized v| ﬂ'

Relationzhip: |D|:unu:|r Advized Fund j Miotes: [Jason Camphell is the benefactor of this
fund. His wife, Dot, will join him in
Reciprocal: |Benefactor j advising the Community Faundation on
b the income or principal from the
Date fram: Im J01/2007 E|I fund should be distributed.

Jazon and Dot's field of interest is
Date to: I E|I broad. See the Jazon Campbell
Donor Advized Fund record for details.

Once you save the fund relationship record, it appears automatically as an individual relationship record on the
Relationships tab of the Jason Campbell Donor Advised Fund record, linking the two together. By establishing this
relationship, you can quickly see who initiated the fund and the relationship’s pertinent information by viewing
the fund relationship on the Relationships tab of either the constituent or fund record.

Tip: You can quickly report on constituents and funds by running a constituent or fund profile. For more
information about profiles, see the Reports Guide.

In addition, fund relationships can help you quickly answer questions about funds with which constituents are
involved. When Jason phones to ask questions about his donor advised fund, for example, because you
established reciprocated relationships, you can open the constituent record, go to the Relationships tab, open
the fund relationship record and quickly scan your notes. From the menu bar, you can select Fund, Go to Jason
Campbell Donor Advised Fund and go straight to the associated fund record. On the Relationships tab of the fund
record, you can confirm you do indeed have the correct constituent and continue to view other tabs (General,
Solicitors, Campaigns, Appeals, GL Distributions, Attributes) to answer multiple questions for your constituent
without having to call the business office, accountant, or anyone else at your organization.

For more information about fund records, see the Funds section of the Campaigns, Funds, & Appeals Data Entry
Guide.



» Adding a fund relationship record from the Relationships tab
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When you add a fund relationship to a constituent record, you indicate the constituent has an affiliation with

the fund.

Scenario: John Smith gives a sizeable donation to your organization to establish a scholarship fund in
memory of his lifelong friend, Wallace Brown. John requests the fund be used to provide a yearly

scholarship to one or more citizens from his and Wallace’s hometown. You added the Wallace Brown
Memorial Scholarship Fund to your database. Now, add a fund relationship from the Relationships tab
of John’s constituent record to notate that he is the fund’s benefactor, the date he initiated the fund,

and the important points to remember about the relationship.

1. From John Smith’s constituent record, select the Relationships tab. For more information about opening a

constituent record, see “Access Constituent Records” on page 4.

==John T. Smith

File Edit “iew Constituent Letter Favortes Tools Help

E]Saveandﬁlose‘|u|§'&"|“ 1 b H|—’|2'|?E||| ?'|&'|' |

v Altributes | Media | v Actions | Hanor/Memorial I v Younteer | v Prospect l iom il I Events l
v Bial I v B2 | v Addresses I v Addressees/Salutations v Relationships | v Appeals | Motes I v Gifts
,D =Sl R e WEEER

Al Fund 4 Relationship | Drake From I Date To I Recip
----- Individuals
----- Organizations
----- Bankz/Financial Institutior
----- Education/Schoals
----- Assigned Solicitors
-----

2. From the tree view on the left, select Funds.

Note: You can go directly from a Fund Relationship screen, (accessed from the Relationships tab of a
constituent record), to the associated fund record. Select Fund, Go to [fund name] from the menu bar.
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3. On the action bar above the tree view, click New Fund Relationship. The New Fund Relationship screen

appears.
New Fund Relationship for John T. Smith E

Eille Edt “iew Fund Help

[ 5 ave and Cloze '|u X| 4 b |—'|IQ'| ?'|§' ‘

‘ Fund: |Wa||a-:e Erawn Memarial Schal v| H'

Fielationzhip: |Dc-n-:r.-’-‘n.dvised Scholarship Fund j Mates: |The Wallace Brown Memarial
Scholarship Fund wasz established by

Reciprocal: IBenefactor j Jahin T. Smith, in laving memary of
' allace Brown, a lifelong friend. John
Date from; ID‘I!D1£2DD? Ell haz designated that all funds go to
provide annual scholarship support bo
Date to: I Eli one of more citizens of Carrolton, Texas.

All recipients must attend Texas
colleges ar universities,

4. Inthe Fund field, select “Wallace Brown Memorial Scholarship Fund”. You can click the binoculars to
search your database for the fund. This is the fund to which John has a special affiliation. He set up the
fund in memory of his friend Wallace Brown, and he will advise your organization on the fund
distribution.

In the Relationship field, select “Donor Advised Scholarship Fund”. This is the fund’s relationship to John.
In the Reciprocal field, select “Benefactor” or “Patron”. This is John’s relationship to the fund.

. In the Date from field, enter the date John initiated the fund. This is the date the relationship between
the fund and John began.

8. You can leave the Date to field blank. John did not designate an end date for the fund, so the fund
relationship has no determined end date. If the relationship between the fund and John was for a
predetermined period of time, you would enter a date in the Date to field. For example, if John requested
the fund exist only for five years, the relationship may only last five years.

9. Inthe Notes box, enter “The Wallace Brown Memorial Scholarship Fund was established by John T. Smith,
in loving memory of Wallace Brown, a lifelong friend. John has designated that all funds go to provide
annual scholarship support to one or more citizens of Carrolton, Texas. All recipients must attend Texas
colleges or universities.”

10. On the toolbar, click Save and Close. You return to the Relationships tab of John’s constituent record.

Once you save and close the record, the relationship is reciprocated automatically on the fund record.
John appears as an individual relationship on the Relationships tab of the fund record. For more
information about fund records, see the Funds section of the Campaigns, Funds, & Appeals Data Entry
Guide.

Copying and Linking Relationship Addresses

To help eliminate data entry errors, you can copy or copy and link an address from one constituent record to
another or from a constituent record to a relationship record. When you copy an address, you are simply pasting
in a separate copy of the address directly from the original record. Changes to the address on the original record
are not made to the copy, and vice versa.

When you copy and link (share) an address, you are inserting a copy of the address that is still tied to the original
address. Changes you make to the address on either record can be made automatically to the other record. When
you change a linked (shared) address, a message appears letting you know the address is shared and gives you
the option to change the address on only the record in which you are working, or on all shared records.
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When you copy and link (share) an address, phone numbers from the original constituent record are shared and
appear on the record to which you copied depending on whether in Configuration, you allowed that phone type
to be shared. For more information about shared phone numbers, see “Phone Sharing” on page 157. For more
information about phone type tables in Configuration, see the Configuration & Security Guide.

» Copying a constituent address to a relationship record from the Relationships tab

When you add or edit a relationship record, you can copy an address from a constituent record to the
relationship record. When you copy an address, you are pasting in a separate copy of the address directly
from the original record. Changes to the address on the original record are not made to the copy and vice
versa. Copying an address saves time and eliminates data entry errors. This procedure uses an individual
relationship record, but you can copy an address to an organization relationship record, also.

Scenario: Heather Faulkner is a student at Rice College. This semester, her sister, Emma, starts as a
freshman. The two girls plan to live together. Add Emma to the Relationships tab of Heather’s
constituent record, and copy Heather’s school address to Emma’s relationship record. If you have not
added a relationship record from the Relationships tab of Heather’s constituent record, see “Adding
an individual relationship record from the Relationships tab” on page 120.

1. From Heather Faulkner’s constituent record, select the Relationships tab. For more information about
opening a constituent record, see “Access Constituent Records” on page 4.

== Heather L. Faulkner

File Edit “iew Constiuent Letter Favortes Tool: Help

ESaveandElose‘|u|§'@'@'|N 1 N|—’|2'|?U||| ?'|&'|' |

W Altributes I Media I v Achons I Haonor/kemanial I v Yolunteer | Prozpect I Membership I Events I
v Biol I v Bio 2 I v Addresses I v Addressees/Salutations v Relatjonzships | v Appeals I Motes I v Gifts
& =l e e EEE
<Al Narne 2 Relationship I Date From I Date To
Individuals:

Organizations
Bankz/Financial Institutions
Education/5 chools
Aszzigned Solicitors

L] | i
| |

2. From the tree view on the left, select Individuals.
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3. On the action bar above the tree view, click New Individual Relationship. The New Individual Relationship
screen appears. For more information about adding a new relationship, see “Managing Relationships” on

page 114.
Mew Individual Relationship for Heather L. Faulkner
File Edit “iew Relationship Help
ESaveandClose‘EXl‘ }||Q'||?'&' ‘
v General 1 I Generalgl .-‘-\ttribgtestotesl
— Biographical —dddress - Home
Lazt name: IFaquner ﬂl Aliazes | Cartry: ILlnited States 'I Mare... |
First name: IEmma Address lines: =
=
Fiddle narme: ILa_l,lne I
City:
Titles: |Ms. A -
I J I J State:l vl
Suffixes:l j | j
zIP: @ oro
Micknamne: I
: Phones EmailfLinks
felelar= I DNCI Type INumber,l'ErnaiI .C\I Shared? |
ID: | |
Business | Education
This individual is the: Rielatianship: | =
[ Spouse FReciprocal: I j
Drate from: I to I

4. |n the Last name field, enter “Faulkner”; in the First name field, enter “Emma”; and in the Middle name
field, enter “Layne”.

5. In the first Titles field, enter “Ms.”

Warning: For data entry consistency, we recommend you click More and add your address information in the
appropriate fields on the Address screen.

6. On the General 1 tab, click More. The Address for Relationship screen appears.

Note: You can also select Relationship, Copy/Share Address from Constituent from the menu bar of the
Relationship screen.
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7. From the menu bar, select Address, Copy/Share Address from Constituent.

Emma L. Faulkner's Address for Relationzhip to Heather L. Faulkner

File Edit “iew | Address Help

[ 5ave and Clos: 4 Frevioue Addiess ¥ - ‘

v Addiess |Attri » et iddiess

Eountry:lﬁ o il

Infarmation

-

type: |Home
Addres: lines:

Ce & Address from Constituent...
Walidate with Addresstccelerator
City: I_ (#) Address Lookup jL’"’“-"':I

=
=
[
State: I_ Ea Send Email ¥ egion:l ﬂ
Z|P:| QI DPC:I LAHTZI LDTZI

¥ Send mail to this address

ILITCE: I

Phones|ErmailfLinks
DNCl Tvpe |Number,l'EmaiI Addressl Share

~WaldDates—— - [ Seasonal Addiess —

Date from: I I Seasonal from: I
- | | _’I D ate to: I I Seasonal bo: I

Address block: ;I

| Pregs F7 for table lookup, FE for Addresstcoelerator |

The Open screen appears, so you can search for the constituent record from which you want to copy the
address.

In the Last/Org name field, enter “Faulkner”.
9. Click Find Now. Heather Faulkner appears in the grid.
i, Open

Find: I Constituent j Search using quen: |<Default> ngg

Conskituent Mame i Constituent 1D W Open |

Find Constituents that meet these criteria:
Options |

Last/Org name: IFaquner j Address lines: I j

First M amne: I j City: I d
Constituent |D: I j State: I j @ Find Now |
SSNil j Z”:'il j Mew Search |
Membership ID:I j Class of:l j Ermimie Searchl

Bank acct. na.: I x| Creditcard no. I =l

¥ Display inactive constituents [~ Check spouse name [~ Exact match anly [T Eheck nickname
[ Display deceased constituents [~ Check aliazes ™ Check cortact name Expand Results |

| 1 recaord found.
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10. Select Heather Faulkner’s record in the grid and click Open. The Addresses for screen appears.

Addresses for Heather L. Faulkner B

Select the address that pou want to add to Emma L. Faulkner's Relationship to Heather L. Faulkner:

Add? | Source Type I &ddress | CityState I Target Type |
[T Home 1205 Hibben Ferry Road South Bend, IN Horme
[¥ ischool Reside... 4915 Boiling Springs Apt. 4E Jasper, TA school Residence
[T Business 970 Ivan Way South Bend, I Business

[" Share thiz address 0K I Cancel

11. To copy Heather’s school address to Emma’s individual relationship record, mark the checkbox next to the
School address in the Add column.

12. Unmark the Share this address checkbox. You do not want to share the address, you merely want to copy
it.

Note: On the Address screen, you can also enter additional address information for the relationship. For more
information about addresses, see “Addresses” on page 86.

13. Click OK. You return to the Address for Relationship screen. Heather’s school address and phone/email
information is now copied onto Emma’s individual relationship record.

Emma L. Faulkner's Address for Relationship to Heather L. Faulkner (%]
File Edit Wiew Address Help

ESaveandElose’|u 'X| 4 }|—P'|||g'|?'|&' ‘
v Addiess |Attribgtes|

Country: (I j [tttz e
Address type: |School Residence j
Address lines: | 4915 Bailing Springs Apt. 4E ;I
LI Info gource: | j
Clity: |Jasper County: I ﬂ
State:ITX vl Texas Flegion:l j
2IP: 75351 @ oeo CART: LoT |

= v Send mail to this address
Phones;Email{Links

DNCl Tvpe |Number,|'ErnaiI Addressl Share
Harme 409-555-1234 Mot Shal —ValidDates— I Seasonal Address ——

|| Date from: I I Seazonal from: I
5 I | _’I D ate to: I I Seasonal bo: I
-

Address block:| 4915 Eoiling Springs &pt. 4E
Jazper, T 755951

||

| Press F7 for table lookup, F2 for Addresséccelerator |

14. On the toolbar, click Save and Close. You return to the Individual Relationship screen for Heather
Faulkner.

15. Add additional relationship information, such as Relationship of Sister and Reciprocal of Sister.
16. On the toolbar, click Save and Close. You return to the Relationships tab of Heather’s constituent record.
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Tip: You can use shortcut keys to move around The Raiser’s Edge without using your mouse. For example,
press CTRL + L on your keyboard to save and close a record.

17. Click Save and Close.

» Linking a constituent address to a relationship record from the Relationships tab

When you add or edit an individual or organization relationship record, you can link the address to another
constituent record. When you link an address, you are inserting a copy of the address which is still tied to the
original address. Changes you make to the address on either record can be automatically made on the other
record.

Scenario: You previously added an address for Emma Faulkner, the sister of one of your constituents,
Heather Faulkner. You plan to solicit Emma as a potential donor, but currently her record resides only
on the Relationships tab of Heather’s constituent record. To ensure accuracy in mailings, link
Heather’s and Emma’s school addresses from the Relationships tab of Heather’s record. This will
ensure that any changes made to one address will also change on the other. If you have not added
Emma as a relationship for Heather, or copied Heather’s address to Emma’s relationship record, see
“Adding an individual relationship record from the Relationships tab” on page 120 and “Copying a
constituent address to a relationship record from the Relationships tab” on page 147.

1. From Heather Faulkner’s constituent record, select the Relationships tab. For more information about
opening a constituent record, see “Access Constituent Records” on page 4.

== Heather L. Faulkner

File Edt “iew Consttuent Letter Fawvortes Tool Help

[ Save and Cloze ~ u|§' [&~ lﬂl]'| H 4« » M | o | bR o E||| ? '|&'|‘2|'| El-
v Attributes I Media I v Aclions | Hanar/Memarial I v Wolunteer | Prospect I Membership I Events I
v Biol I v Bio 2 I v Addiesses I v Addressees/Salutations | v &ppeals I Hotes I v Gifts
i e =

<Al
Individuals Emma L. Faulkner
Orgarizations
Banks/Financial Institutions
Education/S chools

: Aszigned Solicitors

i3 Funds

Date To

ki 2
| |

2. From the tree view on the left, select Individuals.
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3. Select the individual relationship record for Emma Faulkner and click Open on the action bar. The
Individual Relationship screen appears.

Individual Relationship for Heather L. Faulkner

File Edit “iew Relationship Help
ESaveandElose‘E'}(’Ji }|||?'$' ‘
Generalgl Abtributes/Motes |
— Biographical —dddress - School Residence——————————————————
Lazt name: IFaquner ﬂl Aliazes | Country:ILlnited States 'I Mare... |
First name: IEmma Address lines: |4915 Boiling Springs Apt. 4E ;I
Fiddle narme: ILa_l,lne
City: IJ azper
Titles: |Ms. A -
I J I J State:ITX 'I Texas
Suffixes:l j | j
2IP: |75951 & oro
Micknamne: I
: Phones EmailfLinks
bitelan name:l DNCI Type INumber,l'EmaiIF\...I Shared? |
10 I I Home  409-555-1234 Mot Shared
Business | Education B
This individual is the: Rielatianship: |Sister =
[ Spouse FReciprocal: ISister j
Date from: |05/05/1987 [ ta |

4. Select the General 1 tab.

Warning: For data entry consistency, we recommend you click More and add your address information in the
appropriate fields on the Address screen.
5. Click More. The Address for Relationship screen appears.

Note: You can also select Relationship, Copy/Share Address from Constituent from the menu bar of the
Relationship screen.



6. From the menu bar, select Address, Copy/Share Address From Constituent.

Emma L. Faulkner's Address for Relationzhip to Heather L. Faulkner

File Edit “iew | Address Help
ESave and Clos:| 4| Erevious &ddiess
v Address |Attri b ezt fadiess

¥ -

Eountry:lﬁ o il

-

Infarmation

Addres: linez: (49

type: |School Residence

LIFCe: I

City: IE (#) Address Lookup jL’"’“-"':I

State: [T F2 Send Emai  poor|
ZIP: |?5s51 @ DPC:|

Phones|ErmailfLinks

DNCl Tvpe |Number,l'EmaiI Addressl Share

-_AF!T:I LOT:

¥ Send mail to this address

—‘ILILILIL

Home 409-555-1234

K

Mot 5hal —Valid Dates

Date from: I I
_’I D ate to: I I

I Seasonal Address ——

Seazonal from: I
Seasonal bo: I

Address block:| 4515 Eoiling Springs Apt 4E ;I

Jasper, T 75951

||

| Pregs F7 for table lookup, FE for Addresstcoelerator
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The Open screen appears, so you can search for the constituent record to which to link the address.

Click Find Now. Heather Faulkner appears in the grid.

i, Open
Find: I Conztituent ﬂ

In the Last/Org name field, enter “Faulkner”.

Search using queny: |<Default>

Find Constituents that meet these criteria:

Last/Org name: IFaquner

Options

j Address lines: I

First Narne: I

Constituent D: I

SSN:|

@ Find Now

tembership D: I

Mew Search

j City: I
=l State: I
=l 2IF: |
j Class af: I

Bank acet. no.: I

Previous Search

j Credit eard no.: I

¥ Display inactive constituents [~ Check spouse name [~ Exact match anly

I Display deceased constituents [~ Check aliazes

™ Check contact name

[T Eheck nickname

[ AR

Expand Results

| 1 recaord found.
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9.

10.

11.

Note:
12.

13.
14.

Select Heather Faulkner’s record in the grid and click Open. The Addresses for screen appears.

Addresses for Heather L. Faulkner B

Select the address that pou want to add to Emma L. Faulkner's Relationship to Heather L. Faulkner:

Add? | Source Type I &ddress | CityState I Target Type |
[T Home 1205 Hibben Ferry Road South Bend, IN Horme
[¥ school Reside... 4915 Boiling Springs Apt, 4E Jasper, TA school Residence
[T Business 970 Ivan Way South Bend, I Business

0K I Cancel

To link Heather’s school address to Emma’s individual relationship record, mark the checkbox next to the
School address line in the Add column and mark the Share this address checkbox on the bottom left of
the screen.

Click OK. You return to Address for Relationship screen. Heather’s school address information is now
linked to Emma’s individual relationship record. Changes you make to the address on either record can be
made automatically to the other record. When you change the linked (shared) address, a message
appears, letting you know the address is shared, and gives you the option to change the address on only
the record in which you are working or on all shared records.

A link icon appears on the More button once an address is linked.

On the toolbar, click Save and Close. You return to the Individual Relationship screen for Heather
Faulkner.

On the toolbar, click Save and Close. You return to the Relationships tab of Heather’s constituent record.
Click Save and Close.
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» Breaking an address link between a constituent and a relationship from the Relationships tab
When necessary, you can break the address link between a constituent and a relationship.

Scenario: You added an address for Emma Faulkner, the sister of one of your constituents, Heather
Faulkner. You copied and linked Emma’s address to Heather’s address from the Relationships tab of
Heather’s constituent record. Now, Emma decides to move out and get her own apartment. From the
Relationships tab of Heather’s constituent record, break the link between her address and Emma’s. If
you have not added a relationship record, or copied and linked a relationship record, see “Adding an
individual relationship record from the Relationships tab” on page 120, “Copying a constituent
address to a relationship record from the Relationships tab” on page 147, and “Linking a constituent
address to a relationship record from the Relationships tab” on page 151.

1. From Heather Faulkner’s constituent record, select the Relationships tab. For more information about
opening a constituent record, see “Access Constituent Records” on page 4.

<= Heather L. Faulkner 1H[=] E3

File Edt View Constituent Letter Favortes Toolz Help
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2. Select the individual relationship record for Emma Faulkner and click Open on the action bar. Her
Individual Relationship screen appears.

Individual Relationship for Heather L. Faulkner
File Edit “iew Relationship Help

[ 5ave and Close ~| [ '}(l 4 » | :
v General 1 I Generalgl .-‘-\ttribgtestotesl
— Biographical —dddress - School Residence——————————————————
Lazt name: IFaquner ﬂl Aliazes | Cartry: ILlnited States 'I =] pare... |
First name: IEmma Address lines: |4915 Boiling Springs Apt. 4E ;I
Fiddle narme: ILa_l,lne
City: IJ azper
Titles: |Ms. A -
I J I J State:ITX 'I Texas
Suffixes:l j | j
2IP: |75951 & oro
Micknamne: I
: Phones EmailfLinks
felelar= I DNCI Type INumber,l'ErnaiI .C\I Shared? |
10 I I Home  409-555-1234 Shared
Business | Education B
This individual is the: Rielatianship: |Sister =
[ Spouse FReciprocal: ISister j
Date from: |05/05/1987 [ ta |

3. Select the General 1 tab.
4. Click More. The Address for Relationship screen appears.

Note: You can also select Relationship, Address Sharing Options from the menu bar of the Relationship
screen.



RELATIONSHIPS 15

5. From the menu bar, select Address, Address Sharing Options.

Emma L. Faulkner's Address for Relationzhip to Heather L. Faulkner

File Edit “iew | Address Help
[ 5ave and Clos: 4 Frevioue Addiess 4& A ‘
v Address |Attri b ezt fadiess

Country:lﬁ -+ Golo y pdress nformation
ddress type: |School Residence j
Addres: linez: (49
Info source: I j
City: IE (#) Address Lookup Eount_l,l:l j
State: m 2 Send Emal N Hegmn:l j
2P [Be51 @ DRC AL W[

¥ Send mail to this address
Phones|ErmailfLinks

DNCl Tvpe |Number,l'EmaiI Addressl Share
|| Harne 409-555-1234 Shared  —ValidDates— - Seasonal Addiess —

| | Date from: I I Seasonal from: I
| | Date to: I -- 3 | to: I
3 ate to eazonal o

i3
Address block:| 4515 Eoiling Springs Apt 4E ;I
Jasper, T 75951

||

| Pregs F7 for table lookup, FE for Addresstcoelerator |

The Address Links screen appears, showing the records that share this address.

Address Links
Thiz addrezs iz hared with the record(zs] isted below. Changes made to thiz address will update all records listed
below unlzzz vou chooze to stop sharing thiz address.
Address Shared With.. .
Cwner '«_I Record Type Address Tvpe I Indicator
Heather L, Faulkner Constitusnt School Residence &lkernate
Stop Sharing This Address | Cancel |

Click Stop Sharing This Address. You return to the Address screen. The link is broken.
On the toolbar, click Save and Close. You return to the Individual Relationship record for Heather.

Click Save and Close. You return to the Relationships tab of Heather’s constituent record.
Click Save and Close.

L N o

Phone Sharing

When you copy and link (share) an address from one constituent record to another, or from a constituent record
to a relationship record, numbers in the Phones/Email/Links grid are also shared.
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From Tables, in Configuration, you must set up which phone types can be shared. From the Phone Types table
list, you must open each phone type and determine if that particular phone type should be shared. For example,
you may decide to share all Home phone types and never share cell phones or email addresses. On each Edit
Phone Types screen, to allow a phone type to be shared, leave the Do not share phones of this type checkbox
unmarked. Mark the checkbox and that particular phone type cannot be shared.

Phaone number farmat: |-t Bt Bt s 7|

Edit Phone Type E3 |

Dezcription: IH::ume

Fhane number type: I Telephone Mumber =]

[ Da not share phones of this type
[ Inactive

] Caticel |

Phone Sharing Rules

When you link (share) addresses, certain rules determine whether phone numbers are shared.

In Configuration, when you mark the Do not share phones of this type checkbox, Cannot be Shared appears on
records in the Shared column in the Phones/Email/Links grid beside all phone numbers of that type, and the
field is locked.

In Configuration, when you unmark the Do not share phones of this type checkbox, Not Shared, Do Not Share,
and Shared appear as selections in the drop-down list of the Shared column in the Phones/Email/Links grid
beside all phone numbers of that type. Not Shared appears as the default until you change the status of a
particular phone number.

On records, the phone type (according to what you set up in Configuration) determines whether the phone
number or email address can be shared. You can select Do Not Share in the Shared column in the
Phones/Email/Links grid when you want a particular number to not be shared.

When you copy and link (share) an address, all phone numbers designated as Shared in the Shared column of
the Phones/Email/Links grid on the record from which you copy (source record) are copied and shared. All
numbers designated as Not Shared change to Shared.

When you add a phone number that is a duplicate type on a shared address record, the existing number on the
shared address record is overwritten.

You can unlink a phone number at any time by changing the value of Shared in the Shared column of the
Phones/Email/Links grid to Not Shared or Do Not Share.

If an address is linked and you add a new phone number which is shareable (determined in Configuration), the
number is automatically shared on all linked addresses.

On a linked address record, beside a phone number in the Phones/Email/Links grid, when you change a Not
Shared status in the Shared column to Shared, the phone number is added to all shared address records.

On a linked address record, beside a phone number in the Phones/Email/Links grid, when you change a Shared
status in the Shared column to Not Shared, the link for the phone number is broken only for that address
record.

When you break the link between shared addresses, all shared phone numbers change to Not Shared.

If, in Configuration, you change a shareable phone type (Do not share phones of this type checkbox is
unmarked) to not shareable (Do not share phones of this type checkbox is marked), all links for that phone
type on all shared addresses are broken. The status in the Shared column in the Phones/Email/Links grid
beside all phone numbers of that type changes from Shared or Not Shared to Cannot be Shared.
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¢ If, in Configuration, you change a not shareable phone type (Do not share phones of this type checkbox is
marked) to shareable (Do not share phones of this type checkbox is unmarked), the status in the Shared
column in the Phones/Email/Links grid beside all phone numbers of that type changes from Cannot be Shared
to Not Shared.

Editing and Deleting Relationships

Warning: Instead of permanently deleting a relationship from your database, you can use the Date to (ending
date) field on the relationship record. This date indicates the relationship is not current and lets you retain a
record of the relationship in your database for historic purposes.

After you add a constituent’s relationships to your database, you can edit or delete a relationship record from the
Relationships tab of the constituent record. For example, you add a bank relationship for Mark Adamson and
later realize you entered the wrong account number. You can go to the Relationships tab of Mark’s constituent
record, open the relationship record and change the incorrect number. Or, perhaps you add the church Mark
attends, but two years later, Mark informs you he is no longer a member of that particular church. You can delete
the organization relationship entirely. Always keep in mind, when deleting any record in The Raiser’s Edge, the
deletion is permanent.

» Editing a relationship record from the Relationships tab

Once a relationship is in your database, you can use the Relationships tab to access the relationship and make
changes.

Scenario: You receive a call from Nicole Dustin concerning incorrect education data. She informs you
her graduating “class of” year was wrong on a recent alumni mailing. She graduated in 1967, not 1966.
Correct this date on the Relationships tab of her constituent record.

1. From Nicole Dustin’s constituent record, select the Relationships tab. For more information about
opening a constituent record, see “Access Constituent Records” on page 4.

== Nicole M. Dustin

File Edit “iew Constiuent Letter Favortes Tool: Help
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2. From the tree view on the left, select Education/Schools.

3. Select the education record for Smith College and click Open on the action bar. The Education/School
screen appears.

Education/School for Micole M. Dustin E
File Edit ¥iew Education Help
[\ 5ave and Close '| = X| 4 » |

| Attributes/Mates |

? -

School name: |Smith College j ¥ Prirary alumni infarmation

Type: IFour Year College j
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Date left: I ﬁl | Chemistry

Status: IGraduated j -

4. In the Class of field, change the date from 1966 to 1967.
5. In the Date graduated field, change the date to 06/17/1967.

Education/School for Nicole M. Dustin E
Eile Edit “iew Education Help
[\5ave and Close '| = }(| 4 » |

v School | Attributez/Motes |
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&.

School name: ISmith Callege j [¥ PFrimary alumni information

Type: IFour Year College j

Campus: |West Side

Knowh namme: IFisco Frat/S onority: |Delta Delta Delta

Degree: |BS - GPA: 13.76 Majar I Comments

Clazz of: I‘ISE? | |Biology
Date entered: IEISH15£1 952 Ell I
Date graduated: Iusﬂ?,.-"l 957 E|I
Minar Comments
Date left: I Ell I Chemistry

Status: IGraduated j -

6. On the toolbar, click Save and Close. You return to the Relationships tab of Nicole’s constituent record.
7. Click Save and Close.
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» Deleting a relationship record from the Relationships tab

Warning: Before you delete a relationship, or any record in The Raiser’s Edge, you should have a complete
backup of your database. To successfully back up your data, you must first shut down the database.

You can delete a relationship from your database if it is no longer valid. Instead of deleting the relationship,
we recommend you use the Date to (ending date) field to indicate the relationship is not current. This way the
relationship record remains in your database for historic purposes.

Scenario: Robert Hernandez informs you he is no longer a member of the Chicago Rotary Club. From
Robert’s constituent record, delete this organization from the Relationships tab.

1. From Robert Hernandez’s constituent record, select the Relationships tab. For more information about
opening a constituent record, see “Access Constituent Records” on page 4.

== Robert C. Hernandez

File Edit “iew Constiuent Letter Favortes Toolz Help
ESaveandElose‘|u|§' @'@'| H 4 » H | =* | 2'|?E||| ?'|&'| Efly |

W Altributes I v Media I v Actions I v Honor/Memorial I v Wolunteer I v Prospect I v bembership I v Ewvents I
v Biol I v Bio 2 | v Addiesses I v Addressees/Salutations v Relationships | v Appeals I v Motes I v Gifts

i ey =
) <Al g Mame / Relationship I Date From I Date To
: Individuals American Medical Association Professional Or... 0971996 09/2000
Chicago Pediatric Clinic Farmer Emplayer 06/1988 0971992
Branks/Financial Institutions | Rkmwerkbie 2t ¥ ooz
Education/S choals Davis & Johnson Pharmaceuticals Employer 07j1992
] Assigned Solicitars Glendale Country Club Club 10/1995
3k, Mark's Catholic Church Church 1966
YMCH Club 09/01/1967
I i

| i

2. From the tree view on the left, select Organizations.
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3. Select the relationship record for Chicago Rotary Club and click Delete on the action bar. The relationship
record opens and a message appears, asking if you are sure you want to delete the relationship record.

|

Organization Relations| p f !
File Edt “iew Relationship Help

5 ave and Cloze 'lu )(| 4 » |@|:|

v General 1 | General2| .-’-‘n.ttlibgtestotesl

| Org name: IChicago Ratary Club E Blisses |

? %~

Country: ILInitecI States j Mare... | Industry: I j
Address lines: | 336 Grand Station Paint =] Pasition: I [ Print?
<1 Profassion: | =]

‘\-_'

2IP: [608

State: IIL '?() Are pou zure you waht o delete thiz Relationship record?

—
&
-

I~ Frint arganizatio =
Phiones/EmailfLinks For thiz organization, this individual is aln]:
DNCI Type INumber,l'EmaiI Ad...l i I [ Employee [~ Primary business information
— [~ Contact [ Doinat mai teithis contact
[Eartach pe: I ;I

4. Click Yes. The organization record for Chicago Rotary Club is deleted from the Relationships tab. If you
click No, all information remains the same. You return to the Relationships tab of Robert’s constituent
record.

5. On the toolbar, click Save and Close.

Relationship Tree

You can quickly view individual, organization, fund, bank, education, and assigned solicitor relationship
information for a constituent from the Relationship Tree. To access the Relationship Tree, select View,
Relationship Tree from the menu bar of a constituent record, or click the Relationship Tree button on the
toolbar. For information about the specific relationship categories, see “Managing Relationships” on page 114.
For information about assigned solicitors, see “Solicitors” on page 291. All relationships you enter on the
constituent record Relationships tab appear in the Relationship Tree. In addition, you can view all relationships
for each entry in the Relationship Tree by expanding the tree view.
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For example, Nicole Dustin has two relationships entered on her constituent record: David Murphy, the solicitor
assigned to Nicole, and Smith College. When you select to view Nicole’s Relationship Tree, David Murphy and
Smith College appear. However, if you expand the list, you can view each relationship entered on David Murphy’s
constituent record and Smith College’s constituent record.

## Relationship Tree for Nicole M. Dustin

Shawe | <all relationshipss j
i L Open
f------Mqrgaret Furphy [wife] -
LemDlavid Murphy [Husband] 4 Find...
~Harward University [Employer)

e Iniversity of Yinginia [EducationS chool) =hFint...
S mith College [E ducation/Schoal]
== | egend

Q Filters...

F=p Expand &1

FRRRRRE

Cloze

T Showirumben afirecond s fon each aneus

To easily locate particular relationship information, you can select the information to appear in the Show field,
search for a specific relationship, or apply filters to the Relationship Tree entries. From the Relationship Tree
Filters screen, you can determine the specific types of relationship to view. You can select to include only
relationships who are constituents in your database and to exclude spouse relationships. You can also select to
include relationships within a specific date range.

You can select Legend options so certain relationship types appear with a color or text format you choose. If a
record qualifies for more than one relationship type with a color or text format selected, you can specify which
Legend option appears. By defining relationships with color or text formats, you easily identify information in the
Relationship Tree at a glance.
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» Viewing the Relationship Tree from the constituent record

You can view all relationship information entered on the constituent record Relationships tab from the
constituent record menu bar or toolbar.

Scenario: You are planning your organization’s golf tournament. Robert Hernandez, a constituent in
your database, will be attending this event. You need to find out if a golf partner relationship appears
on Robert’s constituent record. From the constituent record menu bar, view Robert’s golf partners.

1. From Robert Hernandez’s constituent record menu bar, select View, Relationship Tree, or click
Relationship Tree on the toolbar. For more information about opening a constituent record, see “Access
Constituent Records” on page 4.

== Robert C. Hernandez

File Edit | %iew Constiuent Letter Favortes Toolz Help
[ 5avea [Eolurmits: ).--||( 4 » }l|—b|2 |?"J||| ?-|&-|- |
W Altriby EE Legerd.. Ftions I v Honor/Memorial I v Woluntes I Frozpect I v bembership I v Ewvents I
I — T I v Addressees/Salutations I v Relatjonships I v Appeals I v Motes I v Gifts
Custom wiew... L4
— Biograpk « -~ - . — Preferred Address - Home
La: |? v bliages | Eountry:IUnited States j More... |
Firs... DML LB, Address lines: |410 17th St ;I
Middet g =
Titles: ID[_ j I j Eity:IDenver
Suffines: I j I j State: IED 'l Calarado
Nickname: IBob ZIF: ISD2D2-44D2 ﬂl DF'EI:ISS
tMaiden name: I Phones{Email{Links ﬂ
o ISB DNCI Type INumber,l’EmaiI Addressl Shared?
: | Horne 303-555-3301 Mat Shared
Gender: [ale =] s [248-53-9388 | | |Besper |303-555-2000 Cannot be Share
Birth date: Iggﬂ 41961 Ell Age: 43 | Email rhernandez@net.com |Cannot be Share
Fay 217-555-11a0 Mt Shared hd
" Deceased? Date:l El Kl 4
I arital status: IMarried j This constituent
S - +Detal
Spouss “W’endy rrp—— ™ Iz inactive W |z a saliciter etails
[™ Gives anonymously I Has no valid addresses
Solicit code: IDD hot phone on weekends; Do not call after 9.0 B Fizmests i el
Board Member [01/01/2003 - ; Yoluntesr [03/2000 - ); Alumnus (091987 - )  Education | T — | v Bank |

Tip: To easily determine the relationship category of an entry in the Relationship Tree, you can assign a
specific color or text format to each category. For more information, see “Selecting Legend Options for the
Relationship Tree” on page 170.



The Relationship Tree screen appears.

Relationship Tree for Robert C. Hernandez

Robert Hemandez

------- Hernandez, Wwendy [Wwife]

------- American Medical dzsociation [Profezsional Organization]
+e-dudrey Larenz [Staff]

------- Chicago Pediatric Clinic (Former Employer]

------- Chizago Ratary Club [Charitable Society)
+-Chirigtopher “'oung [Golf Partner]

#-Carizan, Lana [Mother-in-law)

+Daviz & Johnzon Pharmaceuticals [Employer)
First Federal of llinois [Bank./Financial Institution]
Glendale Country Club [Club)

------- Hernandez, Amy [kaother]

------- Hermandez, Gaston [Son)

------- Hernandez, Mogl [Daughter]

------- Hermandez, Ricky [Father]

Hernandez-Garcia, Carmelia (D aughter)

‘Lane Pembroke [Wolunteer]

‘Lewiz, Donald [Golf Partrer]

tdoharmmed Fahman [Felief Propozall

™| Show number of recards fon each aroup

|

[

= =]

% Find...
ShPrint...

== Legend
Q Filters...

Fg. Expand Al

Cloze

FRRRRRL
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Note: To view relationship information for each entry in the Relationship Tree, click Expand All.

2. Inthe Show field, select “All by relationship type”. All relationship types appear in the tree view.

* Relationghip Tree for Robert C. Hemandez

+-Education/School
+ ...... Emplayer

+ ------ Father

+-Farmer Emplayer
+ ------ Golf Partner

+- Pt other
+-dother-indaw
+-Prafessional Organization
+ ------ Relief Propozal

+ ------ Wolunteer
e dife

[~ Show number of records for each group

|

| ERRREL

-

= =]

% Find...
ShPrint...

== Legend
Q Filters...

Fg. Expand Al

Close
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3. In the Relationship Tree, select “Golf Partner”, and click the plus sign to the left of “Golf Partner” to view
the relationships entered for this relationship type.

## Relationship Tree for Robert C. Hernandez

Show: I.&II by relationship type j

Fobert Hemandez
+ ------ Bank/Financial Institution

|

FRRRRRL

= =]

% Find...

+ ...... W ShPrint...
+-Education/School

== Legend
Q Filters...

Fg. Expand Al

St =] LxClese

[~ Show number of records for each group

4. To print the golf partners in the tree view, click Print.
5. Click Close. You return to Robert’s constituent record.
6. On the toolbar, click Save and Close.

» Filtering entries in the Relationship Tree

To locate specific types of relationships, you can apply filters to the relationship information in the
Relationship Tree.

Scenario: Audrey Lorenz, a solicitor for your organization, has a lunch meeting with Robert Hernandez
to request a contribution to the Annual Campaign. You provide Audrey with information about
Robert’s giving history and preferences. Although Audrey knows Robert, she has just recently been
assigned as a solicitor, and she wants to make sure she has the correct personal information before
the lunch meeting. She wants to know the names of Robert’s family members and business associates.
From the Relationship Tree, view the individual relationships for Robert.

Note: You can also print a Constituent Profile to view specific information for a constituent in your database.
For more information about Profiles, see the Reports Guide.
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1. From Robert Hernandez’s constituent record menu bar, select View, Relationship Tree, or click
Relationship Tree on the toolbar. For more information about opening a constituent record, see “Access

Constituent Records” on page 4.

== Robert C. Hernandez

File Edit | %iew Constiuent Letter Favortes Toolz Help

SN SR R L Sl =N S HER

Custom wiew... L4

= [leqend.. Ftions I v Honor/Memorial I v Woluntes I Frozpect I v bembership I v Ewvents I
B3 I v Addressees/Salutations I v Relationships I v Appeals I v Motes I v Gifts

Birth date: |D3.-"1 41961 Ell Age: 43 | Ernail
Eave
" Deceased? Date:l El Kl

— Biograpk « -~ - . — Preferred Address - Home
La: 1 v Aliazes | Country: IUnited States j More... |
Firs... DML LB, Address lines: |410 17th St ;I
Midde g =
Titles: |D[_ j I j Eity:IDenver
Suffines: I j I j State: IED 'l Calarado
Nickname: IBob ZIF: ISD2D2-44D2 ﬂl DF'EI:ISS
tMaiden name: I Phones|Ermnail{Links ﬂ
o ISB DNCI Type INumber,l’EmaiI Addressl Shared?
: | Horne 303-555-3301 Mat Shared
Gender: [Male x| S5N: [24855-9388 Beeper  303-555-2000 Cannot be Share

thernandez@net.com | Cannot be Share

21 7-E5E- 1140

Mk Shared

-

Solick code: IDD nat phone on weekends; Do not call after 9.0

I arital status: IMarried j This constituent
Spouse “W’endy Hernandez I Is inactive
[™ Gives anonymously

I Requests no email

W |5 asolicitor  + Details

I Has no valid addresses

Bioard kember (01012003 - ); Yolunteer (0342000 - |; Alumnus [09/1987 - ]

vEducationl v Business | v Bank |

J

Tip: To quickly find an entry in the Relationship Tree, click Find to search for keywords that appear in the tree

view.

The Relationship Tree screen appears.

Relationship Tree for Robert C. Hermandez

Robert Hemandez

------- Hemandez, Wendy [Wite]

------- American Medical Azzociation [Professional Organization]
+-Audrey Lorenz [Staff]

------- Chizago Pediatric Clinic (Former Emplayer)

------- Chicago Rotary Club [Charitable Society)
th-Christapher oung (Galf Partner]

#Corizon, Lana (Mother-in-law)

+--Davis & Johrzon Phamaceuticals [Employer)

------- Firgt Federal of llinois [B ank/Financial Institution]
------- Glendale Country Club [Club]

------- Hemandez. &my [Mother)

------- Hermandez, Gaston [Son)

------- Hernandez, Mosl [Daughter]

------- Hemandez, Ricky [Father)

------- Hemandez-Garcia, Camelia (D aughter)

‘Lane Pembroke [Wolunteer]

Lewiz, Donald (Galf Partrer)

------ tohammed B abman (R elief Proposal]

™| Show number of recards fon each aroup

|»

FRRRRRL

[

O pen

@4 Find. ..
ShPrint..

== Legend

Q Filters...

"'.|. Expand &l

Cloze

2. Click Filters. The Relationship Tree Filters screen appears.
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Note: By default, once you mark the Use Selected Relationship Types Only checkbox, the program also marks
the Display inactive relationship types checkbox. You can unmark this checkbox to display only active
relationship types.

3. Mark the Use Selected Relationship Types Only checkbox. Marking this checkbox enables the
Relationship Types box.

Relationship Tree Filters

— W Use Selected Relationship Types Onlg

RelationshipT ypes: Include These Relationship Tvpes:
Attomey -
Aunt

Board Member

BErather

Brother-in-law

Buziness Partner

Charitable Society

Church

Client

Club

5 Consultant LI

[+ Dizplay inactive relationship types

Al ¥~

[~ Only ghow relationships that are constituents [~ Exclude Spouse relationships

[ Dizplay relationships with date range containing I EI
Clear Al Filtersl ok | cancel |

Tip: On a screen with a selection box, you can use the single right and left arrows to move one entry back and
forth between the two boxes. You can use the double left or right arrows to move all entries at once.

4. In the Relationship Types box, select “Wife”, and click the single, right arrow to move “Wife” to the
Include These Relationship Types box.

Relationship Tree Filters E2

— ¥ Use Selected Relationship Types Only

RelationshipT ypes:

Spouse =]
Step-brother

Step-child

Step-parent

Step-sister

Uricle

Yoluntesr

widow
B Dwner

E mployer
[Z1 Employes hd

¥ Display inactive relationship types

[~ Drly ghow relationships that are constituents [ Exclude Spouse relationships

[~ Dizplay relationzhips with date range containing I EI
Clear &l Filters | ak. I Cancel
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Note: You can further filter the results by marking one or more of the following checkboxes: Display inactive
relationship types; Only show relationships that are constituents; Display relationships with date range
containing [ ]; Exclude Spouse relationships.

5. From the Relationship Types box, move “Son”, “Daughter”, and “Business Partner” to the Include These
Relationship Types box.

Relationship Tree Filters

— ¥ Use Selected Relationship Types Only

RelationshipT ypes: Include These Relationship Tvpes:
Board Member ;I Wife

BErather =on

Brother-in-law J

‘B Charitable *
Church
Client

Club

Conzultant

Cousgin

Co-worker

5 Daughter-in-laws LI

[+ Dizplay inactive relationship types

[~ Only ghow relationships that are constituents [~ Exclude Spouse relationships

[ Dizplay relationships with date range containing I EI
Clear Al Filtersl ok | cancel |

Note: To remove all selected filters so you can make new filter selections, click Filters. On the Relationship
Tree Filters screen, click Clear All Filters.

6. Click OK. You return to Robert’s Relationship Tree screen. Relationships that meet the filter criteria appear
in the Relationship Tree.

## Relationship Tree for Robert C. Hernandez

Shiow: |<.-’-‘«II relationzhipss j

Fobert Hemandez ol Open |

ernandez, ‘Wendy [Wile]

ernandez, Gaston [Son) .
Hermandez, Moel [0 aughter) 4 Find... |
-Hemandez-Garcia, Camelia [0 aughter] 5 Pint |
== Legend |

Fg. Expand Al |

Cloze |

™| Show number of recards fon each aroup

7. To print relationships in the tree view, click Print.
8. Click Close. You return to Robert’s constituent record.
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9. On the toolbar, click Save and Close.

» Selecting Legend Options for the Relationship Tree

To easily determine the relationship category in the Relationship Tree, you can specify a color or text format
to identify each category. For more information about setting legend options in general, see the Program
Basics Guide.

1. From a constituent record menu bar, select View, Relationship Tree, or click Relationship Tree on the
toolbar. For more information about opening a constituent record, see “Access Constituent Records” on
page 4.

== Christopher T. Young

File Edit | %iew Constiuent Letter Favortes Toolz Help

[ Saveal  Columns.. SN ETR RS S SR Sl =T S |
W Altrib EE Legerd.. clions I Honar/kemarial I Wolunteer | Frozpect I Membership I v Ewvents I
v Biol —— pes I v Addressees/Salutations I v Relatjonships I v Appeals I v Motes I v Gifts

Custom wiew... L4
—Biograpk < o — Preferred Address - Hom
La: |? ey Aliazes | Eountry:lUn\ted States j ?EIMore...l
Fir.... L L) AL L Address lines: |84 Spine Street ;I
Middle 1 0 =l
Titles: ID,_ j I j City: IWashington
Suffixes: I j I j State:IDE 'l District of Calumbia
Mickname: [Chris ZIP: |2nn1n @ DoFC
tMaiden name: I Phones{Email{Links ﬂ
o ISD DNCI Type INumber,l’EmaiI Addressl Shared?
: | Home 202-555-1125 Shared
Gender: IMaIe j EELE |252'88'5585 || Ermail doctors@net. net Cannot be Share
Birth date: |D1 /2941961 E|l Age: 43 | Beeper 202-555-2009 Cannot be Share
el Phone | ?N7-555-3740 rannnt he Share
" Deceased? Date:l El Kl 4
I arital status: IMarried j This constituent
. - Detal
IMBT}' Voug ™ Iz inactive ™ Iz asaliciter etas
[™ Gives anonymously I Has no valid addresses
Solici cade: I I Requests no email
Board Member (01/01/2003 - ); Developrment Staff (0740142002 - 12/31/2002); A... w Education | w Business | Bank |

The Relationship Tree screen appears.

Relationship Tree for Christopher T. Young

Ch!istopher oung S ipen
Fe-Noung, Mary [Spouse]
+edinne Sinclair [Snnual) .
++Cale Hensley [Membership) 4 Find...
++-Jozeph Diresta [Campaign) .

b alone, Dean [Busziness Partrer) % Print...
‘Princeton University [EducationS chool]
‘Robert Hermandez [Golf Partrer) == Legend
‘Sloan, Margaret [Mother]
Sparta High Schoal [E ducation,S choal] Q Filters...
Stanford Medical Clinic [<Unknown:]
‘Stanfard University [Educations'S choal)
“roung & Beed Physicians [<Unknownz]
“Young, Jazon [Brather]

eetfoung, Melizza [Sister]

Fg. Expand Al

FRRRRRL

Cloze

™| Show number of recards fon each aroup
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Note: You can also format the Relationship Tree legend on the Color tab in User Options. Your selections for
legend displays affect only workstations you enter with your password.

2. Click Legend. The Legend screen appears.

Legend

Legend Options - Relationships

+ | The order of the legend options determines which
Drganizatins — color setting takes precedence if a relationship
Businesses qualifies for more than one legend option.
Batks/Financial Institutions
E ducations'S chool
Agzzigned Solicitors

B Individualz colar

Frimary Buginess The bold and italic optionz are always applied and
Spouse suffines are always concatenated if a relationzhip
Contactz qualifies for more than one legend option.
Employees

Relationships matched by this arg: [~ Bald [ Italic [ Suffiz
k atching gift companies b

Relationships who are constituent:

Deceased relationships ﬂ Sample: Relationship name

[T

|§F|eset ta System Defaultsél ak. | Cancel |

Note: Click Reset to System Defaults to undo any legend changes and return to the program default settings.

3. Inthe Legend Options - Relationships box, select the relationship you want to format.

Legend
Legend Options - Relationships
Individuals | The order of the legend options determines which
Orgarizations — color setting takes precedence if a relationship
Businesses qualifies far mare than one legend option.

Banks/Financial Institutions
E ducation,'S chool
gned 5 :

W Assigned Solicitors color

Primary Buziness The bold and italic options are always applied and
Spouze suffives are awayz concatenated if a relationzhip
Contactz qualifies for more than one legend option.
Employees

Relationships matched by this arg: [~ Bald [ Italic [ Suffiz
k atching gift companies b

Spouze relationzhips

Relationships who are constituent ™| Sample: Relationship name

Ei=

|§F|eset ta System Defaultsél ak. | Cancel |

Note: You can also select a text format — bold or italic — to identify a relationship.
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4. Click the color box. The Color Picker screen appears.

Color Picker H

Web Palette I Marmed Colors I Sysztem Colors LCustomn Color |

Red: |221
Green: |34
Blue: |18?

IB

Hue:

Sat 186

Light: (128
Color Y alue Curent Color

[v Retum Spstem Calar [if applicable]
12264157

Note: The order in which the options appear in the Legend Options - Relationships box determines which
color setting takes precedence if a record qualifies for more than one. If a record qualifies for more than one
text option, bold and italic formatting matches that of the first entry in the legend options list.

5. Select a tab, select a color, and click OK. You return to the Legend screen. The color you selected on the
Color Picker screen appears in the relationship color box. Sample text in the color you selected appears in
the bottom right-hand corner of the screen.
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6. Click OK. You return to the Relationship Tree. The relationships entered for the constituent appear in the
color you selected.

Relationship Tree for Christopher T. Young

Shiow: |<.-’-‘«II relationzhipss j

Christopher Y'oung S ipen
Fe-aung, Mary [Spouse]
+redinne Sinclair [Snnual) .

#+--Cole Hensley [Membership] 4 Find...

ozeph Diresta [Campaign) .

td alone, Dean [Business Parther) % Print...

tinceton University [EducationSchool]

obert Hermandez [Golf Partner)

loan, Margaret [Mother]

parta High Schoal [E ducationS chaal] Q Filters... |

tanford Medical Clinic [<Unknownsz]

tanford Univerzity [Eduzations'S chool] s |
oung & Reed Phyzicians [<Jnknown:) e

! oung, Jazon [Brother)

eetfoung, Melizza [Sister]

i

Cloze |

™| Show number of recards fon each aroup

7. Click Close. You return to the constituent record.
8. On the toolbar, click Save and Close.
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The Attributes, Notes, Media, and Appeals tabs have something in common. They all track additional information,
so you can get to know your constituents on a more personal level.

Managing Attributes, Notes, Media, and
Appeals

Note: If you have Security rights to Administration, you can view System Statistics. From the Administration
page, click the System Statistics link. Up-to-date totals of all records in your database appear. This information
is for viewing purposes only.

The Attributes, Notes, Media, and Appeals tabs have something in common. They all track additional information,
so you can get to know your constituents on a more personal level. Attributes record the qualities,
characteristics, and preferences of a constituent. They help you fine tune your records with special interests and
important dates. Notes make it easy to maintain helpful pieces of information you heard or read about one of
your constituents. You can create notepads to record family history, prospect information, or special donation
instructions. The Media tab helps you store pictures, letters, and newspaper clippings that pertain to your
constituents. By storing these objects in your database, The Raiser’s Edge keeps this information at your
fingertips. Appeals show you at a glance how responsive a constituent has been to your solicitations. It tracks
every attempt you made to secure a donation and records which ones were successful.

In this section, we discuss these four parts of a constituent record in detail. We walk you through adding, editing,
and deleting this information from a record.

Attributes

Warning: It can be easy to confuse attributes with constituent codes. We recommend you read the “Manage
Biographical Information” on page 22 and the Data Entry Protocol chapter of the Program Basics Guide to help
you understand the differences.
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The Attributes tab stores the qualities, characteristics, and preferences you associate with a constituent.
Attributes serve as a way for you to identify a constituent’s interests, dietary preferences, or special requests.
They may include hobbies, activities, committees, and important dates. One of the most useful aspects about
attributes is their flexibility. You can customize attributes to meet your organization’s specific needs.

<= Hobert C. Hemandez

File Edit %iew Constituent Letter Favontes Tools Help

[ save and Close - U|§'|§"|N 1 » N|—'|2'?U||| -85 |
v Binl | + Bio 2 | v Addreszes | v AddreszeessS alutations I v Relationzhips I w Appeals I v Motes I v Gifte
v Aftributes | w Media I v Achions I w Honor/Memarial I v olunteer I w Prospect I v Membership I w Events

_ategory I Description I Shork Desc, I Date | Comments
Anniversary 01/22{1986 03/11 /2006 Send card

|__|Committees Strateqic Planning 03112006 Needs 3 months natice for me. ..
| |Interests Golf 12012006 Invite ta all tournaments
| |Interasts Phatagraphy 02012006 Prafessional photographer
|| Committees Future Yisioning 02012006 Committes chairman
|| Crigin Personal reference 05012006 Referred by Sheri Parche
| |Danor Categary Founder 03/11/2006 $159,900,00

Note: Attributes are initially set up using the Attributes link in Configuration. You then use the Attributes tab
of a constituent record to assign attributes to a specific constituent.

Attributes are initially created and defined in Configuration. You set up broad categories, such as Interests, and
then create descriptions, such as Golf, Fishing, or Gourmet Cooking, to further define the category. You can
decide if you want the description to be in the form of a drop-down table, a date field, a numeric field, a Yes/No
field, a currency field, a “fuzzy” date field, or a free form text field. Your decision to use one of these types over
the other depends on what kind of information you plan to track in the attribute. For example, if your attribute
category is Committees, you may select a drop-down table as your description type because there are only five
options that apply to your organization. Using a table in this example makes data entry faster and helps to
eliminate errors. If your category is Anniversary, you can select to use a “fuzzy” date as your description type.
Fuzzy dates let you track a date, even when you are not sure of the exact month, date, and year. You can record
just a portion of the actual date (08/28).

Once you establish your attribute categories and descriptions in Configuration, use the Attributes tab of the
constituent record to assign attributes to specific constituents. You can assign an unlimited number of attributes
to a constituent record and if necessary, assign the same attribute more than once to the same constituent. This
flexibility guarantees you have no limitations when building a comprehensive constituent record.

Attributes are used throughout The Raiser’s Edge in many different capacities. You can query a group of
constituents together based on a shared common attribute. You can include or exclude constituents from a
mailing or report using attributes. They are not only flexible and versatile, they are also easy to maintain. You can
globally add, edit, or delete attributes from a group of records. For more information about global change and
global delete, see the Global Add, Delete, & Change Guide.
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» Adding an attribute to a constituent record

Tip: Attributes are used to store helpful information in many areas of The Raiser’s Edge. You add attributes
the same way in all areas of the program. All attributes are initially set up in Configuration. For more
information, see the Configuration & Security Guide.

Attributes are an effective way for you to track a constituent’s character and personality. You can use the
Attributes tab to add attributes to a constituent record.

Scenario: Renee Wilson calls to confirm her seating arrangements at your upcoming dinner auction.
She also informs you she is a vegetarian and needs a special menu. Add an attribute of “Dietary
Preference” to her constituent record to track this information.

1. From Renee Wilson’s constituent record, select the Attributes tab. For more information about opening a
constituent record, see “Access Constituent Records” on page 4.

== Renee A Wilson

File Edit “iew Constiuent Letter Favortes Tool: Help

ESaveandElose‘|u|§'@'@'|N 1 N|—’|2'|?E||| ?'|&'|D' |

v Biol | v Bio2 I v Addresses I v Addressees/Salutations I v Relationships I v Appeals I Motes I v Gifts I
Attributes | Media I v Actions I Honar/kemarial I Walunteer I v Prospect I Membership I Ewvents
Category I Description I Short Desc. I Date I Comments
Dietary Preference ‘Weqgetarian 03112006 Meeds a special menu

Tip: You can edit and delete attributes on the Attributes tab. To delete an attribute, select the attribute and
select Edit, Delete Rows from the menu bar. From Globally Delete Records, you can delete an attribute from
the system completely. It is removed from all records and from Tables and Attributes in Configuration. For
more information, see the Global Add, Delete, & Change Guide.

2. Inthe Attributes grid, in the first row of the Category column, select “Dietary Preference”.
In the same row, in the Description column, enter “Vegetarian”.
In the same row, in the Date column, enter the date you add this attribute.
In the same row, in the Comments column, enter “Needs a special menu”.

o v kW

On the toolbar, click Save and Close.
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Notes

In The Raiser’s Edge, the Notes tab makes it easy to maintain helpful pieces of information you heard, read, or
need to remember about a constituent.

<= Hobert C. Hemandez

File Edit “iew Constituent Letter Favortes Tool: Help
[ save and Close - u|§' (&~ '| 4« » M | = | Rl D||| ?-1%-| B |

W Altributes I v Media | W Bctions | v Honordtemarial I v Wolunteer I v Prospect | v bembership | w Ewentz

v Biol I v Bio 2 I v Addiesses I v AddiesseesdS slutations | v Relationships | v Appeals v Notes I v Gifts
i1 x -

Tvpe I Date \‘I Description I Motes I
Address Changes 03112008 Vacation Dr. Hernandez has purchased a ...
Praspect 08/01/2005 Valunkeer solicitars ws, Skaff Lane is a golfing parter with D, ...
Praspect 12062004 Passible Major Donar Dr. Hernandez spoke at the Mart, ..
Director's Notes 05/05/2003 Chair selections For next vear Passible Dr. Hernandsz may step,..
Career 08112002 Opening of Pediatric Clinic with Partner Dr. Hernandez plans to leave th,..
Personal 03,30/2001 Lunch with Wendy (Dr. Hernandez's wife)  Saw Wendy downtown at a conf...

| It

Tip: On a Notepad screen, you can press F7 on your keyboard; select Tools, Spelling from the menu bar; or

click the Spelling button on the toolbar to spell check your note. You can press SHIFT + F7 on your keyboard or
select Tools, Thesaurus from the menu bar to access the thesaurus.
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You can create notepads to record family history, prospect information, or special donation instructions. Each

notepad has a Date, Type, Title, Description, and Author. The notepad itself accepts free-form text and holds a
large amount of information.

4 Notepad for Robert C. Hemnandez =] E3
File Edit Motepad Format Tools Help
[ saveandCiose- | |l X | &b (& 4 » @7 % 2 - B~
M3 Sans Seif o Elle rull==E=E =
Date: [03/11/2006 = Title: [\Vacation Home
Type: [Address Changes =l Autthiar. [E mili =l

Degcription: |‘V’ac:ation

Dr. Hernandez has purchased awvacation hame in Arizona. He plans to spend some of
the winter manths atthe home and will open a part-time pediatric clinic in Arizona.

03/21/2006 1:08:04 PM Supervisor Spoke to Dr. Hernandez and his new Arizona address
ig; 962 Cactus Foint Sedona, AZ 86336, His new phone number is 520-555-2445, He will
send us his new clinic address and phone number next month.

|F're&3 F5 to Ihzert Time Stamp i

Note: On a Notepad screen, you can add time stamps to designate who added text to the note and when the
text was added. In the notepad grid, place your cursor in front of the section of the note you want to stamp
and press F5 on your keyboard. Your login name and today’s date appear before that section of text.

Notes are different from Attributes because they can be secured by Type. You can set up your security so only
certain users can view particular note types. This is especially useful when the information is of a sensitive nature
and you want to ensure that only you can access the information. For more information about setting up security
access, see the Configuration & Security Guide.
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» Adding a note from the Notes tab

Notes are excellent tools that give you additional insight into a constituent’s character and history. The Notes
tab stores the notepads for each constituent. Once you add a note, you can select it and click Open on the
action bar to open the note to edit or view it. You can also click Delete on the action bar to permanently
delete it from your database.

Scenario: Cole Hensley, one of your major donor prospects, is mentioned in the Charlotte Herald for
donating an undisclosed amount of money to the Charlotte Memorial Hospital fund for the new
surgical wing. The article mentions he prefers to donate to health care-related organizations. Add a
new prospect note from Cole’s constituent record to track this information.

1. From Cole Hensley’s constituent record, select the Notes tab. For more information about opening a
constituent record, see “Access Constituent Records” on page 4.

<= Cole Hensley

File Edit “iew Constiuent Letter Favortes Tool: Help

ESaveandElose‘|u|§'@'@'|N 1 N|—’|2'|?E||| ?'|&'|' |

Attributes I Media I v Actions I Honar/kemarial I Walunteer I v Prospect I Membership | Ewvents I
v Biol I v Bio 2 I v Addresses I Addressess/S alutations I v Relationships I v Appeals HMotes | v Gifts
& il e P ITEEE =

Tvpe I Date \‘I Description I NMotes I

Note: When adding notes to a notepad on a constituent record, you can add time stamps to designate who
added text to the note and when the text was added. In the notepad grid, place your cursor in front of the
section of the note you want to stamp and press F5 on your keyboard. Your login name and today’s date
appear before that section of text.
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2. On the action bar, click New Notepad. The New Notepad screen appears.

4 Mew Notepad for Cole Hensley =] E3
Fil= Edt Motepad Format Tool: Help
[ 5ave and Close - | [ X|§ @| 4 b||§'|$9 P - -
[Times New Roman Sl e rull=s= =
Date: [03/11/2006 [E| Title: |Donor Freferences
Tupe: IProspect j Suthar: IDana j

Degcription: Il:ole prefers to give to health care funds

Cole specified n the Charlotte Herald that he prefers donating to health care causes.

|F'ress F5 to Ingert Time Stamp i

Tip: You can easily import and export notepad contents. Right-click in the text box. From the menu that
appears, select Load from File or Save to File.

3. Inthe Date field, enter today’s date.

In the Type field, select “Prospect”.

In the Title field, enter “Donor Preferences”.

In the Author field, select your name. You entered this note.

N o v ks

In the Description field, enter “Cole prefers to give to health care funds”.

Tip: On a Notepad screen, you can press F7 on your keyboard; select Tools, Spelling from the menu bar; or
click the Spelling button on the toolbar to spell check your note. You can press SHIFT + F7 on your keyboard or
select Tools, Thesaurus from the menu bar to access the thesaurus.

8. In the text box, enter “Cole specified in the Charlotte Herald that he prefers donating to health care
causes.”
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9. On the toolbar, click Save and Close. You return to the Notes tab of Cole’s constituent record. The note
appears in the grid.

<= Cole Hensley

File Edit “iew Constiuent Letter Favortes Tool: Help
ESaveandElose‘|u|§' @'@'| H 4 » H | =* | 2'|?E||| ?'|&'| Efly |

Attributes I Media I v Actions I Honar/kemarial I Walunteer I v Prospect I Membership | Ewvents I

v Biol I v Bio 2 I v Addresses I Addressess/S alutations I v Relationships I v Appeals HMotes | v Gifts

) exOpsn :

|
10. Click Save and Close.
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Media

The Media tab stores media objects pertaining to a constituent. These objects can include newspaper clippings,
letters, pictures, and graphs. By storing these objects in your database, The Raiser’s Edge keeps this information
at your fingertips.

== Douglas P. Ziegler

File Edit “iew Constituent

Letter Fawortes Toolz Help

ESaveandEIme'|U|§'&'@' H 4 » H|—'|?GD||||?'

M- B-

W Bio 1 I v Bio 2 | W Addresses I v Addressess/S alutations I w Relationzhips | Appealz | Haotes | Gifts
Attributes Media

Actions | Honor/Memorial I Wolunteer I Frospect I tembership I Ewvents
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From the Media tab, if you have rights established from the Security link of Administration, you can add, open,
edit, and delete media items. When you click New Media, the Media for screen appears so you can add a media
object. You can track the Date, Type, Title, Proposal, Author, and Description of the object. However, only the
Date and Type are required fields. When you add a media object to a constituent record, you insert an electronic
copy of the object. Changes to the original object do not affect the copy, unless you link the two. You can make
changes to the electronic copy from the Media tab.

‘' New Media for Douglaz P. Fiegler

File  Edit Yiew Media Help
ESaveandEInse*| = X‘ 4 » |Q
Date: [03/11/2006 =] Title: [D oug's New Kitten
Type: |F'iu:ture j Authar, |Dana j
Propozal: I ﬂl

Description: [Doug volunteers at the animal shelker ever Friday. He frequently adoptz petz. This iz hiz ;l
latest addition.

?- |
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» Adding a media object

The Media tab is a great way to include visual and sound objects on a constituent record. You can create a
new object or use an object that already exists. Once you add a media object, you can select it and click Open
on the action bar to open the item to edit or view it. You can also click Delete on the action bar to
permanently delete it from your database.

Scenario: Cynthia Miller’s baby, Jamie, recently won first prize in the local cute baby contest. Add
pictures of Jamie to the Media tab of Cynthia’s constituent record. Next time Cynthia donates to your
Children’s Fund, you can use Jamie’s pictures to create a thank-you card.

1. From Cynthia Miller’s constituent record, select the Media tab. For more information about opening a
constituent record, see “Access Constituent Records” on page 4.

i Cynthia T. Miller

File Edit “iew Constiuent Letter Favortes Tool: Help

ESaveandElose‘|u|§'@'@'|N 1 N|—’|2'|?U||| ?'|&'|' |

W Altributes I Media I v Actions I Honar/kemarial I Wolunteer I v Prospect I Membership I v Events I
v Biol I v Bio 2 I v Addresses I v Addressees/Salutations I v Relationships I v Appeals Motes | v Gifts
-55 a e e =

Tvpe I Date \‘I Description I Motes |

Note: To generate a new media object, select Create New. You can use various object types, such as Microsoft
Word, Powerpoint, Paintbrush, and Adobe Acrobat.
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2. On the action bar, click New Media. The Insert Object screen appears.

Insert Object EHE

' Create New

File: Paint Shop Pro B Image Cancel |

*' Create from Eile IC:'\files‘\My Pictureshportraitz. brp

Browse... ™ Link
[ Dizplay Az lcon

Rezult
Inserts the contents of the file as an object into

F 9 your document so that pou may activate it using
E the program which created it.

Marléthe Create from File option. You are going to add a media object from a file you previously created and
saved.

Note: You can mark the Link checkbox to add a path to the original object, instead of embedding a copy of the
object in the database. As long as the linked path is valid and available, you can access the desired object.

3. Click Browse. The Browse screen appears.

Browse [ 7]
Look ir: Ia filess j . =5 E2-
Additional Files CIUKsaL
Adobe Clussal
Dan C 0 windift
doc s
mdb Contacts. C5W
Tmizc @ Contacts. ks
My eBooks
My Music
My Pictures
by Wwiebs
ppt

File name: Iportlaits.bmp j Open I
Files of type: | &l Files %) =] Cancel |

4. Locate the media object and click Open. You return to the Insert Object screen.
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5. Click OK. The New Media for screen appears.

‘W Mew Media for Cpnthia T. Miller

File Edit Wiew Media Help

ESaveandEIQSE'|u 'X| 4 I||§' e |
Dates |03;11;an5 |3|| Title: IBab_l,JJamie
Type: |F'icture j Author: |Eiina j

Propozal: I ﬂl
Deseiption: |Cynthia’s baby, Jamie, won the local cute baby contest, ;I
[~

In the Date field, enter today’s date.
7. Inthe Type field, select “Picture”.

If this media object is related to a proposal, you can click the binoculars in the Proposal field to search
your database for that proposal. For this scenario, leave the Proposal field blank.

9. In the Description field, enter “Cynthia’s baby, Jamie, won the cute baby contest.”
10. In the Title field, enter “Baby Jamie”.
11. Inthe Author field, select your user name.
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12. Click Save and Close. You return to the Media tab of Cynthia’s constituent record.

i Cynthia T. Miller

File Edit “iew Constiuent Letter Favortes Tool: Help
ESaveandElose‘|u|§' @'@'| H 4 » H | =* | 2'|?E||| ?'|&'| Efly |

v Biol I v Bio 2 | v Addresses I v Addressees/Salutations I v Relationships I v Appeals I Motes I v Gifts I
W Altributes v Media | v Actions I Honor/kemarial I Wolunteer I v Prospect | Membership I v Ewvents

& e Open -

Type i Description Date Added By

Gina

[ | i
| |

13. Click Save and Close.
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Appeals

The Appeals tab on the constituent record shows you at a glance how responsive a constituent has been to your
fundraising efforts. It tracks the attempts you made to secure a donation and shows you which ones were
successful. The Appeals tab also lists gift totals for appeals to which the constituent responded. Appeals are the
means you use to raise money for your organization. They can be anything from a letter, to a phonathon, to a
dinner party.

=#Robert C. Hernandez
File Edit Wiew Constituent Letter Faworites Tools Help
ESaveandClose'|u|§'|ﬁ'lﬂj‘|N 1 » N|_’|2'|?E||| ?'|§'|@'|'
w Attbutes I v Media I v Actions I v Honor/tMemarial I v Wolunteer I w Prospect | w Membership I v Ewents |
v Biol I v Bio2 I v Addiesses I v Addiessees/S alutations I v FRelationzhips v Appeals I w Motes I v Gilts
Lppeal | Package I Date | Response I Tatal Given | Marketing Se
Unsalicited 0052005 £15,200,00
| |Membership Mailng | Mewsletter Envelope 07/30/2007 Responded $500.00
| |Proposal Appeal 09/21/2006 Responded $194,000.00
| Annual Exhibit 05/13/2006 Attended $2,000,00
|__|©pen House Letter Electronic Invitation ta th,.. 0201 /2006 Responded $325.00
I Celebrity Auction Celebrity Auction page on... 07/24/2005 Attended $5,000.00
L Annual Mewsletter 04/21/2005 Responded $100.00
KN ol

If you have security rights established from the Security link of Administration, you can view, edit, and delete an
appeal from this tab. However, we recommend establishing your appeals from the Appeals button in Records.
Doing this helps ensure accuracy and consistency throughout your database. For more information about the
Appeals tab, see the Campaigns, Funds, and Appeals Data Entry Guide.

If you maintain a current list of appeals on your constituents’ records, you can run reports to analyze the success
of specific appeals. You can generate queries that group together constituents who have received ten appeals,
for example, but have never donated a gift. These constituents can then be focused on for heavier soliciting or
perhaps, for exclusion from future mailings. Tracking appeals is a good way to monitor your fundraising success
and is easy to maintain. After generating your Planned Giving letter in Mail, for example, you can globally add
that appeal to all constituents who received the letter. For more information about generating appeal mailings,
see the Mail Guide.

Marketing Segment, Marketing Source Code, Mailing ID, and Finder Number

The Marketing Segment, Marketing Source Code, Mailing ID, and Finder Number columns capture information
related to your organization’s direct marketing fundraising initiatives. In the Marketing Segment column, for
each appeal, you can enter the marketing segment (target group) to which the constituent belongs. Marketing
Segmentation helps the effectiveness of your fundraising by enabling you to target your best prospects with the
appropriate packages (mailings for example). The main reason to use segmentation is that different groups of
donors will have different responses to appeal packages. Targeting specific groups enables you to increase the
effectiveness of your direct marketing.
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In the Marketing Source Code column, for each appeal, you can enter the code associated with a package. This
code can be a series of letters and/or numbers affixed to an outgoing initiative that identifies such things as the
list, offer, package, segment, and media. In the Mailing ID column, you can enter a number that identifies the
specific mailing that generated the gift. In the Finder Number column, you can enter a number to identify a
person in the mailing.

The Marketing Segment, Marketing Source Code, Mailing ID, and Finder Number columns can be used to
receive data from Blackbaud Direct Marketing. For information about Blackbaud Direct Marketing, see the
Blackbaud Direct Marketing documentation or contact your account representative.
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Constituent Annotation

Note: Some examples of annotations include “This constituent is a generous donor. Please handle her with
special care.” or “See Dianne Daniels before adding any data to this constituent record.”

You can store one annotation, or note, for each constituent record. The annotation should be a quick reminder
type of note. You can add an annotation by selecting Edit, Annotate from the menu bar of a constituent record.
On the Annotate screen that appears, you can choose to display the annotation automatically when the
constituent record is opened. This helps if the note discusses something important each user should know about
the constituent. If you do not want the annotation to appear automatically when the constituent record is
opened, you have the option of displaying the annotation only when clicking the Annotate button on the toolbar
of the constituent record. However you choose to view your constituent annotation, an annotation icon appears
in the status bar of the constituent record as a reminder it is present.

You can also store one annotation for each event record. For more information about event annotations, see
Event Annotation in the Event Management Data Entry Guide.

» Adding a constituent annotation
An annotation should be a quick reminder type of note.

Tip: You can press CTRL + T on your keyboard to quickly access the Annotate screen.

1. From a constituent record, select Edit, Annotate from the menu bar. For more information about opening
a constituent record, see “Access Constituent Records” on page 4.

<= Mark D. Adamson 1H[=] E3
File | Edit “iew Constituent Letter Favortes Tools Help
o o iz BeE- o m| o |20 aw = 2865

v B (St lActions I Hanor/t emorial | v Yolunteer I v Prozpect I w Membership I v Events I
Ciony Cils zE8 I v Addressees/S alutations I v Relationships I v Appeals I v Motes I v Gifts

Bl i, Easte [Ei] 4 — Preferred Address - Home
¢ [elete el Aliages | Courntry: IUnited States j aore...
{ Izt Flos Address lines: [125 Smokerize \Wayp ;I
b i‘ [elete Hawe.. LI
Select Row 3 I .l City: IEharIeston
Select Al Hows Bl 3 Iﬁ State: Iﬂ South Caroling
(5 Evport Gricl. Bl ZIP:[23401 @ oo

1 (1284} Eport i o R | Phones/EmailjLinks

DMNC | Type | Mumber/Email Address I Shared? I
J F L— | Home  843-555-6698 Mot Shared
ke I
el : SSN: |259'53"I 152 | | Email madamson@sncn.net | Cannok be Shared

Birth date: IDQ;"23.-’1 954 El Age: 5O | |
[ Deceased? Date:l El

Marital status: IDivorced j — This constituent
™ lsinactive ™ Iz a solicitar [etails
Spouse “ )
I Gives anonymaoush I Has no valid addresses

Solicit code: IDD niot phone at work, I~ Requests no email

Trztes Education | v Buziness | Bank |

Note: On the Annotate screen, you can cancel the annotation if you decide you do not want to add it; you can
delete the annotation; or you can copy and paste your annotation.



CONSTITUENT ANNOTATIONS, LETTERS, RECORD 19

The Annotate screen appears.

Annotate

Current Annatation;

kdr. Adamszon iz a generous donor. Please treat thiz Save
congtituent with extra care.
Cancel

Delete. ..

Copy

il Bl

Pazte

¥ Display annatation automatically

Enter your annotation (note) directly into the Current Annotation box.

If you want the Annotate screen displaying your annotation to appear automatically each time you open
the constituent record, mark the Display annotation automatically checkbox.

If you do not mark this checkbox, after you save your annotation, you must later select Edit, Annotate
from the menu bar or click the Annotate button on the toolbar or the lower right hand corner of the
constituent record to view your annotation.

On the Annotate screen, click Save. You return to the constituent record.
5. On the toolbar, click Save and Close.

Creating a Letter from a Constituent Record

Note: On the Letters page, accessed from the Letters link of Configuration, you can set up the letters you use
at your organization. You can create merge documents from The Raiser’s Edge, link letters you create from
Microsoft Word to The Raiser’s Edge, and edit your merge fields. For more information about the Letters link
of Configuration, see the Configuration & Security Guide.

In The Raiser’s Edge, if you use Microsoft Word, you can create a letter from an individual or organization
constituent record, using the Letter menu. To create a customized letter from a constituent record, you can
select the merge fields you want to export out of The Raiser’s Edge to use within your letter, create the merge
document, and select the letter from the Letter menu to automate the merge process. You can also quickly write
a letter by selecting Write a letter from the Letter menu. A Word document appears with fields already selected
for your letter. By using the Letter menu, you can quickly and easily print a single letter for a constituent while
working in Records.

For example, your organization sends a letter of congratulations to constituents who become new parents. Ellyn
and Derek Hassell, constituents in your database, recently had a baby boy. You want to immediately send a letter
congratulating the couple on the birth of their son. Instead of creating a mailing for this one record in Mail, you
can quickly generate the letter from the Letter menu of Derek’s constituent record.

» Creating a new letter and generating a mail merge from the Letter menu of a constituent record

Warning: For your organization’s mailings, it is much more efficient to use Mail to generate letters for multiple
constituents. For information about generating constituent mailings, see the Mail Guide.
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If you use Microsoft Word, you can create a letter from the Letter menu of an individual or organization

constituent record. From the constituent record, you can create a merge document and select the merge fields
ou want to export out of The Raiser’s Edge to use within your letter. Once you define the merge fields for a
etter, you can automate the mail merge by selecting the letter from the Letter menu of a constituent record.

Scenario: Clara Daniels donates an antique table and chairs to your organization. You want to write
and let her know how wonderful the table and chairs look in the drawing room, and how happy you
are to receive them. From the Letter menu of her constituent record, create the letter in Microsoft
Word, define the merge fields in The Raiser’s Edge, and print the letter for Clara.

Tip: You can also click the down arrow beside the Word button on the toolbar to create a new letter.

1. From Clara Daniel’s constituent record, select Letter, Create a New Letter Format from the menu bar. For
more information about opening a constituent record, see “Access Constituent Records” on page 4.

== Clara M. Daniels

File Edit “iew Constiuent | Letter Favorites Tools Help
E]Saveandﬁlose'|u|é wirite a Letter... —b|2v|?E||| ?'|&'|' |
v Altributes I v Media Individual Letter v Wolunteer I v Frospect I Membership I v Everts I
v Bio 2 I vl Drg Letter iohs I v Relationships I v Appeals I Motes I v Gifts I
 Biographical————— Conztituent ‘Welcome Letter |- Preferred Address - Home
Last name: IDanieIs President's Letter Couritry: IUnited States j # Mare... |
First name: ICIara Brochure Letter Address lines: 48 Farmidge Road ;I
T s IM_WT Mew Membership Welcome j
Appaintment Feminder
Titles: IMrs_ City: IDanbury
Suifixes: I etter Formiat Slale.ICT Vl Connecticut
) Modify Letter Menu...
Mickname: I ZIF: IDBS‘ID ﬂl DPC:
Maiden name: IProsser Phanes/Email{Links
D |184 DNCI Type INumber,l’EmaiI nddressl Shared? |
Horne 203-555-2523 Shared
Gender: |Female =]/ 58N o11-00-9875 B
Birth date: |12.-"30.-"1 915 l Age: 89
[ Deceased? Date:l ml
I arital status: IWidowed j  This constitugnt
Iz inacti | ficit [etails
Spouse “Jesse E. Daniels r s.lnac e s asobd 0_[ _I
[™ Gives anonymously I Has no valid addresses
Solicit code: IDD hot phone on weekends; Do not call after 9.0 [ Requests no emal
Friend (06/27/2001 -) vEducation | vBusiess | Bank |

Warning: Microsoft Word integration appears on your computer only if Word 2000 or above is installed.
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The New Letter screen appears.

Mew Letter
File Edit Letter Favortes Help

I i5ave and Close | E < | | ?-

Letter description: |Gift-in-Kind

Azzociate thiz letter with a Simple or Conditional *ord bMerge export if pou wish to uze
thiz letter to perform a mail merge from a constituent. The export defines the main
document and merge fields ta uze far the letter.

Click,_here ta learn more about Blackbaud Yiord Merge E=ports

Blackbaud ‘»ord Merge export: ﬁl?f I

[ Letter iz inactive Edit Eppart |

2. Inthe Letter description field, enter “Gift-in-Kind”. The antique table and chairs are a gift-in-kind

donation to your organization.

Note: On the Letter screen, in the Blackbaud Word Merge export field, you can also click the Add a new

Blackbaud Word Merge export button to bypass the Open screen.

3. In the Blackbaud Word Merge export field, click the binoculars. The Open screen for exports appears.

i, Open [ %]
Find: I Expart ﬂ

Sl Open

Cancel

‘] fadd New

Optiohs

Find Exports that meet these criteria;

Expart type: I Canstituent =l D ate Added: lﬁ 4 Find Mow
Erport format: [Blackbaud Simple Wword Merge 7] pddedby [ =] MemSeeEh
E xport name: I j

Description: I j

[4F B

[ Exact match only Expand Results

Note: For more information about working with export files, see the Export chapter of the Query & Export

Guide.
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4. From the Open screen, you can search for an export file you already created and saved for a mail merge,
or you can create a new export file for a mail merge. You need to create a new export file for this letter to
Clara. Click Add New. The New Constituent Export screen appears.

E. New Constituent Export M=l B3
Filz Edit Yiew Favortes Tools Help
= | [& | | | ? - Edit merge document ‘
1:0utput |
— &vailable Figlds to Export — Output
Showr IM vl 'r:nﬁ New Constituent Export
Biographical “

- Spouse

BBy Alases

Iy Credit Cards

gy Constituent Codes

Iy Solicit Codes

Iy Solicitor Goals

- Prirnary Alurmni information
- Primary Buginess information
i B Addiess

7 F AddiessessSalutation

7 Relationships j

% I-:ind...l Selent >®| <-F|em0\-'e| [H Eommat... I E@Qliteria... |L|L|

Cancel |

| 4

Tip: To show only Biographical category fields, select Biographical in the Show field of the Available Fields to
Export box. This can make finding a biographical field easier and faster. You can focus on selecting from just

those fields.

5. On the Output tab, you need to select the merge fields you want to use in your letter to Clara. In the
Available Fields to Export box on the left, click the plus sign to the left of the Biographical category. The
biographical field list expands, and the plus sign turns to a minus sign. From this list, you decide you need
Last Name, Name, and Title 1 as biographical merge fields in your letter.

6. Under Biographical, scroll down and double-click Last Name. Last Name appears in the Output box on the
right. To move a field from the Available Fields to Export box, you can also select the field and click
Select.
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7. Move Name and Title 1 over, one at a time. Once you move these fields over, you are finished with the
Biographical category. If you want, you can click the minus sign to the left of Biographical to close the

category.
E. New Constituent Export M=l B3
File Edit “iew Favortes Tools Help
= | [& | | | ? - Edit merge document ‘
1:0utput |
— &vailable Figlds to Export — Output
Shiow: |<;:-._||> j 'E-ﬁ New Constituent Export
- E# Biographical
----- [ Solicitor Inactive? 2] o LastName
----- A Sortkey A Mame
----- B Sortname L Title
----- I SpouselD
----- B 5sH
----- B Suffin1
----- B Suffie2 _|
----- [ System Record D
----- B Target
----- A Tl 1
----- B Tile2 2
4| | 3
% Find...l Select E| | <-F|em0\-'e| i Eormat.. I iy Eiiteria. | + | + |
| 4

Tip: To show only address fields, select Address in the Show field of the Available Fields to Export box. This
can make finding an Address category field easier and faster. You can focus on selecting just those fields.
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8. In the Available Fields to Export box, scroll down to the Address category (under Primary Business
information) and click the plus sign to the left. Next, click the plus sign to the left of Preferred Address.
The preferred address field list expands. From this list, you decide you need Address line 1, Address
line 2, City, State, and ZIP as address merge fields in your letter. Scroll down and double-click each to

move them over to the Output box.

£ Mew Constituent Export [_ O] x|
File Edt ‘“iew Favontezr Toolz Help
= | @.| | | ?- Edit merge documert ‘
1:0utput |
— Awallable Figlds to Expart — Output
Shaw |<A||> j % Mew Constituent Export
- & Biographical
""" 0 Seasonalto -l o el LastMame
----- 0 Send mail to this addr ] Mame
----- 0 State CRfl Tiled
----- 0 Spstem Fecord ID E| Address
""" B Type ] =B Prefered Address
""" O VBA User Field ] Address line 1
""" i E| Address line 2
-Egy Phones 0 Ciy
=+ B Attibutes s B State
-Egy Al Addresses i ZP
- FH Address Processing i
“| | 3
% Find...l Select > [ | <-Hemnve| il Fommat.. I iy Eriteria. | + | + |
Caticel |

A

Note: You can enter a date in your Microsoft Word merge document that automatically updates. From the
menu bar select Insert, Date and Time. Select the date format you want to use.
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9. Once you select your merge fields, click Edit merge document on the toolbar. Microsoft Word opens, and
a blank Merge document appears.
il BB1_1.doc - Merge document for New Constituent Export HE E3
JEiIa Edit Wiew Insert Format Took Table ‘window Help 5|
JDE’“E|@§ "’JNmma\ « Times New Roman = 12 & BIH|§§§§|§EEE£.§‘;?‘vI-Av.
J‘:g? Insert Raizer's Edge field = Insert *ord Field » ES&VE and retumn to RET to Melge|
] : OO R R s T =
B
B
I B
»
TS In1  col1 |[rec [k [Eem [ovR [Enaish@s [ [
As you compose your merge document, you are going to insert merge fields into the letter. When you
print the letter, the correct information is exported out of The Raiser’s Edge and appears in the
designated areas (placeholders) of your letter.
10.

You first want to enter merge fields for Clara’s name and address block on the letter. Leaving your cursor
flashing in the left corner of the work space of your letter, click Insert Raiser’s Edge field on the toolbar.

Select Biographical, Title 1. Press the space bar on your keyboard. On the toolbar, click Insert Raiser’s
Edge field again. Select Biographical, Name.

il BB1_1.doc - Merge document for New Constituent Export M=

inla Edit Wiew Insert Format Took Table ‘window Help ﬁl
D=EB&E 2 B 7ul== O-4-A-.

J e Insert Raiser's Edge field = Insert Word Field ~ [ Save and return to RE7 to Meige |

| Nomal « Times Mew Raman = 12 =

11
11
*
il

<]
~
w
-
=

«CnBio_Title_1» «CnBio_MNarmen

1 [ac 1" tmz  col1 [REC [iRe [0 [0V [Engish(U.s

11. To move down to the next line, press ENTER on your keyboard. On the toolbar, click Insert Raiser’s Edge
field and select Address, Preferred Address, Address line 1. Press ENTER on your keyboard and click
Insert Raiser’s Edge field again. Select Address, Preferred Address, Address line 2.
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12. To move to the next line, press ENTER on your keyboard. On the toolbar, click Insert Raiser’s Edge field and
select Address, Preferred Address, City. Type a comma immediately afterward. Press the space bar on
your keyboard.

On the toolbar, click Insert Raiser’s Edge field and select Address, Preferred Address, State. Press the

space bar on your keyboard. Click Insert Raiser’s Edge field again and select Address, Preferred Address,
ZIP.

When you run the letter, the address block for Clara appears on your letter as follows.

Iirs. Clara I Draniels
45 Farmridge Foad
Dantury, CT 06510

I‘TE. BB1_1.doc - Merge document for New Constituent Export ME
inle Edit Wiew Insett Format Tools Table ‘window Help il
JD E’:H|@§ ’v’JNulma\ - TimesMewFoman = 12 = | B T QHEEEEE iZ IZ éEiE m'!vévv
J‘;&’ Insert Fiaiser's Edge figld = InsentWord Field » [ Save and return to RET ta Melge|

MR e e s e e o

«CnBio_Title_ 1y «CnBio_MNamen
. «CnadrPri Addrhnels
- «CnddrPri Addrline2s
«CnhdrPrf Citys, «CnlAdiPrf Staten «CnldtPrf ZIPy»

[Page 1 Sec 1 1 [a L5 In4 col49 [REC [1R2 [E4T [GVR [Engish (.S
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13. You now want to enter merge fields for the salutation of the letter. Move down and type “Dear”, the
greeting of your letter. Press the space bar on your keyboard. On the toolbar, click Insert Raiser’s Edge
field. Select Biographical, Title 1. Press the space bar on your keyboard. On the toolbar, click Insert
Raiser’s Edge field. Select Biographical, Last Name. Type a colon at the end of the line.

il BB1_1.doc - Merge document for New Constituent Export HEE
File Edit “iew Insett Fomat Tools Table Window Help
B 7 uU|==

I
DEEEa
[

% Insert Raiser's Edge field - IrsentWord Field » [ Save and return to RET to Merge |

| Nomal ~ Times New Roman = 12 =

«CnBio_Title_1» «CnBio_MNamen
. aCnAdrPri Addrlinels
- «CnddrPri Addrline2s
«CnadrPrf Citys, «CnAdiPrf Staten «CnddtPrf ZIP»

Dear «CnBio_Title_1» «CnBio_Last MNames

éIE.E =4
| Page 1 Sec 1 11 [At s ne  Col40  [REC [1R2 [T [0V |Engish (U3

14. Move down, and compose the body and closing of your letter.

il BB1_1.doc - Merge document for New Constituent Export HEE
inla Edit VWiew Insert Format Tools Table ‘Window Help ﬁl
DEE| @& 2|tm < Times HewRomen = 12 ~ | B 7 1 [= = O-4-A-.
J Y Insert Raiser's Edge field = [reert /o Field - [ Save and return to RET to Merge |

(]

. «CnBio_Title_1» «CnBio_MNarmen

. aCnAdrPri Addrlinels

- «CnddrPrf Addrline2s

«CnadrPrf Citys, «CnlAdrPrf Staten «CnldtPrf ZIPy»

Dear «CnBio_Title_1s «CnBio_Last MNames

N Thank you so much for your getierous gift to the Preservation Society, The beautiful table and
chairs will look magnificent in the drawing room of the Englewood Housze. Generations of
wvisiters will enjoy the furniture

It is the generosity of caring individuals like yourself who make it possible for us to continue
N preserving and furnishing these historical homes. We appreciate your continued support,

With kind regards,

Francis Willoughby

élm.@ =Kl | »
| Page 1 Sec 1 11 [At s ne  Col40  [REC [1R2 [T [0V |Engish (U3

EICIEK

15. On the toolbar, click Save and return to RE7 to Merge. You return to the New Constituent Export screen.
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16. On the toolbar, click Save. The Save Export As screen appears. When you save your export file, you can

use it with future letters.

Save Export As

E sport name: |I3ift-in-Kinl:|

Descriphion: || etter sent to Gift-inKind donars.

| =

[ Other uzers may run thiz export

[w Other uzers may modify this expart

Cancel

Sawve |
_ Cancel |

Note: If you want other users to be able to run or modify this export, mark the appropriate checkbox.

17. Enter an Export name and Description for your export and click Save. You return once again to the New
Constituent Export screen. The title on the screen changes to the export name you just entered.

For more information about creating exports in The Raiser’s Edge, see the Export chapter of the Query &

Export Guide.

Note: On the Letter screen, you can make a letter inactive by marking the Letter is inactive checkbox. The
letter becomes inactive throughout The Raiser’s Edge, and will also appear inactive on the Letters page,

accessed from the Letters link of Configuration.

18. To close the Constituent Export screen, click the “X” in the top right corner. You return to the New Letter

screen.

Hew Letter

File Edit Letter Favortes Help

b 5ave and Close | [ ? -

Letter descriphion: |Gift-in-Kind

Agzociate thiz letter with a Simple or Conditional *ord Merge export if you wizh to use
thiz letter to perform a mail merge from a constituent. The export defines the main

document and merge fields to uze for the [etter.
Click, here to learn more about Blackbaud YWiord Merge Esports

[Gift-in-K.ind

Blackbaud ‘waord Merge export:

[ Letfter is inactive

TR
Edit Export

19. On the toolbar, click Save and Close. You return to Clara’s constituent record.

When you create a new letter, the letter appears on the Letter menu of all your constituent records and
on the Letters page, accessed from the Letters link of Configuration.
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20. From the menu bar of Clara’s constituent record, select Letter, Gift-in-Kind. Your Gift-in-Kind Word
document appears for Clara. The merge is complete. You can now edit or add to the letter, as needed.

il BB1_2.DOC - Letter Document for Clara M. Daniels

JEiIa Edit Wiew Insert Format Took Table ‘window Help 5|
JD i”‘n|@§ "’JNmma\ « Times New Roman = 12 = | B I H|,E§§§§|E E‘E*E‘-i-év'
J % Return to Clara M. Danigls Save this document as an action |

oy : RS KRR R KRR o

Mrs. Clara M. Daniels

i 48 Farmridge Foad
- Danbury, CT 06810

Dear Mrs. Daniels:

Thank you so much for your generous gift to the Preservation Society. The beautiful table and
. chairs will look magnificent in the drawing room of the Englewood House. Generations of
wisitors will enjoy the furniture

~ It is the generosity of caring individuals like yourself whe make it possible for us to continue
preserving and furnishing these historical homes. We appreciate your continued support.

With kind regards,

: 2]
- Francis Willoughby E

TS In1 co1 [rEc [Tz [EiT [GV7 [Englsh (05

Note: You can print the letter by selecting File, Print from the Word menu bar.

21. You can save the letter document as an action. On the toolbar, click Save this document as an action. If,
in Business Rules, under Constituent options, General options, you marked the Display notification
when an action is saved checkbox, a message appears, letting you know the action has been added.

Microzoft Word E3

@ "Gift-in-kind" has been added as an action For Clara M. Daniels.

The letter appears as an action on the Actions tab of the constituent’s record. To view the action, you
must select the Actions tab of the constituent record, and open the action. The Category of the action is
Mailing. The Type remains blank unless you have a business rule set up to add a type. To access the letter
from the action record itself, click the Microsoft Word icon in the bottom right status bar. For more
information about actions, see “Actions” on page 229. For more information about setting up business
rules, see the Security & Configuration Guide.

22. On the message, click OK. You return to the Gift-in-Kind Word document.

23. Once you print the letter, click Return to Clara M. Daniels on the toolbar. You return to the constituent
record, and the letter is saved.

24. On the toolbar of Clara’s constituent record, click Save and Close.

» Editing merge field information from the Letter menu of a constituent record

Warning: Microsoft Word integration appears on your computer only if Word 2000 or above is installed.
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From the Letter menu of a constituent record, you can add, change, or delete the constituent record merge
fields selected for a mail merge. For more information about editing letters from the Letters page, accessed
from the Letters link of Configuration, see the Configuration & Security Guide.

Scenario: The format of the letter you send out for gifts-in-kind is too formal. In the salutation of the
letter, you decide to address the recipient of the letter by first name. Originally, the merge document
was set up to address the recipient by a title and last name. From a constituent record, change the
merge fields.

Tip: You can also click the down arrow beside the Word button on the toolbar to edit a letter.

1. From the menu bar of a constituent record, select Letter, Modify Letter Menu. For more information
about opening a constituent record, see “Access Constituent Records” on page 4.

== Clara M. Daniels

File Edit “iew Constiuent | Letter Favorites Tools Help

ESaveandClose'|u|é ‘wfrite a Letter. . —b|2v|?E||| ?'|&'|' |
ibutes I v Media Giftin-Kind v Wolunteer I v Frospect I Membership I v Everts I
Tt et ions I v Relationships I v Appeals I Motes I v Gifts
 Biographical————— Org Letter - Preferred &ddress - Home
Last name: IDanieIs Constituent Welcome Letter Couritry: IUnited States j Fore...
First name: IEIara Brachure Letter Address lines: |43 Farmridge Road ;I
T s IM_WT President's Letter LI
Mew Membership ‘elcome .
Titles: IMrs. . p. City: IDanbury
Appaintment Feminder
Suffines: I State: IET 'l Connectcut
Create a Mew Letter Format
Mickname: I ZIF: IDBB‘ID ﬂl DF'EI:I
tMaiden name: IProsser = Phones{Email{Links
o I194 DNCI Type INumber,l’EmaiI Addressl Shared? |
: | Home 203-555-2523 Shared
Gender: |Female [=] &5M: [011-00-9675
Birth date: |12.-"3D.-"1 915 l Age: 89
[T Deceased? Date:l ml
I arital status: IWidowed j  This constitugnt
Iz inacti | ficit [etails
Spouse “Jesse E. Daniels r s.lnac e s asobd 0_[ _I
[™ Gives anonymously I Has no valid addresses
Solicit code: IDD hot phone on weekends; Do not call after 9.0 [ Requests no emal
Fiend (0/27/2001 - ) vEducation | vBusiness | Bark |

Note: Selecting a letter on the Modify Letter Menu screen enables the buttons on the right.
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The Modify Letter Menu screen appears.

Modify Letter Menu E3 |

Show theze |etters in the Letter menw:

i} ihd Search
[ndividual Letter ﬂ_—
Organization Letter -:»h Mew
Corngtituent Welcame Letter _—
MNew Membership Welcome (| Open
Prezident's Letter —_—
Appointrment Ferminder W Remove
Brochure Letter _—
Separator
[l
W [own

Cloge |

2. Select “Gift-in-Kind”, and click Open. The Gift-in-Kind letter screen appears.

Gift-in-Kind
File Edit Lefter Fawortes Help

% 5ave and Close | B > | | ?-

Azsaciate thiz letter with a Simple or Canditional *Waord Merge expart if pou wish bo uze
thiz letter to perfarm a mail merge from a constituent.  The expart defines the main
document and merge fields to uze for the letter.

LClick here to leamn more about Blackbaud *word Merge Exports
Elackbaud ‘Word Merge export; | Gift-in-Kind ﬁﬁ I

[ Letter iz inactive E dit Expart |
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3. Click Edit Export. The Gift-in-Kind export screen appears. On this screen, you need to add the First Name
merge field to use in your letter.

E, Gift-inKind M=l E3
Filz Edit Yiew Favortes Tools Help
= | [& | | | ? - Edit merge document ‘
1:0utput |
— &vailable Figlds to Export — Output
Stow. (RN ] | [ Giftin-Kind
- - - E& Biographical
=B Biographical = i el LastMame
Spouse 0 HMame
Aliazes Ll Tied
Eredit.Eards E| Address
Corjs_tltuent Codes E|... Frefered Address
Solicit Codes [  Addess line1
Solicitor Goals B Address line 2
Prirnary Alurmni information | City
Primary Buginess information E| State
Address )
AddreszeesS alutation
| Felationships j
% Find...l Select >®| <-F|em0\-'e| i Eormat.. I iy Eiiteria. | + | + |
Cancel |

| 4

Note: You can modify the text of a merge document the same way. On the toolbar, click Edit merge
document. Microsoft Word opens, and the merge document appears. You can delete, add, or replace any of
the original text in the body or closing of the letter at this time. When finished, click Save and return to RE7 to
Merge on the toolbar. Continue to follow the rest of this procedure.
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4. Inthe Available Fields to Export box on the left, click the plus sign to the left of the Biographical category.
Scroll down and double-click First Name. First Name appears in the Output box on the right.

E, Gift-inKind M=l E3
Filz Edit Yiew Favortes Tools Help
= | [& | | | ? - Edit merge document ‘
1:0utput |

— &vailable Figlds to Export — Output

Show [ =] || Gift-inKind

- Biographical
A LastName

----- [ Constituent iz an hnnnrfm;l
----- B DateAdded

----- [ Date Last Changed |
----- I Deceased Date

----- [ Decessed? B Address
""" B Ethnicity El Preferred Addiess
""" @ el Address line 1
----- [ Fiscal'vear Starts Address line 2
----- I Gender City
""" E o State
----- Irmpaort 10 hal
% Find...l Select E| | <-F|em0\-'e| i Eormat.. I iy Eiiteria. | + | + |

Cancel |

| 4

5. On the toolbar, click Edit merge document. Microsoft Word opens and the merge document appears.

I‘TE. BB69_1.DOC - Merge document for Gift-in-Kind

JE“E Edit ¥iew [nseit Format Toolks Table ‘window Help
D=HDE 2

J« 3

JNmma\ « Times New Roman = 12

rufE

Inzert Raizer's Edge field = Insert ‘Word Figld = u Save and retun ta REY to Merge |

HEC

«CnBio_Title_1» «CnBio_MNames
. «CnAdrPrf Addrlinels
- «CnbdrPri Addrline2s
aCnddrPri Cityy, «CnldrPri Staten «CnddrPrf ZTP»

. Thank you so much for your generous gift to the Preservation Society. The beautiful table and
chairs will look magnificent in the drawing room of the Englewood House. Generations of
wisitors will enjoy the furniture.

It is the generosity of caring individuals like yourself whe make it possible for us to continue
preserving and furnishing these historical homes. We appreciate your continued support

With kind regards,

11 [ac 19" Ine cole |[rec [tRe AT [GVE [Engish(UiS

6. In the salutation (greeting) of your letter, highlight <<CnBio_Title_1>> <<CnBio_Last_Name>> and press
DELETE on your keyboard.

7. Press the space bar on your keyboard. On the toolbar, click Insert Raiser’s Edge field. Select Biographical,
First Name. The salutation of your letter will now read Dear Clara, for example, instead of the original
Dear Mrs. Daniels.

8. On the toolbar, click Save and return to RE7 to Merge. You return to the Gift-in-Kind export screen.



210 CHAPTER

9. On the toolbar, click Save and then, click the “X” in the right top corner. You return to the Gift-in-Kind
letter screen.

10. On the toolbar, click Save and Close. You return to the Modify Letter Menu screen.
11. Click Close. You return to the constituent record.
12. On the toolbar, click Save and Close.

» Quickly writing a letter from the Letter menu of a constituent record

Warning: Microsoft Word integration appears on your computer only if Word 2000 or above is installed.

From an individual or organization constituent record, you can quickly connect to Microsoft Word to write a
letter. From the Letter menu, select Write a Letter. A Word document appears, with certain fields defaulting
into the letter. The Long Date (a Windows setting), Primary Addressee, Preferred Address, and Primary
Salutation automatically appear in your letter.

1. From the menu bar of a constituent record, select Letter, Write a Letter. For more information about
opening a constituent record, see “Access Constituent Records” on page 4.

== AAA Concrete
File Edit “iew Constiuent | Letter Favorites Tools Help

E]Saveandﬁlose'|u|é I—’|2'|?E||| ?'|&'|' |

v Actions I Haor Giftin-Kind I Frozpect I Membership I v Everts I
v Orgl | w Oig2 I Appeals I Motes I v Gifts I v Attibutes I Media

Individual Letter

Org Mame: IAAA Concrete Org Letter Aliages |

0[5z Constituent Welcome Letter

Brochure Letter

— Preferred Address - Business N P e ——
Country: IUnited States X . . .
Mew Membership Welcome — Matching Gift Information

Address lines: |42 |sland Lake

Appointment Berminder Factor: |2.DD Fizcal pear starts: |01/01

Cite: [Fa Create a Mew Lefter Format Matching Gift Limits

|y:| shoa ) —,_g_,—l_ = -
Modify Letter Menu... Minirnum Mazimum

gtate;m Hamar Per gift 450,00 $5,000,00
Annual per donar $50.00 $60,000,00
Z”:':I?S?41 E DPE:I Total per donor 450,00 $100,000,00
Phones{EmailfLinks Motes:
DNCI Type INumber,l’EmaiIAddressI Shared? I
Business  803-555-1466 Mat Shared

|AM Concrete will match only for full-time employees.

 This constitugnt

™ Iz inactive I ls a solicitor [0etais
[ Gives anonymously I Has no valid addresses
Solicit code: I I Requests no email
Friend [04,/01/2003 - |; Matching Gift Compary (044012003 - Bank |

Tip: You can also click the Word button on the toolbar to quickly write a letter.
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If the constituent record from which you are writing the letter is an organization, a message appears,
asking if you want to send the letter to the organization or to a relationship of the organization.

The Raiser's Edge |

C'a you want ko send this letker to the organization or one of this
orgahization's relationzhips?

" Organization

{* One of thiz organization's relationships

0k, Canicel

2. If you choose to send the letter to One of the organization’s relationships, the Search relationships
screen appears, so you can select the contact to whom to send the letter. If you choose to send the letter
to the Organization, this screen does not appear, and the letter is addressed to the constituent itself.

Search relationships for AAA Concrete

Find: I Individual . I

03/03/1330 E

I artin &, Schultz Employes

LI_I ﬂ Q Filters... |

3. Select a contact name in the grid and click Open.
The Word document appears. The merge is complete. You can now continue to write and print your letter.

Note: You can print the letter by selecting File, Print from the Word menu bar.
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If the constituent record from which you are creating the letter is an individual, once you select Letter,
Write a Letter from the menu bar, the Word document appears.

i BB1_5.DOC - Letter Document for AAA Concrete
JEiIa Edit Wiew Insert Format Took Table ‘window Help 5|
JD g’;g|@§ ’,’jumma\ = Times New Roman = 12 .|n Iru |E§ §§|§5 = ggg;‘.i.év
J %Helum to Al Concrete BE Save this document as an action |

Tuesday, Auvgust 27, 2007

Mr Eyle N Bell
AL A Concrete

474 Ocean Shore Drive
Pahoa, HI 78741

Dear Mr Bell,

[Page 1 Sec 1 TS In1 co1 [rEc [Tz [EiT [GV7 [Englsh (05

4. You can save the letter document as an action. On the toolbar, click Save this document as an action. If,
in Business Rules, under Constituent options, General options, you marked the Display notification
when an action is saved checkbox, a message appears, letting you know the action has been added.

Microsoft Word E

@ The letter has been added as an action For &84 Concrete,

The letter appears as an action on the Actions tab of the constituent’s record. To view the action, you
must select the Actions tab of the constituent record, and open the action. The Category of the action is
Mailing. The Type remains blank unless you have a business rule set up to add a type. To access the letter
from the action record itself, click the Microsoft Word icon in the bottom right status bar. For more

information about actions, see “Actions” on page 229. For more information about setting up business
rules, see the Security & Configuration Guide.

On the message, click OK. You return to the Word document.

6. Once you print the letter, click Return to [Constituent Name] on the toolbar. You return to the constituent
record.

7. On the toolbar, click Save and Close.

» Removing a letter from the Letter menu of a constituent record

Warning: Microsoft Word integration appears on your computer only if Word 2000 or above is installed.
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When you remove a letter from the constituent record Letter menu, you are not deleting the letter from the
Letters page, accessed from the Letters link of Configuration. You are simply removing it from the Letter
menu. To delete a letter from you database, you must go to the Letters page of Configuration and delete the
letter there.

Scenario: Your organization no longer uses the President’s Letter. From the Letter menu of a
constituent record, remove this letter.

Tip: You can also click the down arrow beside the Word button on the toolbar to remove a letter from the
Letter menu.

1. From the menu bar of a constituent record, select Letter, Modify Letter Menu. For more information
about opening a constituent record, see “Access Constituent Records” on page 4.

== Clara M. Daniels

File Edit “iew Constiuent | Letter Favorites Tools Help

E]Saveandﬁlose'|u|é wirite a Letter... —b|2v|?E||| ?'|&'|' |
ibutes I v Media Giftin-Kind v Wolunteer I v Frospect I Membership I v Everts I
Tt et ions I v Relationships I v Appeals I Motes I v Gifts
 Biographical————— Org Letter - Preferred &ddress - Home
Last name: IDanieIs Constituent Welcome Letter Couritry: IUnited States j Fore...
First name: IEIara Brachure Letter Address lines: |48 Famridge Foad ;I
Middle name: IM}IIT President's Letter LI
Mew tembership ‘Welcome .
Titles: IMrs. . p. City: IDanbury
Appaintment Feminder
Suffines: I State: IET 'l Connectcut
Create a Mew Letter Format
Mickname: I - ZIP: IDBB‘ID nl DF'EI:I
tMaiden name: IProsser — Phones{Email{Links
o I194 DNCI Type INumber,l’EmaiI Addressl Shared? |
: || Home 2035552523 Shared
Gender: |Female =]/ 58N o11-00-9875

Birth date: |12£30a’1 915 l Age: 89
[T Deceased? Date:l ml

I arital status: IWidowed j  This constitugnt
= Iz inactive Is a solicitor [efails:
Spouse “Jesse E. Daniels r ) r - —I
[™ Gives anonymously I Has no valid addresses

Solicit code: IDD hot phone on weekends; Do not call after 9.0 [ Requests no emal

Frisnd (08/27/2001 -) vEducation | vBusiness | Bank |
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The Modify Letter Menu screen appears.

Modify Letter Menu E3 |

Show theze |etters in the Letter menw:

Gift-in-Kind Search
Irdividual Letter ﬂ_—
Organization Letter T Hew
Corngtituent Welcame Letter _—
Mew Membership Welcome (v | Open
Appointrent Remindear ¥ Bemove
Brochure Letter —
Separator
A | 1p
W [own

Cloge |

Note: To permanently delete a letter from your database, you must go to the Letters link of Configuration.

2. Select the “President’s Letter” and click Remove. The President’s Letter no longer appears. It is not
permanently removed from your database, just from the Letter menu.

3. Click Close. You return to the constituent record.
4. On the toolbar, click Save and Close.

» Organizing the Letter menu of a constituent record

For your convenience, you can organize the Letter menu of a constituent record. You can move the letters up
or down, group categories of letters together, and divide one group from another by using separators. All
letters that appear on the Letter menu also appear on the Letters page, accessed from the Letters link of
Configuration. Organizing them on the Letter menu does not organize them on the Letters page. For more
information about the Letters link of Configuration, see the Configuration & Security Guide.

Tip: You can also click the down arrow beside the Word button on the toolbar to organize the Letter menu.



CONSTITUENT ANNOTATIONS, LETTERS, RECORD 21

1. From the menu bar of a constituent record, select Letter, Modify Letter Menu. For more information
about opening a constituent record, see “Access Constituent Records” on page 4.

lara M. Daniels

File Edit “iew Constiuent | Letter Favorites Tools Help
E]Saveandﬁlosev|u|é Wwiiite a Letter... —>|2v|?ﬁ| | ?v|&v|v |

v Attributes I v Media Miscellaneous Letter v Wolunteer I v Prospect I Membership I v Everts I

v Bio2 | v Org. Appaintment Feminder iohg | v Relationzhips | v Appeals | Hotes | v Gifts
~ Biographical——  Membership Package Letter | Prafered Address - Home
Last name: IDanieIs Carstituent ‘welcome Letter Country: |United States x| #More..
. C tulations - Weddi
First name: IEIara MR =it e i Addresz lines: |48 Farmridge Foad ;I

Brochure Letter

Micdle name: [yt Gy |
Titles: ers— New Membership Welcome City: IDanbury
Suffixes: l— Ind. Appoin.tment Hemindx.ar State: m Connecticut
N l— Congratulations - Graduation Z1p: m DPE:I—

Individual Letter

M aiden name: IPrnsser Organization Letter PhionesErmailfLinks
o lm— Congratulations - Baby DNCI Type INumber,l’EmaiI Addressl Shared? I
| Haome 203-555-2523 Shared
Gender: IFemaIe Create a New Letter Format

Birth date: |1 243011915 y
[T Deceased? Date: I ml

I arital status: IWidowed j  This constitugnt
Iz inactive Is a solicitor [efails:
Spouse “Jesse E. Daniels I_ ) r ) —I
[™ Gives anonymously I Has no valid addresses

Solicit code: IDD hot phone on weekends; Do not call after 9.0 [ Requests no emal

Frisnd (08/27/2001 -) vEducation | vBusiness | Bank |

The Modify Letter Menu screen appears.

Modify Letter Menu E |

Shaw theze letters in the Letter menw:

Mizcelaneous Letter i Search
Org. Appaintrment B eminder _—
Membership Package Letter -}a [T
Corstituent Welcome Letter —
Congratulations - Wedding (7 0pen
Brochure Letter —

Mew Memberzhip Welcome

Ind. Appointment Reminder

Congratulations - Graduation Separator
[ndividual Letter -

Qrganization Letter
riqrabul g A p

o [Dimwn

Cloze |
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2. Select a letter in the list (for example, a congratulations letter) and click the Up or Down buttons to move
the letter above or below the next similar letter in the list.

Modify Letter Menu E3 |

Show theze |etters in the Letter menw:

Congratulations - Baby ik Search
Congratulations - ‘Wedding _—
Congratulations - Graduation -:»h Hew
iMizcellaneaus Letter —_

Ora. Appointrient Beminder (| Open
tembership Package Letter —_—
Corstituent Welcome Letter W Remove
Brochure Letter —
Gift-in-Find

Mew Memberzhip Welcome Separator

Ind. Appointment Reminder
[ndividual Letter
Organization Letter 4 lp

¥ Ciown

Cloge |

3. Continue to move similar letters up and down until all letters are grouped together by specific type. For
example, after you group your congratulation letters, you decide to group your membership, individual,
organization, and miscellaneous letters.

4. To separate each group, select the last letter of each letter group and click Separator. A hyphen appears
below the selected letter.

Modify Letter Menu Ed |

Show these |etters in the Letter men:

Congratulations - B aby ~| @& Search
Congratulations - Wedding _
':‘a Mew

‘Conaratulations - Graduation
Org. Appointrient Reminder (7 Open
Organization Letter _—

- Bemove
[ndividual Letter x_—
Ind. Appaintrment Beminder

- Separator
tembership Package Letter

Mew Memberzhip Welcome

. — 4 llp
Mizcellaneous Leter

Brochure Letter ;I W Down

Cloze

5. Click Close. You return to the constituent record.



6. From the menu bar, select Letter. The menu appears neater and more organized. Where you placed a
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hyphen, a line appears, separating the letter types.

== Clara M. Daniels

File Edit “iew Constiuent | Letter Favorites Tools Help
E]Saveandﬁlose'|u|é “wirite a Letter... —b|2v|?E||| ?'|&'|' |
v Attributes I v Media Congratulations - Baby v Yolunteer I v Prospect I Membership I w Events I
v Bio 2 I vl Cangratulations - Wedding iohs I v Relationships I v Appeals I Motes I v Gifts
— Biographical Congratulations - Graduation - Preferred Address - Home
Last : i : Ui 3
Azt name: IDameIs Org. Appointment Reminder Eountry.lUmted States j #Mare...
First name: IEIara Organization Letter Address lines: |48 Farmridge Road ;I
Mg e IMyrtIe Individual Letter LI
Titles: IM[S. Ind. &ppointment Reminder City: IDanbur_l,l
e Stat :IET l i
Suies I Membership Package Letter e )| ety
Mickname: I Mew Membership Welcome ZIF: IUBB‘ID ﬁl DPE:I
M aiden name: IPrnsser Miscellaneous Letter Phones/Email{Links
D: |194— Brochure Letter DNCI Type INumber,l’EmaiI Addressl Shared? |
Constituent ‘welcome Letter — Home 2035552523 Shared
Gender: IFemaIe ———
ift-in-K.ir —
Birth date: |12z’302’1 =114
ro a Create a Mew Letter Format
Seease Modify Letter Menu...
I arital status: IWidowed hd| — This constitugnt
Iz inacti | ficit [efails:
Spouse “Jesse E. Daniels o s.lnac e I [gestE 0_[ _I
[™ Gives anonymously I Has no valid addresses
Solicit code: IDD hot phone on weekends; Do not call after 9.0 [ Requests no emal
Friend (06/27/2001 -) vEducation | vBusiess | Bank |

7. On the toolbar, click Save and Close.

Converting Record Types

Warning: If a record is integrated between The Raiser’s Edge and The Education Edge, the option to convert
record types is disabled.

The Raiser’s Edge gives you the ability to convert an individual constituent record to an organization constituent
record, and an organization constituent record to an individual constituent record. This feature is invaluable after
a conversion from another software program, a conversion from an earlier version of The Raiser’s Edge, an
import from another database, or a data entry error. This functionality saves you a tremendous amount of time
because it keeps you from having to create a new record and manually reenter a constituent’s information.

Individual to Organization

The reasons for converting an individual constituent record to an organization constituent record are many. The
procedure is simple, but it is important you know what happens to your data in the process and afterwards.
Because of the many different fields and functions of an individual and organization record, some situations
prevent a conversion from taking place, and other situations make it impossible for certain pieces of data to
convert.

If an individual constituent record has an Academy ID, it cannot convert to an organization constituent record. An
Academy ID indicates the record exists in Blackbaud’s Academy, as well as The Raiser’s Edge. If an individual
constituent record has event participation information, it cannot convert to an organization constituent record.
Even though these situations prevent The Raiser’s Edge from automatically converting the record, you can still
create a new organization record and manually enter the information.
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Two pieces of data cannot convert from an individual constituent record to an organization constituent record
because these fields do not exist on organization records. They are Spouse and Education. If an individual
constituent record has a spouse individual relationship (where the This individual is the Spouse checkbox is
marked on the General 1 tab of the relationship record), the spouse individual relationship record converts to
the organization constituent record as a regular individual relationship record, because organizations cannot have
a spouse. If the individual constituent record has any education relationships, they cannot convert because
education is not an available field on an organization constituent record. You receive a warning message
referencing these fields when you attempt to convert. The message asks if you are sure you want to proceed. If
you click No, you remain on the individual record and nothing changes. If you click Yes, the record converts,
minus the spouse and education data.

Once you decide you are ready to convert an individual constituent record to an organization constituent record,
a few additional pieces of data must be considered. Although most information is retained during the conversion
process, because of the differences between the two record types, data is stored in alternate places once
converted to an organization record. The key name (first name, middle initial, last name) becomes the Org name,
and the majority of the individual biographical fields are converted into a notepad. For fields that do not exist on
an organization record, The Raiser’s Edge creates a notepad to retain this information. The notepad Type is
Conversion notes; Date is the conversion date; Title is Conversion title; Description is Conversion description; and
the actual note lists the field name, if it contained individual data, along with the data it did contain. This situation
applies to First name, Middle name, Titles, Suffixes, Nickname, Maiden name, Gender, SSN, Birth date, Marital
status, Ethnicity, Religion, Birthplace, Deceased, and deceased Date. A notepad is always created with the
conversion.

» Converting an individual record to an organization record

Warning: Before you convert a record in The Raiser’s Edge, you should have a complete backup of your
database. To successfully back up your data, you must first shut down the database.

The Raiser’s Edge gives you the ability to convert an individual record to an organization record. This
functionality saves you a tremendous amount of time because it keeps you from having to create a new
record and manually reenter a constituent’s information.

1. From an individual constituent record, select Constituent, Convert to Organization from the menu bar.
For more information about opening a constituent record, see “Access Constituent Records” on page 4.

== Robert C. Hernandez H=] 3
File Edt “iew | Constituent Letter Favortes Tools Help
[ Save and Clos M First Constituent | —+ | - | | | ? v|&'| ‘2'| -
| <) B Comsliusi | I v Wolunteer I v Prospect I w Membership I v Events I
» b Hest Constituent ations I v Relationships I v Appeals I v Notes I v Gifts
Last Constituent
~ Bingraphical — (1] st i I — Prefered Address - Home
Last name: l - Goto'Wendy Hemandez Enuntr_u'lUnited States j More...
Fifst name. l Lorvert to Organization... el | 410 17th St ;I
Middle name: I St Credlt fan Spouse’s Gifts.. LI
Titles: l Merge... 3 City: IDenver
Suffixes:l Load Defaults fram... Slate:ICD jv Caltorzts
Mickname: I Ej Duplicate Search ZlP:ISDZD2-44DZ nl DPE:ISS
Maiden name: l Copp/Share Address from Constituent... | |Ph°”§w“nk5 I ﬂ
i ?
1D: l Copy Preferred Address to Alternate pile To3e it e SiEel
Harne 303-555-3301 Mot Shared
Bamdar Walidate with AddressAccelerator —
Ender: | Beeper 303-555-2000 Cannot be Share
Bitth date: l m fhatiless Lanlip | Ernail thernandez@net.com | Cannok be Share
-
] Send Email N : _I Fay 217-555-114n Mt Shared
Marital status: IMarried j - Thiz canstituent
™ lsinactive W lsasclicitor v Details
Spouse “Wendy Hemandez k
I Gives anonymaoush I Has no valid addresses
Solicit code: IDO niot phone on weekends; Do not call after 3:0 [ Requests no emai
Board Member (01012003 - ); Volunteer [03/2000 - |; Alumnus (03387 - ) »Education | T | v Bank |
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2. You may receive a warning message, notifying you that the individual record itself cannot convert, with a
statement explaining why. If you receive a message like this, click OK. You return to the constituent
record. Even though a situation may prevent The Raiser’s Edge from automatically converting the record,
you can still create a new organization record and manually enter the information.

3. You may receive a message stating that particular information cannot convert, and asking you if you want
to continue.

The Raiser's Edge |

® The fallowing infarmation on this Individual record will not be converted to the Organization
record:
|ndividual relationzhip buziness information
Education relationships

Do you want o continue?

To continue, click Yes.

4. You may receive a message asking if you want to save before proceeding. Click Yes. The individual record
is converted into an organization record.

5. On the toolbar, click Save and Close.

Organization to Individual

The reasons for converting an organization constituent record to an individual constituent record are many, and
the procedure is simple. It is important you know what happens to your data in the process and afterwards.
Because of the many different fields and functions of an individual and organization record, some scenarios
prevent a conversion from taking place, and other situations make it impossible for certain pieces of data to
convert.

Three situations prevent an organization constituent record from converting to an individual constituent record.
If the organization record has matching gifts; if the organization record is marked as the “primary business” for
any other record; or if the organization record has any event participation information, it cannot convert. Even
though these situations prevent The Raiser’s Edge from automatically converting the records, you can still create
a new organization constituent record and manually enter the information.

If an organization constituent record has an ID number assigned by MatchFinder, this piece of information cannot
convert. You receive a warning message referencing this field when you attempt to convert. The message asks if
you are sure you want to proceed. If you click No, you remain on the organization record and nothing changes. If
you click Yes, the record converts, minus the MatchFinder ID.

Once you decide you are ready to convert an organization constituent record to an individual constituent record,
a few additional pieces of data must be considered. Although most information is retained during the conversion
process, because of the differences between the two record types, data is stored in alternate places once
converted to an individual record. Org name becomes Last name, and the majority of the organizational
biographical fields are converted into a notepad. For fields that do not exist on an individual record, The Raiser’s
Edge creates a notepad to retain this information. The notepad Type is Conversion notes; the Date is the
conversion date; the Title is Conversion title; Description is Conversion description; and the actual note lists the
field name, if it contained organizational data, along with the data it did contain. This scenario applies to Industry,
Parent corp, No. employees, No. subsidiaries, and all matching gift information, which includes Organization
matches gifts, Factor, Fiscal year starts, Matching Gift Limits, and matching Notes. A notepad is always created
with the conversion.

» Converting an organization record to an individual record

Warning: Before you convert a record in The Raiser’s Edge, you should have a complete backup of your
database. To successfully back up your data, you must first shut down the database.
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The Raiser’s Edge gives you the ability to convert an organization record to an individual record. This
functionality saves you a tremendous amount of time because it keeps you from having to create a new
record and manually reenter a constituent’s information.

1. From an organization constituent record, select Constituent, Convert to Individual from the menu bar.
For more information about opening a constituent record, see “Access Constituent Records” on page 4.

== Carter Pharmaceuticals, Inc.
File Edt Yiew | Constituent Letter Favortes Tools  Help
[ Save and Clos M First Constituent M | = | -

= 7% G o

L AiE)

4 Brevious Constituent r I Prospect I temberzhip | w Ewvents I
| . b Newt Constituent ips I Appeals I Motes I v Gifts | W Attributes I Media
M Last Constituent
Org Name:l-l Aliages |

\D: I- = A Eelie]

— Prefered Addre Lonvert to Individual
Country: I-I Soft Credtifon Spouses Eits..

¥ Organization matches gifts

— Matching Gift Information

Factar: |1 Fiscal year starts: ID‘I.-"D‘I
_ LDad_Derau"S ioarm... Matching GiFt Limits
Elty:F & Duplicate Search I Minimum I -

|5

Address lines: [ Merge...

State:l-l Address Sharing Options... e $25.00 $5,000.00
: — — Annual per donar $25.00 $5,000.00
ZIP: r Copy Preferred Address to Alternate st gy e 425.00 $15,000.00
Walidate with Addiesshocelerator —
Motes:
onc| T m Address Lookup
I .VI j tust be full time
|| [PusinelE e v
— Thiz constituent
I lsinactive ™ |z a solicitar [Vetas
I Gives anonymously ™ Has novalid addresses

Solicit code: [One solicitation annually ™ Reguests no e-mail

Matching Gift Company; CorporationtBusiness Bank |

2. You may receive a warning message, notifying you that the organization constituent record itself cannot
convert, with a statement explaining why.

The Raizer's Edge

prezent and iz the primary buziness on at least one individual's record and has event

@ Thiz organization cannot be converted to an individual because it haz matching giftz
participation information.

If you receive a message like this, click OK. You return to the organization constituent record. Even though
a situation may prevent The Raiser’s Edge from automatically converting the record, you can still create a
new individual record and manually enter the information.

3. You may receive a message stating that particular information cannot convert, and asking if you want to

continue.
The Raizer's Edge |
@ The following infarmation far this Qrganization recard will not be comverted ta the Tndividual
record:

|ndividual relationzhip Contact information
|ndividual relationzhip Employes information

Do you want to continue?
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To continue, click Yes.

4. You may receive a message asking if you want to save before proceeding. Click Yes. The organization
record is converted to an individual record.

5. On the toolbar, click Save and Close.

Merging Constituent Records

You can merge constituent records from Administration. On the Administration page, you can use the Merge
Constituents link to move or copy the selected contents of one constituent record into another. You must be
working with the same constituent record type — individual or organization — to use this link. For example, if
you try to merge an organization record with an individual record, The Raiser’s Edge generates an error message,
reminding you the records must be the same type.

You can also merge constituent records from the menu bar of a constituent record. From the menu bar of an
open constituent record, select Constituent, Merge. You can then select to merge the contents from the
constituent record you have open to another constituent record (Merge from [Constituent Record] into...) or
merge another constituent record into the constituent record you have open (Merge a constituent into
[Constituent Record]).

The Raiser’s Edge merges constituent records on a one-to-one basis. For example, you can merge Fred Smith
with Frederick Smith; but you cannot merge Fred Smith with Frederick Smith, Mary Smith, and F. Smith, all at the
same time. You must perform a separate merge for each constituent record you want to merge with Fred Smith’s
constituent record.

Tip: Not only can you merge two individuals or organizations who are duplicates, you can also merge an
individual constituent into a spouse’s constituent record, if the individual passes away. This way, you can keep
all the deceased’s information on the spouse’s constituent record.

You select the information you want to merge. For example, you may need to merge information from only the
Gifts tab of one constituent record onto the Gifts tab of another record. Or, you may decide to merge all
information contained in one constituent record to another constituent record. Once the merge is complete, you
can delete the source constituent record, permanently removing it from your database.

You should analyze your duplicate constituent records carefully before you merge the records to make sure you
need to merge the records.

How Data Is Merged

Data from one constituent record (Merge From) merges into another constituent record (Merge To) in three
ways.

¢ Copied - The data on the Merge From record is copied to the Merge To record, and the program does not check
for data duplications. For example, all education records are copied to the Merge To record, regardless of
whether they already exist.

¢ Copied if it does not exist on the Merge To record - The data on the Merge From record is copied to the Merge
To record only if it does not exist on the Merge To record; for example, a middle name. This happens because
data on the Merge To record has precedence and is not overwritten.



222 CHAPTER

¢ Moved - The data on the Merge From record is moved to the Merge To record. Data is copied from the Merge
From record and moved to the Merge To record, then deleted from the Merge From record. This happens
when the program cannot store the same value twice; such as with gifts and appeals.

i I ir "
Merge leom Merge To
Récor Recor

Alternate Addresses A:Emdle A_dl.‘:resses
Addressee/Salutations Addressee/Salutations
Relationships, except Spouse Relationships, except Spouse
Appeals ) Appeals

Notes Moved Ni_:rf:es

Gifts Gifts

Adtions Adtions

Media Media

Attributes Attributes

HonorMemorial Information Honor/Memorial Information
Yolunteer Information Volunteer Inionna.tion
Prospect Information F‘I‘DSPt;e;Zt |In_iDrm-l tion
Memberships Memberships

Events (if allows multiple Events (if alluw.s I'I'Il.ll.tlplt.!'
constituent registration is constituent registration is
marked) marked)

Spouse Records Spouse Records

Moved if it does
not exist on the
“Merge To"
record

Data on the Bio 1 Data on the Bio 1
and Bio 2 Tabs * and Bio 2 Tabs *

Copied if it does
nol exist on the

* Cender, 55M, 1D, Aliases, * Cender, 55M, 1D, Aliases,

and Constituant is a solicitor and Constituant is a solicitor

checkbox are exce ptions “Merge To” checkbox are exce ptions
record

Keep in mind that Preferred Address fields do not merge as part of this process.

» Merging two constituent records

This procedure shows you how to merge two constituent records from Administration. You can also merge
two constituent records from the menu bar of a constituent record. The process is similar, but instead select
Constituent, Merge from the menu bar of the constituent record. You can then select to merge the contents
from the constituent record you have open to another constituent record (Merge from [Constituent Record]
into...) or merge another constituent record into the constituent record you have open (Merge a constituent
into [Constituent Record]).

Warning: To merge two constituent records, you must be working with the same record type, individual or
organization.
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#h The Raiser's Edge
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. The Administration page appears.

File Edit “iew Go Favortes Tools Help

4 Back & Furwaldl Open in separate window

mrlm Ristration

Administration

System Statistics b System Statistics

b Irnport

b Irnport Standing Orders
E‘:ﬁgimandm b Globally Add Records
Globaly Add b Globally Change Records
Records b Globally Delete Records
Globally Change b Globally Write Off Pledges

Import

Globally Delete
Records

Glabally write OIff
Pledges

Convert Pledges
Tao Recuring
Gifts

Post ko Nominal
Ledger

Duplicate
Constituents

Merge

b Post to General Ledger

b Duplicate Constituents

b Merge ConstitLents

b Drop Lapsed Mermbers

b Security

b Queus

b Data Enrichment Services

Records b Convert Pledges To Recurring Gifts

Constituents System Statistics

Drop Lapsed

h Statistics, see the Program
= o n Security :I

‘welcome to The Raiser's Edge 7

Members Provides you with & count of the records in your database. For more information about System

Basics chapter of the Program Basics Guide.

S [ I |

2. Click Merge Constituents. The Merge Constituents screen appears.

Merge Constituents [ x|

3.

4.

This Facility will merge the infarmation stared in one constituent record into another constituent recard.

Merge From

Merge To

D Fiegler ﬁl » IDianne Ziegler ﬁl

|nfarmation
Bingraphical -
Spouse

Education Information

MHeotes

formnation ;I

[ Exclude soft credits when merging gifts

W Delete source constituent

Comtacts >

AddresszesS alutation 3

Relationzhips <
Lppeals <<

Infarmation to be meried

terge Noﬂl

Cancel |

In the Merge From field, enter the na
constituent record. In the Merge To fi

me of the constituent record you want to merge into the other
eld, enter the name of the constituent record into which you want

the information transferred. From either field, you can click the binoculars to access the Open screen to

search your database for that record.

The Information box contains all information available for the merge. If the merge is between two

individual records, only categories pe
organization records, only categories

rtaining to individual records appear. If the merge is between two
pertaining to organization records appear.
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In the Information box, select the information you want to merge. For example, to merge only the
information on the Gifts tab of the constituent records, select “Gifts” and click the single right arrow to
move “Gifts” into the Information to be merged box. You can use the double right arrows to move all the
information over. You can use the left single or double arrows to move the information out of the
Information to be merged box and back into the Information box.

If you are merging information from the Gifts tab and you want all soft credits moved into the merged
constituent record, do not mark the Exclude soft credits when merging gifts checkbox.

For example, you are merging the information from the Gifts tab of one constituent record into another
constituent record. These two constituents are actually the same person and you intend to delete the
source constituent record in the Merge From field once the merge is complete. Because you want the soft
credits to appear on the merged record, leave this checkbox unmarked.

Warning: When you merge constituent records, if a constituent record is linked to an Accounts Payable
vendor record, you can delete the existing link between The Raiser’s Edge and the Accounts Payable vendor
record. If the record you enter in the Merge From field is the one with the link to the Accounts Payable vendor,
the link is broken.

6.

7.

If you want the constituent record entered in the Merge From field automatically deleted after the
merge, mark the Delete source constituent checkbox. If you feel more comfortable deleting this record
manually after the merge, or you do not want to delete the constituent record in the Merge From field at
all, leave this checkbox unmarked.

To merge the two constituent records, click Merge Now. A warning message appears, asking if you are
sure you want to merge the two records.

The Raizer's Edge |

@ Are pou zure you want to merge D Ziegler and Dianne Jiegler?

o |

8. Click Yes. The program runs the constituent merge. A screen appears, confirming the merge and asking if

you want to merge another pair of constituents.

The Raiser's Edge |

D Ziegler and Dianne Siegler have been menged.
C'o you wish to merge anather pair of Constituents?

9. Toreturn to the Administration page, Click No. To merge another pair of constituent records, click Yes. You

return to the Merge Constituents screen.

Merging Nonconstituent Relationship Records

Nonconstituent relationships can be shared between constituents. For example, a child who is not a constituent
in your database can exist as a single shared nonconstituent relationship record on both parents’ constituent
record Relationships tabs. Using the Nonconstituent Merge Utility on the Plug-Ins page, you can merge selected
nonconstituent relationship records in your database and delete the source records.
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» Merging nonconstituent relationship records

You must have Administrator rights set up from the Security link of Administration to run the Nonconstituent
Merge Utility.

1.

2.

On the Raiser’s Edge bar, click Plug-Ins. The Plug-Ins page appears.

The Raiser’s Edge
File Edit %iew Go Favortes Tools

[_[5]x]

Help

4 Back o Forwald| Open in separate window

Database
Connection
Wiewer

Sample Action
Plug-in
Post-Conversion
Asistant

Import Recuring
Gifts

Nonconstituent
erge Ltility
Fund Graph
wihat is a
Plug-In?

Read-Only
Database
Assistance Query
Toaol

User Margin
Ultiliy

‘welcome to The Raiser's Edge 7

o PIUgHINS

=
b Database Connection Yiewer b Fund Graph
} Sarmple Action Plug-in b What is & Plug-In?
b Post-Corversion sssistant b Read-Only Database Assistance Query Tool
b Import Recurring Gifts b User Margin Utility
b Monconstituent Merge Utility
|

Nonconstituent Merge Utility

2 Merge duplicate nonconstiuert records:

Z

Click Nonconstituent Merge Utility. The Nonconstituent Merge Utility screen appears.

onconstituent Merge

MEEEIHEHES e gl e HEMEES [ & e are

|| Field I Walue I
First Mame:

Middle Marne:

Last Mame:

Address:

by

State:

ZIP:
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3. To search your database for duplicate nonconstituent relationship records, click Search For Duplicates on
the action bar. The records which have duplicates appear on the left.

. Nonconstituent Merge Utility =]
itz Rzt L e
Dianne D. Cone [Daughter] - Clara M. Daniels [Mother) || Field I ‘Walue I
Curtis Grayson [Son] - Knsty Graham [Mother] First Mame:  Dianne
Clarice E. H_iddle [D aughter] - Clara M. Da_niels [Mother] Middle Mame: Daniels
ACCI Associates [Employer] - Joseph P. Diresta [Emplopee] s @
Carolina Bank [Employer] - Cole Hensley [Employee] ast Hame: one
Internet Services of the Lowcountry (Employer] - Geoffrey T. Beckner (Emplo: Address: 1354 Murra. ..
------- Wright & Right Publizhers [Employer] - Allizon S. Davis (Employee) City: Plaver
State: WI
zIP: 4467
1] | H

Note: Once you click Search For Duplicates, you can cancel the process at any time and merge only the
relationships that appear on the screen thus far. You can run the process as many times as necessary to merge
all nonconstituent relationship records.

4. To expand each name to see detailed information about the duplicates, click the plus sign beside each
name.

onconstituent Merge

fulaitiz Rz e

] - Clara M. Daniels [Mother) || Field | Walue I
Diarne D. Cone (Sister) - Bebe D. Kemp [Sister) Fitst Mame:  Dianne
Dianne D. Cone [Daughterin-law] - Agnes M. Cone [Mather-in-law)
Dianne D. Cone [Cousin) - Catlin B. Daly [Cousin)
Curtis Grayson [Son] - Kristy Graham [Mother]

Middle Mame:  Daniels

Last Mame:  Cone

---------- Curtis Grapson [Son] - Wade C. Grayson [Father) Address: 1354 Murra. ..
Clarice E. Riddle [Daughter] - Clara M. Daniels [Mother) City: Flover
‘e Clarice E. Riddle (Sister] - Bebe D. Kemp (Sister) State: Wl
Clarice E. Riddle [Cousin] - Catlin B. Daly [Cousin] 71P: 54467

ACCI Associates [Employer] - Joseph P. Diresta [Employee]
ACC Associates [Employer] - Kathering Garrity [E mplovee)
Carolina Bank [Employer] - Cole Hensley [Employee]
e Caraling Bank [Emplayer] - Laura Holt [Employes]
Internet Services of the Lowcountry [Employer] - Geoffrey T. Beckner [Emj
Internet Services of the Lowcountry [Emplayer] - Elizabeth Bronzon [Employee]
Internet Services of the Lowcountry [Employer] - Cynthia Clover [Employee]
B Wright & Right Publishers [Employer] - Allison S_ Davis [Employee]

| oo ftight & Right Publishers [Farmer Emplayer] - Anaela Diresta [Farmer EImDIovee]_ILI
L »

5. To view details about each nonconstituent relationship record, select the record. Details from the
nonconstituent relationship record appear on the right. If you do not want to show the box on the right,
click Hide Details on the action bar.

6. Once you view details, you may decide to use the arrows on the action bar to move records up or down in
the tree view. To make a child relationship the parent relationship, select the child relationship and click
Make Parent on the action bar. Once you click Make Parent, the child becomes the parent at the top of
the list.

7. Toremove a relationship record from the list, select the record and click Remove on the action bar. When
you remove a parent, the first child in the list moves up to the parent node. If you search for duplicates
again, the record will reappear.

Note:
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8. When you are ready to merge the nonconstituent relationship records, on the action bar, click the arrow
beside Merge Node. A submenu appears.

. Nonconstituent Merge Utility =]
i itz Rzt L e

Merge Node M. Daniels [Mother) = || Field I Walue I
- Kemp [Sister) First Mame:  Dianne
-Agnes M. Cone [Mother-inlaw] Middle Mame: Daniels

Dianne 0. Cone [Cougin] - Catlin B. Daly [Cousin)

Cu!lis Grayson [Son] - Knisty Graham [Mother] Lasdliane Jugcons

“eee Curtis Grapson [Son) - Wade C. Grayson [Father) Address: 1354 Murra. ..
Ela_lice E. Riddle [D aughter] - Clara M. Daniels [Mother) City: Flover
Clarice E. Riddle [Sister] - Bebe D. Kemp [Sister] Skate: WI
Clarice E. Riddle [Cousin] - Catlin B, Daly [Cousin) FIP: S4467

ACCI Aszociates [Employer] - Joseph P. Diresta [Emplopee]
Lo ACC] Associates [Ermployer] - K.atherine Garrity [E mplayes]
Carolina Bank [Employer] - Cole Hensley [Employee]
e Caroling Bank [Ernployer] - Laura Halt [Enplayes]
Internet Services of the Lowcountry [Employer] - Geoffrey T. Beckner [Emy
Internet Services of the Lowcountry [Employer] - Elizabeth Brongon [Employee]
Irternet Services of the Lowcountry [Emplaver] - Cunthia Claver [Emplayes]
B ‘Wright & Right Publishers [Employer] - Allison 5. Daviz [Employee]
o fright & Right Publishers [Former Emplover] - Angela Diresta [Former EImDIovee]_lﬂ
»

1]

9. Select Merge All. A message appears asking if you are sure you want to merge the records. Once merged,
there is no undo.

The Raizer's Edge ]

Are pou zure you want to merge these recordz’?
Y'ou cannot undo the merge process.

Note: When you click No, you return to the Nonconstituent Merge Utility and nothing happens.

10. To merge the records, click Yes. Information is merged as follows:

¢ No fields in the parent (top) record are overwritten. Only empty fields are populated from the child
records. Fields are populated in order of the tree view. Information from the first child record under the
parent record is used. Information is used from each record in successive order.

¢ Addresses are used as a whole. Address parts from child records are not used. If the parent’s entire
address is empty, then the address from the first child with an address is used.

¢ Phone numbers are added unless a phone type already exists. The children’s duplicate phone types are
ignored.

¢ Attributes are added unless an exact match exists or only one attribute of a particular type can be added.

¢ Education records are added unless an exact match exists. Any empty fields on the education record are
filled in using the child records with an exact match.

e Business (organization) records are not merged unless the organization is an organization that is a
constituent in your database. Only business records with matching constituent IDs are merged.

¢ Any locked nonconstituent relationships are written to a control report.

Note:

11. Once the records are merged, the control report appears. To close the control report, click the red “X” in
the top left corner. You return the Nonconstituent Merge Utility screen.

12. On the action bar, click Close. You return to the Plug-Ins page.
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Override Giving Score Ratings

If your data has been scored by Target Analytics for the Giving Score, you can manually override the Giving Score
prospect rating assigned to each constituent from the constituent record. The Giving Score prospect rating
appears in the status bar of the constituent record.

Note: Target Analytics scores your data through the Data Health Center. For information about how to submit
your data to be scored for the Giving Score, see the Data Health Center Guide.

» Override a Giving Score rating
1. Open the constituent record for which to override the Giving Score rating.

2. On the status bar, click the rating button. The Giving Score screen appears.

Note: The current Giving Score rating for the constituent appears in the status bar. Giving Score ratings
include VIP, Fan, Long-Shot, Acquaintance. If the constituent does not have a rating, their status is No Score.

Giving Score for Mark D. Adamsc

Change Giving Score for Mark 0. Adamzon;
¥ e Blackbaud's zcore; Fan

Lz your scone; I'\-"lF' j

(] I Cancel |

3. Select the Giving Score rating to use.

¢ To use the Giving Score rating assigned to the constituent when Target Analytics scored your data through
the Data Health Center, click Use Blackbaud’s score.

This option automatically assigns the most recent Giving Score rating from Target Analytics.

¢ To override the Target Analytics Giving Score rating and assign another rating, click Use your score and
select the rating to assign.

The rating you assign will not change unless you assign a new one or select to use the Target Analytics
score.

4. Click OK. You return to the constituent record.
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In The Raiser’s Edge, actions are specific steps you take toward securing a donation from a constituent. Actions
can include meetings, mailings, telephone calls, email messages, and advocacy. Using actions, you can build a
history of contacts and communication involved in creating a successful relationship with a constituent. In
addition to tracking meetings, phone calls, and mailings, The Raiser’s Edge can automatically remind you days,
weeks, or months before an action is scheduled to occur.

Note: For more information about moves management, log into www.blackbaud.com. Under Nonprofit
Resources, select White Papers. Click the Embracing Technology for Moves Management Success link.

You can assign an action to a specific constituent. If you use Event Management, you can assign an action for an
event. You can also assign an action for a specific appeal. When you assign an action, you create a new action
record. This record holds a variety of information, including constituent or event name, appeal ID, action
category, action type, date, solicitor, status, and priority. You can also link action records together into an action
track, which is a sequence of related actions. Action tracks help you with your moves management strategies.

This chapter explains how to add, access, and work with action records and action tracks. It also introduces you to
the basic concepts of action records, and defines words and phrases you need to know. The scenarios throughout
The Raiser’s Edge documentation walk you step-by-step through various procedures. Using these scenarios with
the sample database is a fun way to learn The Raiser’s Edge.

Frequently Used Terms

This section defines words and phrases you need to know as you work with actions, action tracks, and action
records. If you come across an unfamiliar term when reading this or any chapter in The Raiser’s Edge
documentation, make sure you check the online glossary in the help file.

Action. An action is a specific step you take toward securing a donation from a constituent. It can include
meetings, mailings, telephone calls, and email messages. Actions allow you to build a history of contacts and
communications involved in creating a successful relationship with a constituent.

Action category. An action category defines the nature of the action. The categories are Phone Call, Meeting,
Mailing, Email, Advocacy, or Task/Other. The action record has varying available fields depending on the
category you select. For example, if you select Phone Call, you have a field to track the desired phone number
and if you select Meeting, you can specify the location. Advocacy actions work differently than phone calls,
meetings, mailings, email, and other types of actions. For more information, see Advocacy action.

Note: We recommend you set up an Action Reminder panel on the Home tab of User Options. When you open
The Raiser’s Edge, you are automatically reminded of your actions on the Home page. For more information
about setting up this panel, see the Program Basics Guide.

Action notification reminder. A notification reminder (action reminder) in The Raiser’s Edge reminds you days,
weeks, or months before an action is scheduled to occur. You can easily keep track of when to phone a
constituent, send out a mailing, or meet a prospect for lunch. The notification can be set up to remind any
user in your database. Advocacy actions do not use notification reminders.

Action record. An action record contains all the pertinent information surrounding an action. Every action in the
database has its own record, which can be accessed from the Actions tab of a constituent, event, or appeal
record; or directly through the Actions page of Records.

Action status. Action status is a user-defined field that indicates the condition of the action. Examples are Open,
Closed, Pending, Completed, and Not Completed. These statuses are used in building action tracks, creating
queries, and generating reports.
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Action track. An action track is a predefined sequence or series of actions assigned to a constituent, event, or
appeal record. Tracks are usually a combination of independent and dependent actions. The creation of
dependent actions is based on the completion of a previous independent action. Tracks simulate a hierarchal
process or checklist for a constituent, event, or appeal. You can effectively use action tracks as part of your
moves management strategies.

Action type. An action type is a user-created table that further defines the action category. Examples for Mailing
may be Follow-up letter, Invitation, Welcome letter, Inquiry, and Birthday card.

Advocacy action. Nonprofits engage in advocacy whenever they work to change public policy. This means
activities such as lobbying or partisan political activity, but it also means activities such as community
organizing, working with the media, reporting on community problems, conducting get-out-to-vote
campaigns, protesting in the streets, and more. You can use action records with a category of Advocacy to
record actions your constituents take in response to an action alert, action email, appeal, or phone call
initiated by you. Advocacy actions work differently than other actions in The Raiser's Edge. Instead of
recording an action you take upon a constituent (such as a phone call, lunch meeting, or visit), this specific
action category tracks the type of action a constituent takes in response to a form of advocacy.

Inactive action. An inactive action is no longer current or valid. Instead of deleting an action record, you can
designate it as Completed or Closed. The action remains in your database for historic purposes.

Inactive action track. An inactive action track is no longer current or valid. We recommend you mark the Track is
inactive checkbox in lieu of deleting the action track. This way, the track remains in your database for historic
purposes.

Note: Prospect Research Management is also a great tool for moves management tracking. For more
information about Prospect Research Management, see the Prospect Data Entry Guide.

Moves management. Moves management is a system of monitoring, developing, and continuing relationships
with your donors. The term “moves management” refers to a system to move a constituent from suspect to
prospect to donor. You can use action tracks as part of your moves management strategies.
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Navigating in Action Records

Because records are such an important part of The Raiser’s Edge, we placed all record types in one area so you
can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet to pull out a record. When
you open Records, you can directly access (pull out) several record types, including action records. Click Records
on the Raiser’s Edge bar and click the Actions button. The Actions page appears.

The Raiser's Edge MEE

File Edit “iew Go Favoiles Tools Help

4 Back & Forward| Open in separate window

e .

Conslituents ;I
G Actions
| Actions

Campaigris e -

Funds \\/ MNew Action W Open an Action

Appeals

Memberships

Jobs

Events Recently Accessed Records Quick Find

Mark D, Adamson: 06/15/2007 Adwacacy &

Keith D, Radcliffe; 07/01/2007 Maiing
Winstan R, Take: 07/01/2006 Phone Call
Claudia L. Ivery: 07/01/2006 Email

Fhillip B. Keller: 01/01/2006 TaskiOther
Timathey D, Bilings: 010172006 Task/Other
Marlena Modason: 01/29/2006 Maiing
The Bean Grinder: 01/10/2006 Mailing
Paul R. Frantz: 11/15/2005 Phone Cal
Paul R, Frantz: 12f09/2004 Mailing

‘Welcome to The Raizer's Edge 7

B

Tip: You can also view recently accessed action records by selecting File, Recently Accessed Actions from the
menu bar of an action record.

You should consider the Actions page the starting point for action records. From this page, you can add a new
action record or open an existing one. The Actions page also lists recently accessed action records and provides a
Quick Find field. This chapter gets you started by showing you how to add a new record and open an existing
record from the Actions page.

Once you add an action record for a constituent, event, or appeal, the action lists on the Actions tab of the
constituent, event, or appeal record. The way you use the Actions tab in each record type is similar. If you have
security rights, you can edit and delete action records. You can also add an entirely new action record from the
Actions tab, although we recommend you add or open action records from Records. Records allows the easiest
and most complete access to all record types.
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Actions Tab of a Constituent Record

The Actions tab of a constituent record stores the various communications between your organization and the
constituent. These actions may include meetings, mailings, phone calls, email, and advocacy.

== Hobert C. Hemandez

File Edit “iew Constituent Letter Favortes Tool: Help
ESaveandClose'|u|§'|ﬁ"| M 4 » M | = | 2*|? E| | ?'|§'| El |

vBiol | wEBin2 | v
v Adtributes | v Media |

Addrezzees,/S alutations | v Relationships | w Appeals | v Notes | v Gifts
+ Honor/Mermnarial | v Molunteer | v Prozpect | v Membership | v Events

) e = <
Solicitar(s) Status Completed? MNotepad Description
Birthday Continuous

12/09j2007 Mailing Letter Completed Mo

03/04/2007 Mailing Planming ™... Moharmmed Ra... Open Mo

05/01/2006 Meeting Board Mee. .. Continuous Mo Held in board roor quarke... Heldin ...
04/03/2006 Phone Call Fallow-Up Open Mo Calling ko discuss galf tour... Caling ...
02/18/2006 Mailing Brochure/1... Mahammed Ra... Pending Mo Sent invitation For Dr, Her... Sentin...
02/14/2006 Email Carrespon... Cpen Mo Sending Annual Report fa,.. Sendin...
02/01/2006 Meeting Dinner Me... Maohammed Ra... Completed Yes Ir. Riahman is taking Dr. ... Mr. Ra...
12/14/2005 Task{Other Wisit Completed Yes Participated in the Charity... Particip...
10/11/2005  Meeting Dinner Me... Mohammed Ra... Completed es

10/08/2005  Meeting Dinner Me... Mohammed Ra... Completed es Dinner meeking with Dr. H... Dinner ...
05/22f2005  TaskjOther Wisit Completed ¥es Dr. Hernandez came to vi... Dr. Her...
0Z{01/2005 Mailing Carrespon... Completed Yes Dr. Hernandez indicated h... Dr. Her...
12/01j2004 Mailing Carrespon... Moharmmed Ra... Complated Yes

02/13/2004 Email Inquiry David Murphy  Closad Yes

09/19/2003 Email Carrespan... Moharmmed Ra... Completed ¥es Friendly hello email, with..,  Friendl...
05/01/2003 Phone Call Fallow-Up  Maohammed Ra... Completed Yes

01/03/2003 Phone Call Introducti,., Maohammed Ra... Completed Yes Introductory call to Dr, H...  Introdu,..

| | i

You can determine the actions that appear on the tab by sorting and filtering. When you sort the grid, you specify
which action types appear. To sort, click the down arrow beside Show on the action bar and select the actions
you want to view. Your options are All actions, Track view, Next 7 days, Overdue actions, Open actions,
Completed actions, By category, By type, and Assigned to this solicitor.

Note: Assigned to this solicitor appears in the drop-down list in the Show field on the action bar only if the
constituent is a solicitor. This is the only way to see on the solicitor’s Actions tab the actions that have been
assigned to him, rather than his own actions.

When you filter the grid, you define the specific action category, type, status, and/or action date to appear. To
filter, click Filter on the action bar. When the Filters screen appears, enter your criteria and click OK. You can sort
and filter the grid at the same time. For example, you can sort the grid by selecting Completed actions and then
filter by selecting Advocacy. The grid then displays only completed actions with the category of Advocacy. These
options are particularly helpful when viewing constituent records that contain a large number of actions.
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Actions Tab of an Event Record

The Actions tab of an event record tracks the various communications between your organization and the
participants of an event. These actions may include meetings, mailings, phone calls, and email. By linking the
action to a specific event record, you ensure the action is applied to all participants registered for that event or to
certain participants, such as a vendor or the event planning committee.

Afternoon Tea [_ =]

File Edit ‘Wiew Ewent Favortes Toolz Help

ESaveandElnse'|n|§*@,' H 4 b H|—"'| 2-|||?'|¥'

W General I W Frices I W Expenses I Jobs I
v Participants U'ACIIDI"IS' W Attibutes | v Media | v Motez
A = P =]
Date™ | Categary Tvpe Salicikor(s) | Status Carmpleted? MNaotepad Description | Makes
07/09)... Mailing Letter Pending Mo
05/31)... Mailing Correspa,., David Ma... Pending Mo
0s/z6),.. TaskiOther  Pawment... Dawvid Mu... Pending s} Payment is Due on 6§02, Pay...
0304y, Email Question,.. David Mu... Open [}
01/05)... Meeting Flanning ... Qpen i}
| Mo, Participants: 15 |N0. Reaiztered: 14 |N0. Attended: 0

You can determine the actions that appear on the tab by sorting and filtering. When you sort the grid, you specify
which action types appear. To sort, click the down arrow beside Show on the action bar and select which actions
you want to view. Your options are All actions, Track view, Next 7 days, Overdue actions, Open actions,
Completed actions, By category, and By type.

When you filter the grid, you define the specific action category, type, status, and/or action date to appear. To
filter, click Filter on the action bar. When the Filters screen appears, enter your criteria and click OK. You can sort
and filter the grid at the same time. For example, you can sort the grid by selecting Overdue actions and then
filter by selecting Phone Call. The grid then displays only overdue actions with the category of Phone Call. These
options are particularly helpful when viewing event records that contain a large number of actions.
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Actions Tab of an Appeal Record

The Actions tab of an appeal record tracks the various communications between your organization and the
constituents who receive the appeal. You can also track actions associated with planning the appeal, such as
meetings before the appeal is enacted. Appeal actions may include meetings, mailings, phone calls, and email. By
linking the action to a specific appeal record, you ensure the actions are carried out.

& Membership Mailing M= E3
File Edit “iew Appeal Favorter Toolz Help

[5ave and Close - U|§'@’ H 4 » N|—"' 2'| ?'|§' |
W ﬁenerall W Eampaignsl W Fugdsl v Package: + Actionz |ﬂttrihgtes£E:<penses|

;Iﬁ @ 'x -

{08/03/2005 irg ko g :
06J06/2005  Meeting Dinnet .. David Mar,,, Completed  Yes First meeking conce.., We will,.,

You can determine the actions that appear on the Actions tab by sorting and filtering. When you sort the grid, you
specify which action types appear. To sort, click the down arrow beside Show on the action bar and select which
actions you want to view. Your options are All actions, Track view, Next 7 days, Overdue actions, Open actions,
Completed actions, By category, and By type.

When you filter the grid, you define the specific action category, type, status, and/or action date to display. To
filter, click Filter on the action bar. When the Filters screen appears, enter your criteria and click OK. You can sort
and filter the grid at the same time. For example, you can sort the grid by selecting Overdue actions and then
filter by selecting Phone Call. The grid then displays only overdue actions with the category of Phone Call. These
options are particularly helpful when viewing appeal records that contain a large number of actions.

Accessing Action Records

Tip: You can use shortcut keys to move around The Raiser’s Edge without using your mouse. For example,
press CTRL + S on your keyboard to save a record or CTRL + O to open a record.

When we use the term “accessing” an action record, we mean opening an existing record. Every action you enter
into The Raiser’s Edge has a separate action record. Once an action record is in the database, you can open the
record from the File menu on the shell of The Raiser’s Edge; from the File menu of an existing action record; from
the Actions tab of the constituent, event, or appeal record; and from the Actions page of Records. We
recommend opening records from Records because it allows the easiest and most complete access to all record
types.
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When you click Open an Action on the Actions page, the Open screen for actions appears. Use this screen to tell
The Raiser’s Edge how to find the record. You can make the search broad or specific, depending on the amount
of criteria you select. If you have a small database, you may want to enter limited information, such as Last/Org
name, Event name, or Appeal ID and browse the records. If you have a larger database, you may need to be more
selective and enter detailed information, such as First name or Action date.

The search process is not case-sensitive, so you can enter Smith, smith, or SMITH and get the same results. You
can also use wildcard characters if you are not sure how a word is spelled. For information about wildcards, see
the Understanding Wildcard Characters section of the Query chapter in the Query & Export Guide.

» Opening an action record
1. On the Raiser’s Edge bar, click Records.
2. Click Actions. The Actions page appears.
B3 The Raiser's Edge B B

File Edt “iew Go Favortes Tools Help

4 Back & Forwaldl Open in separate windaw

Constituents ﬂ
Bif Acti
o ctions
Campaigns e —
Funds \\/ e Action 'E Open an Action
Appeals
Memberships
Jobs
Recently Accessed Records Quick Find

Events

Mark D. Adamson: 06/18/2007 Advocacy l— &
Keith D, Radcliffe: 07/01j2007 Mailing

wWinston R. Tate: 07/01/2006 Phane Call

laudia L, Ivery: 07/01)2006 Email

Philip B, keller: 01j01/2006 Task/Cther

Timothy D. Bilings: 0170172006 Task/Other

Marlena Modason: 01/29/2006 Mailing

The Bean Grinder: 01/10/2006 Mailing

Paul R, Frantz: 11)15/2005 Phone Call

Paul R. Frantz: 12{09/2004 Mailing

‘Welcome to The Raizer's Edge 7
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3. Click Open an Action. The Open screen for actions appears.

/i, Open

Find: IAction j Search uzsing quen: |<Default>

E

AER BE LN

ol Open

Cancel

“]dadd New

Options

Find Actions that meet theze criteria;

Action far: IEonstituents j Actioh date: I EII 4 Eind Now
Last/Org name: I j Action categary: I j Mew Search
First name: I j Action tupe: ] j Previous Search
Constituent |D: I ﬂ Achion status: ] ﬂ
Agsigred to; I j
= Gheck spouseimame: [0 | Check nickname B P
™| Check aliases [~ Exact match only sfpri] sl

Warning: If you search for an action using the Assigned to criteria, you can enter only a last name. If you enter
a first name or a first name and last name, the program will not find the action by that criteria.

4. In the Action for field, select whether you are searching for actions for “Constituents”, “Events”, or
“Appeals”.

5. In the Find Actions that meet these criteria frame, enter the criteria you are using to search for the
action. Depending on whether you are searching for constituent, event, or appeal action records, the
criteria can change. You can include constituent last name or first name, constituent ID, event name,
event ID, appeal ID, appeal description, action category, action status, and to whom the action is assigned.

i, Open

&

[ AHEE BE LN

Find: IAction j Search using queny: |<Default>

Sl Open

Cancel

“]add New

Options

Find Actions that meet these criteria:

Action for; IConstituents =] Action date: lﬁ # Find Now
Last/Org name: IHhOdES d Action categony: IEmaiI d New Search
Fist name: | =l sctiontype: | =l Previous Search
Canstituent 1D: I j Ation status: ] j
Aszigned to: I j

[ Check spouse mame [ Check nicknamns

[ Check aliazes [~ Exact match only Eupanel Eslie
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Warning: We recommend you use only one or two of the most useful criteria fields to search for a record.
Because the search results must meet all criteria you enter, adding too much criteria information may actually
prevent you from locating the record.

6. When you finish entering your search criteria, click Find Now. The program searches the database and
displays all constituent, event, or appeal actions meeting your search criteria. Again, depending on how
limited or detailed your criteria are, the program may find one record, many records, or no records.

i, Dpen
Find: IAction j Search using quen: |<Default>

Constituent Ackion Date Action Category Action Type Actic @ Open

Cancel

“]add New |
Options |
4] | i
Find Actions that meat theze criteria:
Action far: IConstituents d Action date: I l 4 Find Now
Last/Org name: IHhDdes j Action categary: IEmaiI j Mew Search |
First name: I j Action type: ] j Previous Search |
Constituert 10: I j Action status: ] j Q
Aszzigned ta: I ﬂ
[” Check spousemame I Check nickrame
[~ Check aliases [ Exact match only Expand Hesuls

| 1 record found.

Note: You can enter the first few letters or characters in the Find Actions that meet these criteria fields if you
do not know the correct spelling or number. For more information about how to use these fields, see the
Program Basics Guide.
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7. Inthe grid, select the action record you want to open and click Open on the action bar. The action record
appears.

% Action for Carl Rhodes

IS E3
Eile Edit iew Action Favortes Tool: Help

PsaveandCiose~ ||| @ 2 M« » w| o |8 @@ 2 - 8- ‘
v General |Altribgtes| ﬂotesl
‘ Name: [Cal Fhodes | 1D: 985 Not Completed
Category: ¢ Phone Call ' Meeting ¢ Mailing st Advocacy € Task/Other
Aiction type: [Sofcitation [ | [\ fxioRernd ‘g'
Action date: M uperviar
S e I s I Set reminder for I‘I_ Im beforehand
Solicitors | Mo zolicitors have been assighed

Fricrity: ¢ High & Mormal

" Law
Status: IDpen j Carmpaign: |Membership Campaign ;'E
™ Action completed on IW Fund: |2DDE Membership Fund LIE
Ermnail: Icall.rhodes@aolrc.com ﬂﬂl Proposzal I ﬁl
Subject: I
WiEwTrach Templatel

8. After you view or edit the record, click Save and Close on the action bar.

» Opening an action track

Action tracks are a means of adding a predefined set or series of actions to a constituent, event, or appeal
record.

1. From the menu bar on the shell of The Raiser’s Edge, select Tools, Action Tracks, Define Action Tracks.
The Action Tracks screen appears.

Action Tracks |

Showe tracks for & Constituents € Events © Appeals

=

Open

Delete...

Cloze |

[ Digplay inactive tracks

2. On the Action Tracks screen, beside Show tracks for, select whether you want to open an action track for
Constituents, Events, or Appeals.

3. Inthe box, select the track you want to open.
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4. Click Open. The track opens, displaying all linked actions and related information. From the Define Action
Track screen, you can open an existing action, add a new action, or delete an action from the track.

Define Constituent Action Track

Track name: IProspectS

1 action|s] in track [T Track is inactive

Ea Prozpects
[l Mailing - Letter

MHew | [pen | Delete...l LILI

Prospects

Solicitor(z];
Pricrity: Status:

Maotes:

Baze on:

Conditions:

0K

Cancel

5. Click OK. You return to the Action Tracks screen.

6. Click Close.

Action Record Toolbar

Note: You can set up a user option that enables you to view tooltips that explain the function of each toolbar
command. Tooltips appear when you move your cursor across each item in the toolbar. For more information

about setting up this user option, see the User Options chapter of the Program Basics Guide.

The toolbar appears near the top of all record types, between the menu bar and the tabs. A toolbar is a row of
buttons representing commands or functions for a record. You can use these buttons as alternatives to menu
commands to save time during data entry. In an action record, for example, the toolbar commands include Save

and Close, Add to Favorites, and Help.

[ save and Close -

Save and close the record (Save and New can be accessed from the down arrow beside Save and Close. Use Save and New to
save the record, close the saved record and open a new record.)

Save the record and keep the record open

Print the action letter (only for Mailing category)

Preview the action letter (only for Mailing category)

(4]

Go to the first action record

[]

Go to the previous action record
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]

Go to the next action record

=]

Go to the last action record

]

Go to constituent, event, or appeal record

Schedule follow-up action once action is completed

Add this action record to your Favorites

Open the Properties screen

2]

Access help from online help files, user guides, online support, or the Blackbaud Web site

Create and edit macros to create shortcuts for functions you perform repeatedly in The Raiser’s Edge. This toolbar button is
available only if you use VBA for Advanced Customization.

User Options for Action Records

User options are preferences you set that affect how The Raiser’s Edge looks and runs on your workstation. User
options are login-specific, which means that if you log into any workstation using your password, your
preferences are active on that workstation.

Configuring The Raiser’s Edge properly is important. You have your own preferences, but some options can
change the look and feel of the program. For example, you can choose to have check marks appear on all tabs
containing data. You can also save time by setting up tab preferences. If you use the Actions tab most often, you
can have that tab appear automatically when you add or open an individual or organization constituent record.
For your action records, you can decide to have a record open on the General, Attributes, or Notes tab.

On the Records tab of User Options, for Action records, you can mark the Prompt for follow-up checkbox. The
program will then ask if you want to add a follow-up action when you mark an action as completed. On the Home
tab of User Options, we recommend you set up a panel to show constituent, event, and appeal action reminders
on your Home page. For more information about setting up user options, and about setting up panels on your
Home page, see the Program Basics Guide.

» Establishing user options for Action records

Note: You can also establish user options by selecting Tools, User Options from the menu bar of a constituent
record.
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1. From the menu bar on the shell of The Raiser’s Edge, select Tools, User Options. The Options screen

appears.
Options
Adminiztration | Color | Printing | File Locations | Membership Scanning

General I Home Becords | Huem I EHDDItI Hepur_tsl kail I Batch

-
“JL ~ 'You can use these options to set personal preferences for each record type.

Ir:ldiri??: ot Drefault tab:
- Indreidual bitle bar
Orgarizations I Feneral j
i Organization title bar Check these tabs for data;
Gifts Actions
mﬁ : ¥ General
Fal""dl:'*?“gnS v Attributes
unds
! W Motes
i GL account numbers i
Appeals
Memberships
b P ¥ Prampt for fallow-up
E_vents
i Seating
Participants
Mizcellaneous

Feset to System Defaults | ok I Cancel Apply |

Select the Records tab.
From the tree view on the left, select Actions. The Action user option selections appear on the right.

In the Default tab field, select the tab you want to appear automatically when you add or open an action
record.

Tip: To save time, in the Actions box, you can right-click and Deselect All or Select All the checkboxes.

5. Inthe Actions box, mark the checkbox by the tabs you want the program to search for data. On your
action records, a red check mark will appear on each selected tab when you add data.

6. To have a message appear, asking if you want to add a follow-up action, each time you mark an action as
completed, mark the Prompt for follow-up checkbox.

7. To apply and save your changes, click Apply. To save your changes and close the Options screen, click OK.

Business Rules for Action Records

Business rules are ways for you to control certain functions and displays throughout The Raiser’s Edge. You can
establish business rules only if you have rights established from the Security link of Administration. Business rules
affect all users of the program.

Note: You can send an email directly from an action record with the Category of Email. On the General tab, in
the Email field, select the correct email address and click the Send an email button or select Action, Send
Email from the menu bar. Each time you send an email from an action record, a notepad is created on the
Notes tab of the action record to denote information such as the author, date/time the email was sent, and
email text. For convenience, on the bottom right of the action record, a View attached email button appears.
This button always contains your most recently sent email message.
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Some business rules are specific to action records. If you use Microsoft Outlook, you can send email messages
directly to a constituent from the constituent record. For example, you can click the email address in the
Phones/Email/Links grid on the Bio 1 tab; select Constituent, Send Email from the menu bar; or click the Send an
Email link on your Home page. Using Email options, under Constituent options, on the Business Rules page, you
can specify that an action record be created automatically each time you send an email to a constituent. Under
When an email is sent to a constituent, mark the Automatically create an action for that constituent checkbox.
For each created action record, you can select to have a particular action type default onto the record. Each time
you send an email from a constituent record, on the Notes tab of the action record, a notepad is created to
record information such as the author, date/time the email was sent, and email text. For this created notepad,
you can select to have a notepad type default.

If you fully integrate The Raiser’s Edge with Microsoft Office, a Create Action button appears on the toolbar of
your incoming email messages. Click the button to create an action record for each email. On the Notes tab of the
action record, a notepad is created to record information such as the author, date/time the email was sent, and
email text. Using Email options on the Business Rules page, under When an incoming email is saved as an action
though Microsoft Outlook, you can select to have an action type default onto each action record you create. For
each notepad, you can select to have a notepad type default. You can also choose to control the size of any
attachments saved with the incoming email.

Also if you fully integrate The Raiser’s Edge with Microsoft Office, when you add an appointment on your Outlook
calendar, you can create a link to an action record for that appointment. Using Email options on the Business
Rules page, under When an appointment is saved as an action though Microsoft Outlook, you can select to have
a notepad type default for each action record you create.

Configurati

Gengral When an email is sent to a constituent . _ .
General @ Diplicates ) " .
Tables @ Criteria ¥ Automatically create an action for that constituent

i [F] Individuals Set the action type to I vl it it is blank

.éclltllBS_SEESr"l 2] Organizations
alutatiors i [Z] Options Set action notepad ype to IEmaiI 'I
Attributes i Hame display
" . i ] Membership
Financial Gererate IDs When an incoming email is saved as an action through Microsoft Dutlook . . .
Institutions !
Batch options Set the action type to I 'I
General Ledger 2 Gift options
Latters General options Set action notepad type to IEmaiI 'l
International 5] Acthity options
@ Lorstient Dph?ns [ Do ot save attachments that are greater than I =y
i |E] General options =

Fields

'Eld‘:tgboer[iiglp Alumni options Set action notepad type to |Erail

o =
2 [&d Membership options pad b I mai I
Custom Views - [5] General options
Reparting - Activi_ty optionz
Hierarchies Event options

Deceaszed oplions

Email option: When an appointment is saved as an action through Microsoft Outlook . . .

Queue Options
e Uzer defined rules
i (2] Constituent

Gift
- [2] Action

Note: Integration is available only with Microsoft Outlook 2000 or higher. For more information about setting
up the integration, see The Raiser’s Edge & Microsoft Office Integration Guide.

For information about how to set up business rules, see the Configuration chapter of the Configuration & Security
Guide. For information about setting up integration, see The Raiser’s Edge & Microsoft Office Integration Guide.

Understanding Action Records

The Raiser’s Edge uses a format called records to group information together. When you add a new action to
The Raiser’s Edge, you create a new action record. This record stores dates, times, and locations for that
particular action.



ACTIONS 24

The information stored in an action record is used extensively throughout the program. Because action
information is used in generating reports, queries, and mailings, you should enter data in as many fields on the
action record as possible. Keeping your data entry accurate is crucial. We encourage you to set up data entry
protocols for your organization to keep records consistent and eliminate errors.

When you add a new action record, you have the option of adding the action for a constituent, event, or appeal.
Whether you choose to add an action for a constituent, event, or appeal affects how the action record interacts
with other areas of The Raiser’s Edge. For example, you can create a query based on all actions or only
constituent, event, or appeal actions.

Adding Action Records

Note: Once you add an action record to your database, you can view the properties of that action record by
selecting File, Properties from the menu bar of the record. Properties tell you the system record ID, the date
the record was added, the date the record was last changed, who added it, who last changed it, and the import
ID.

This section shows you, in a few basic steps, how to create the action record. Adding the action record to your
database is simple: open a new action record; enter the constituent or event name, or appeal ID; enter action
record details; and save the record. Once you create the record, “Managing Action Records” on page 247 walks
you through the process of adding action record details, such as specific action information, reminder notification
information, and action attributes.

» Adding an action record

You can add an action record from Records and from the Actions tab of a constituent, event, or appeal record.
Although the process of adding the record is basically the same, we recommend adding and opening records
from Records because it allows the easiest and most complete access to all record types.

1. On the Raiser’s Edge bar, click Records.
2. Click the Actions button. The Actions page appears.

Tha Raiser's Edge [_ 5] x]

File Edt “iew Go Favortes Tools Help

4 Back & Forwaldl Open in separate windaw
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a rone I RECOTAS* ACTiONS
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Constituents d
Gift A 1
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Campaigns u "

Lune N hew acton IEF Open an Action

Appeals

temberships

Jobs

Ewents Recently Accessed Records Quick Find

Mark D, Adamson: 06/18/2007 Advocacy #
Keith D. Radcliffe: 07j01j2007 Mailing

wWinston R. Tate: 07/01/2006 Phane Call

Claudia L. Ivery: 07/01)2006 Email

Phillip B, Keller: 01j01/2006 Task/Cther

Timothy D. Bilings: 0170172006 Task/Other

Marlena Modason: 01j29j2006 Mailing

The Bean Grinder: 01/10/2006 Mailing

Paul R, Frantz: 1115/2005 Phone Call

Paul R, Frantz: 12/09/2004 Mailing

‘welcome to The Raiser's Edge 7

B
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Note: When you add an action, it is important you add the action to the record of the constituent who is being
“acted on.” For example, to be reminded you are taking Robert Hernandez to lunch, add the action to Robert’s
constituent record. Advocacy actions work a little differently and they have no reminders. For information
about advocacy actions, see “Advocacy Actions” on page 262.

3. Click New Action. The New Action screen appears.

% New Action M= B
File Edit “iew Action Favortezs Tool: Help

[ 5ave and Close = U|ﬁ&|ld 4 b N|—'|E||IQ' ? - B ‘
General | Attributes | MNotes |

‘ Name: | @ Not Completed

Categone (% Phore Call  © Mesting Mailing ' Email " Advocacy " Task/Other
Action l.'r'Defl ﬂ [~ Auto-Remind 30%
. i el | Mo users have been selected
Action date: |1 0/10,/2008 I
Set reminder forl I vl befarehand
Start time: I End time: I

Solicitars | Mo zalicitars have been assighed Priofity: ¢ High (¢ Momal Low
Shatusz: | ﬂ Carnpaigr: I jﬂl
[~ Action completed on IW Fund: I LIE
Phore: I =] Proposal: I (]

wiew Track Templatel

| Press F7 for Mame Search |

4. In the Name field, click the binoculars. The Open screen appears.

i, Open

Find: I Constibuent j Search using queny: |<Default>

&
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Sl [pEr

Cancel

“1]add New
Find Constituents that meet these criteria:
Options
Last/Org name: I j Address lines: I
Firat M amne: I j City: I
Constituent [D: I ﬂ State: I bk Firid vy
SSN: | =l 2IF: | Mew Search
tembership 1D: I j Clasz of: I [ e —
Bank acct. no.: I j Credit card no.: I

|¥ Display inactive constituents [~ Check spouse name [T Exact match anly [T Eheck nickmame

[ Display deceased constituents [~ Check alizzes = | Checlk contast name Expand Results

5. In the Find field at the top of the screen, select “Constituent”, “Event”, or “Appeal”. You can search for a
constituent, event, or appeal record.
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Note: From an action record, you can go directly to the constituent, event, or appeal record the action is
acting upon. From the menu bar of the action record, select Action, Go to. The constituent, event, or appeal
record opens for you to view or edit.

6. Enter your search criteria to locate the record. The constituent, event, or appeal record must be in your
database for you to find them. Once you locate the record, click Open. The New Action screen appears
with the constituent, event, or appeal in the Name field. For more information about using the Open
screen, see the Program Basics Guide.

% New Action M= &
File Edit “iew Acton Favorites Toolz Help

[ 5ave and Cloze - U|§@,|H 4 H|—'||||Q' ?"|§' ‘
Gereral I Attributes | Notez |
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7. After you enter all action record details, click Save and Close on the toolbar.

Managing Action Records

Once you create the basic action record, what is your next step? You compile an effective filing cabinet by adding
information for specific tasks and storing them in separate files. Files for the action record include specific action
information, notification reminder information, and action attributes.

To help you use the action record filing cabinet to its maximum potential, we take you step-by-step through
several scenarios and procedures for adding these files. We strongly recommend you add as much information
for each action as possible. Tracking a wide variety of data increases the effectiveness of your organization by
helping you accurately manage your fundraising efforts and actions.

Constituent, event, and appeal action records are identical. All three records contain three tabs: General,
Attributes, and Notes. These tabs contain fields that track the type, dates, times, locations and special
preferences associated with the action.

General Tab

Note: If the action has the Category of Mailing, in the Letter field, you can quickly create a letter directly from
the action record. Click the Microsoft Word icon in the Letter field. For more information about creating
letters, see “Quickly writing a letter from the Letter menu of a constituent record” on page 210. You can follow
the same instructions to create your action letter here.
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The heart of the action record is the General tab. This tab holds the “what, why, and where” information for an
action. It stores detailed information, such as constituent, event, or appeal name; action category; action type;
action date; solicitors; priority; reminder notification; campaign; and fund. On this tab, you can schedule
notification reminders to alert you days, weeks, or months before an action is scheduled to occur. On the General
tab, the Location field changes depending on the Category type. For Meeting, the field is Location; for Phone Call,
the field is Phone; for Mailing, the field is Letter; for Email, the field is Email; and for Task/Other, the field is
Letter.

The Contact field is available only for organization constituents. The Proposal field is available on all action
records if you use Prospect Research Management.

An advocacy action has several different fields. For more information, see “Advocacy Actions” on page 262.

» Adding an action from a constituent record

When we talk about action information, we mean the specific details that tell you what the action is, when
the action is added, and why the action is important.

Scenario: You called Renee Wilson this morning to verify a time for next week’s lunch meeting. Add
the phone call to Renee’s Actions tab for prospect tracking purposes. Enter specific details about the
category, type, action date, status, and priority.

Note: We recommend you set up an Action Reminder panel on the Home tab of User Options. When you open
The Raiser’s Edge, you are automatically reminded of your actions on the Home page. For more information
about setting up this panel, see the Program Basics Guide.

1. From Renee Wilson’s constituent record, select the Actions tab. For more information about opening
records, see “Access Constituent Records” on page 4.

== Aenee A Wilson

File  Edit “iew Constituent Letter Favortes Tool: Help

E]Saveandﬁlose'|u|§'@"|" 1 b N|—’|2'
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i &x0pen. -

Date © Categary Type Solicitor(s) Status Completed? MNokepad Description Notes

12/09/2005  Mailing Conkinuous Mo
10/29/2003  Mailing Letter Alison Andrews  Completed Yes
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Note: If the action has the Category of Mailing, in the Letter field, you can quickly create a letter directly from
the action record. Click the Microsoft Word icon in the Letter field. For more information about creating
letters, see “Quickly writing a letter from the Letter menu of a constituent record” on page 210. You can follow

the same instructions to create your action letter here.
2. On the action bar, click New Action. The Action screen appears.

% New Action
File Edit “iew Action Favorites Toolz Help

S E3

ESaveandElose- U|EB.|I‘ 4 b N|—'|||IQ' ?'%'
General I Aftributes | Motes |
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Status: ICompleted j Campaign: IAnnuaI Campaigr vI ﬁl
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Tip: If you use Microsoft Outlook, you can send email messages directly from an action record with the
Category of Email. In the Email field, select the correct email address and click the Send an email button. On
the email screen, compose and send your message. Each time you send an email, a notepad is created on the
Notes tab of the action record to denote information such as the author, date/time the email was sent, and
email text. For convenience, on the bottom right of the action record, a View attached email button appears.

This button always contains your most recently sent email message.

3. Select the General tab.
4. In the Category field, mark the Phone Call option.

5. In the Action type field, select “Inquiry”. This inquiry is in reference to a suitable time for next week’s

lunch meeting.
In the Action date field, enter today’s date.

7. Inthe Start time field, enter “9:00 AM”; in the End time field, enter “9:30 AM”. The call lasted

approximately 30 minutes.

8. Click Solicitors. The Solicitors Assigned to this Action screen appears. From this screen, you can assign a
solicitor to the action. By assigning a solicitor to an action, the solicitor becomes responsible for making

sure the assigned action is completed.
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9. In the first row, click the binoculars. The Open screen for constituents appears. Enter “Miller” in the
Last/Org name field and click Find. When you find and select Cynthia Miller, her name automatically
appears in the Solicitor grid.

Solicitors Aszigned to this Action |

Solicikar

A Cynthia killer ﬂ

k. Cancel

10. Click OK. You return to the General tab of the New Action screen.
11. In the Status field, select “Completed”.
12. Mark the Action completed on checkbox and enter today’s date in the accompanying field.

Note: Depending on the Category you choose for an action, the Phone field becomes Location, Letter, or
Email.
13. In the Phone field, select Renee’s home number.

14. In the Priority field, mark the Normal option. This phone call was neither a High nor Low priority. A
priority of Normal is the system default.

15. In the Campaign field, select “Annual Campaign”. This phone call and next week’s lunch meeting are
actions you are taking in hopes of securing a donation to the Annual Campaign.

16. In the Fund field, select “Botanical Garden Fund”. This is the fund where you want the potential donation
to go.

17. This action is not related to a particular proposal, so you can leave the Proposal field blank. If an action is
related to a proposal, in the Proposal field, click the binoculars. The Open screen for proposals appears so
you can search your database for the correct one. When found and selected, the proposal name appears
in the field.

18. On the toolbar, click Save and Close. You return to the Actions tab of Renee’s constituent record.
19. Click Save and Close.
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» Adding an action from an event record

When we talk about action information, we mean the specific details that tell you what the action is, when
the action is added, and why the action is important. The details include category, type, status, priority,
campaign, fund, and solicitor.

Scenario: You mailed a sponsor packet this morning to all participants registered for your upcoming
Walk-A-Thon. To track the preparation steps for this event, add this new action to the Walk-A-Thon
event record. Include the action category, action date, status, letter, campaign, and fund.

Note: We recommend you set up an Action Reminder panel on the Home tab of User Options. When you open
The Raiser’s Edge, you are automatically reminded of your actions on the Home page. For more information
about setting up this panel, see the Program Basics Guide.

1. From the Walk-A-Thon event record, select the Actions tab. For more information about opening an event
record, see the Event Management Data Entry Guide.

Walk-A-Thon HE E

File Edit “iew Ewent Favorites Toolz Help

[ 5 ave and Close ~ E|.§-I§-|N 1 » N|—P‘| Z- | ?'|§' ‘
W General | v  Prices | v  Expenses I »  Jobs
v Participants v Actiohs | v Attrbutes I v Media | v MNaotes
] e b =]
Solicitor(s) Completed? | Motepad Description
07/13/2... Meeting Flanning ... Mo
06/15/2... Meeting Flanning ... Mo
04/21/2... Meeting Planning ... Completed Yes Event coordinators wi... Event ...
04fz21/2... Email Letter Completed es Ernail sent out ko all w... Email 5...
04/13/2.., Meeting Flanning M., Completed es
| Mo. Participants: 12 |N0. Fegistered: 5 |N0. Attended: 0

Note: If an action added from the Actions tab of a constituent record or the shell of The Raiser’s Edge has the
Category of Mailing, in the Letter field, you can quickly create a letter directly from the action record. Click the
Microsoft Word icon in the Letter field. For more information about creating letters, see “Quickly writing a
letter from the Letter menu of a constituent record” on page 210. You can follow the same instructions to
create your action letter here.
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2. On the action bar, click New Action.

% New Action M= &
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Tip: If you use Microsoft Outlook, you can send email messages directly from an action record with the
Category of Email. In the Email field, select the correct email address and click the Send an email button. On
the email screen, compose and send your message. Each time you send an email, a notepad is created on the
Notes tab of the action record to denote information such as the author, date/time the email was sent, and
email text. For convenience, on the bottom right of the action record, a View attached email button appears.
This button always contains your most recently sent email message.

3. Select the General tab.

4. In the Category field, mark the Mailing option.

5. In the Action type field, select “Correspondence”. This mailing contains the Sponsor packets your
participants will use to track their sponsors and donation promises for the Walk-A-Thon.

In the Action date field, enter today’s date.

If your event action has a definitive start and end time, you can enter them in the Start time and End time
fields. This mailing does not because you are not sure what time you are going to start working on the
mailing and you do not know exactly how long it is going to take you to finish it. For this scenario, you can
leave these fields blank.

8. Click Solicitors. The Solicitors Assigned to this Action screen appears. From this screen, you can assign a
solicitor to the action. By assigning a solicitor to an action, the solicitor becomes responsible for making
sure the assigned action is completed.

Tip: If you know the solicitor’s name, you can type it directly into the Solicitors field on the action record.
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In the first row, click the binoculars. The Open screen for Constituents appears. Enter “Miller” in the
Last/Org name field and click Find. When you find and select Cynthia Miller, her name automatically
appears in the Solicitor grid.

Solicitors Aszigned to this Action |

Solicikar

A Cynthia killer ﬂ

k. Cancel

Click OK. You return to the General tab of the New Action screen.
In the Status field, select “Completed”. The action is finished.
Mark the Action completed on checkbox and enter today’s date in the accompanying field.

In the Letter field, select “Walk-A-Thon Sponsor Packet”. This is the letter that is accompanying your
mailing.

Leave the Priority as Normal.

In the Campaign field, select “Playground Campaign”. All donations raised in response to the Walk-A-Thon
will go to playground construction.

In the Fund field, select “Playground Site”. All donations raised from the Walk-A-Thon will go to this
particular fund.

On the toolbar, click Save and Close. You return to the Actions tab of the Walk-A-Thon event record.

Note: If you marked the Prompt for follow-up checkbox on the Records tab under Actions on the Options
screen of User Options, a message appears asking “Do you want to add a follow-up action?” Click Yes or No.
You can also mark the Do not ask me again checkbox. You can manually schedule a follow-up action directly
from the menu bar of the action record. Select Action, Follow-Up.

18.

Click Save and Close.

Adding an action from an appeal record

When we talk about action information, we mean the specific details that tell you what the action is, when
the action is added, and why the action is important. The details include category, type, status, priority,
campaign, fund, and solicitor.

Scenario: You sent out a direct mailing this morning to all constituents to solicit for the Smith-Brown
Scholarship Fund. Add an action to the Direct Mailing appeal, so you can better track this mailing.
Include the action category, action date, status, letter, campaign, and fund.

Note: We recommend you set up an Action Reminder panel on the Home tab of User Options. When you open
The Raiser’s Edge, you are automatically reminded of your actions on the Home page. For more information
about setting up this panel, see the Program Basics Guide.
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1. From the Direct Mailing appeal record, select the Actions tab. For more information about opening an
appeal record, see the Campaigns, Funds, & Appeals Data Entry Guide.

& Direct Mailing M=l &3

File Edit View Appeal Favortes Toolz Help

saveandClose +| [ | Sh~ (- M € » M| >+ B 2 - M- |
v General | v Campaigns | v Funds | Packages tiibutes/E xpenses |
& | e WEEE -
Date 7| category | Type | Solickor(s) | Status | completed? | motepad Description [ hates |

| |
2. On the action bar, click New Action. The New Action screen appears.

% New Action I [

File Edit Yiew éAction Favortes Tool: Help

[ Save and Close - u|ﬁ B,l“ 4 b N|_’||||gl ?'|§v ‘
General | Attributes | Motes |
‘ Name1|Direct Wailing | 1D: DIRECT MaIL Completed

Categony: ¢ Phone Call  Meeting Maiing ¢ Emall € Task/Other
™ Auto-Remind .[:!.

Action type: IHeIIo Letter j
. [+ tifiy | Mo users have been selected
Action date: I‘I 12422006 l
Set reminder forl I vl beforehand
Start time: I End time: I
Salicitors | Mo solicitors have been assigned Friorite: ¢ High & Momal Low
Status: ICompIeted j Campaign: ISchoIarship Campaign jﬂl
I Action completed on [11/24/2008 =] Fundt: [Srmith Brown Scholarship Fund v | )]
Appeal Letter: |Direct WM ailing Letter j

Wietrach Templatel

3. Select the General tab.

Tip: If you use Microsoft Outlook, you can send email messages directly from an action record with the
Category of Email. In the Email field, select the correct email address and click the Send an email button. On
the email screen, compose and send your message. Each time you send an email, a notepad is created on the
Notes tab of the action record to denote information such as the author, date/time the email was sent, and
email text. For convenience, on the bottom right of the action record, a View attached email button appears.
This button always contains your most recently sent email message.
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In the Category field, mark the Mailing option.

In the Action type field, select “Hello Letter”. This mailing contains the Hello Letter you are sending to
constituents to explain your monetary needs for the Smith-Brown Scholarship Fund.

In the Action date field, enter today’s date.

If your event action has a definitive start and end time, you can enter them in the Start time and End time
fields. This mailing does not because you are not sure exactly what time you are going to start working on
the mailing and you do not know exactly how long it is going to take you to finish it. For this scenario, you
can leave these fields blank.

In the Status field, select “Completed”. The action is finished.
Mark the Action completed on checkbox and enter today’s date in the accompanying field.

In the Appeal Letter field, select “Direct Mailing Letter”. This is the letter that is accompanying your
mailing.

Leave the Priority as Normal.
In the Campaign field, select “Scholarship Campaign”.

In the Fund field, select “Smith-Brown Scholarship Fund”. All donations raised from the letter will go to
this particular fund.

On the toolbar, click Save and Close. You return to the Actions tab of the Direct Mailing appeal record.

Note: If you marked the Prompt for follow-up checkbox on the Records tab under Actions on the Options
screen of User Options, a message appears asking “Do you want to add a follow-up action?” Click Yes or No.
You can also mark the Do not ask me again checkbox. You can manually schedule a follow-up action directly
from the menu bar of the action record. Select Action, Follow-Up.

15.

Click Save and Close.

Adding a notification reminder to an action record

Notification reminders on your actions allow The Raiser’s Edge to remind you days, weeks, or months before
an action is scheduled to occur. You can easily keep track of when to phone a constituent, send out a mailing,
or meet a prospect for lunch. You can use these steps to add notification reminders to constituent, event, and
appeal action records.

Scenario: You call Renee Wilson this morning and agree on 1:00 p.m. for next week’s lunch meeting.
Add an action to her constituent record, detailing the specifics of the meeting. In addition, set up a
notification to remind yourself one day before the meeting is scheduled to occur.

Note: Advocacy actions have no need for reminders. For more information, see “Advocacy Actions” on
page 262
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1. From Renee Wilson’s constituent record, select the Actions tab. For more information about opening
records, see “Access Constituent Records” on page 4.

= Renee A. Wilson

File  Edit “iew Constituent Letter Favortes Tool: Help
ESaveandElose'|u|§'|ﬁ"| H 4 » u|—'|2' ?E||| ?'|&' ‘3'|'

v Biol I v Bin2 I v Addresses | v Addreszees/S alutations I v Relationships I v Appeals I Hotes I v Gilts I

Adtributes I Media Hanar/Memarial I Volunteer I Frospect I tembership I Events
i e bt B
Category Tvpe Solicitar(s) Skatus Completed? Motepad Description Motes
Call Inquiry Cynthia Miller Completed Yes

12/09/2005  Mailing Letter Continuous Mo
10/29/2003  Mailing Letter Alison Andrews  Completed ‘Yes

Note: We recommend you set up an Action Reminder panel on the Home tab of User Options. When you open
The Raiser’s Edge, you are automatically reminded of your actions on the Home page. For more information
about setting up this panel, see the Program Basics Guide.

2. On the action bar, click New Action. The New Action screen appears.

3. Select the General tab.

% New Action M= &
File Edit “iew Acton Favorites Toolz Help
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In the Category field, mark the Meeting option.
In the Action Type field select “Lunch Meeting”.
In the Action date field, enter next Monday’s date.

In the Start time field, enter “1:00 PM”. The End time field can be left blank. You do not know the time
the lunch meeting will end.

In the Status field, select “Not Completed”. The action has not taken place yet.

In the Location field, select “The Country Place Restaurant”.

Mark the High option beside Priority. This is a very important meeting.

In the Campaign field, select “Annual Campaign”.

In the Fund field select “Botanical Garden Fund”.

Mark the Auto-Remind checkbox. The fields in the Auto-Remind frame are enabled.

Note: On the bottom of the Action Notification screen, you can select whether you want to be notified using
Raiser’s Edge reminders, Outlook Appointments, or Both. You can only select Outlook Appointments if you
have Microsoft Outlook installed.

14.

Click Notify. The Action Notification screen appears.

+ Action Notification

Uszers Matify these users
User Mame Consztituent I Outlook. Namel User Mame Conztituent Outlock Mame

Bonnie

Dana

David e

Emilie L2

Gina 3

. ennifer J

. enny

Krisk ﬂ

t__ «

| Motify using (+ Raiser's Edge reminders € Outlook Appointments ¢ Both

oK I Cancel |

Note: The user names listed on the Action Notification screen are pulled directly from the Users group in
Administration. For more information, see the Security chapter of the Configuration & Security Guide.

15.

16.

17.

In the Users box, select “Supervisor” and click the single right arrow. This moves Supervisor over to the
Notify these users box. This means the Supervisor will be reminded automatically of this action when she
logs into The Raiser’s Edge.

On the bottom of the Action Notification screen, select whether you want to be reminded using Raiser’s
Edge reminders, Outlook Appointments, or Both. For this scenario, mark Raiser’s Edge reminders.

To use Outlook appointments, you must have Microsoft Outlook installed and your name must be set up
as a user. When you mark Outlook Appointments, a meeting request will be sent to the persons in the
Notify these users box. The meeting will default to the Action date, the Start time, and End time you
enter on the Action screen. If you enter a Start time and no End time, the meeting will default to 30
minutes. If you enter neither a Start time nor End time, the meeting will be set up as an all day event. If
you change the meeting date and time in The Raiser’s Edge, the meeting will update in Outlook. If you
change the meeting date and time in Outlook, the meeting will not update in The Raiser’s Edge.

Click OK. You return to the General tab of the action record.
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18. In the Set reminder for field, enter “1” in the first box and select “day(s)” in the second box. This
information tells The Raiser’s Edge you or another user want to be reminded of this action one day before
the date in the Action date field.

19. On the toolbar, click Save and Close. You return to the Actions tab of Renee’s constituent record.
20. Click Save and Close.

Attributes Tab

The Attributes tab helps you identify specific attributes for the action. Attributes are the qualities, characteristics,
and preferences associated with the action. These attributes can include activities, special requests, or important
dates.

» Adding an attribute to an action record

Attributes can include activities, special requests, or important dates. You can use these steps to add an
attribute to a constituent, event, or appeal action.

Scenario: Next week, you are having lunch with one of your prospects, Renee Wilson. Renee tells you
she is a vegetarian. On her constituent record, add an attribute to indicate her preference.

Note: Attributes are initially set up from the Attributes link of Configuration. For more information, see the
Configuration & Security Guide.

1. From Renee Wilson’s constituent record, select the Actions tab. For more information about opening
records, see “Access Constituent Records” on page 4.

= Renee A. Wilson

File  Edit “iew Constituent Letter Favortes Tool: Help
ESaveandElose'|u|§'@"|N 1 » N|—’|2'
vBiol | vEBioZ | v Add
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006 Meeting Lunch Meeting Mot Completed Mo
02/25/2006  Phone Call Inquiry Cynthia Miller Completed es
12/09/2005  Mailing Letter Continuous Mo
10/29/2003  Mailing Letter Allison Andrews  Completed es

2. Select Renee’s Meeting action and click Open on the action bar. The action record appears.
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3. Select the Attributes tab.

% Action for Benee A_ Wilson M= &
File Edit “iew Acton Favorites Toolz Help
ESaveandCIose‘|U|ﬁ&|H 1i » H|—'|E| ?'|§' ‘
v General | ﬂotesl
Category | Description I Short Dest, I Date I Comments I
- Dietaty Preference Vegetarian 0&/10f2006 Skrick wegetarian

|

In the Category column, select “Dietary Preference”.
In the Description column, select “Vegetarian”.

In the Date column, enter today’s date.

In the Comments column, enter “Strict vegetarian”.
On the toolbar, click Save and Close. You return to the Actions tab of Renee’s constituent record.

© 0N o wv A

Click Save and Close.

Notes Tab

The Notes tab stores information about the action. Notes are records you keep to remind yourself of something
you heard, read, need to reference, or need to remember about the action.
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» Adding a note to an action record
The Notes tab makes it easy to maintain helpful pieces of information about a constituent, event, appeal.

Scenario: Next week, you are having lunch with one of your prospects, Renee Wilson. Renee tells you
she is a vegetarian. On her constituent record, add a note about her preference.

1. From Renee Wilson’s constituent record, select the Actions tab. For more information about opening
records, see “Access Constituent Records” on page 4.

= Renee A. Wilson
File  Edit “iew Constituent Letter Favortes Tool: Help
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06/ Meeting Lunch Meeting Mot Completed Mo
02/25/2006  Phone Call Inquiry Cynthia Miller Completed es
12/09/2005  Mailing Letter Continuous Mo
10/29/2003  Mailing Letter Allison Andrews  Completed es

2. Select Renee’s Meeting action and click Open on the action bar. The action record appears.




3. Select the Notes tab.

% Action for Renee A Wilzon M= &
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4. On the action bar, click New Notepad. The New Notepad screen appears.

File Edt Motepad Format Tools Help
I 5ave and Close - EX|§@.|‘ b||3§'|'159 ? - -
ITimesNew Fiamar jlﬂ j| B 7 U ||§§ = |:i=
Date: |06/10/2006 ] Title: [Lunch - Renee Wilson
Type: IMeeting Motes =l Author: IGina =l
Description: ILunch meeting on Manday with Renee Wilson
Select a restaurant with a wide vanety of vegetarian entrees,
|F'ress F5 to Ingert Time Stamp S
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Tip: You can easily import and export notepad contents. Right-click in the text box. From the menu that

appears, select Load from File or Save to File.
5. In the Date field, enter today’s date.
6. Inthe Type field, select “Meeting Notes”.
7. Inthe Title field, enter “Lunch - Renee Wilson”.
8. Inthe Author field, select “your name”. You are entering this note.
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9. In the Description field, enter “Lunch meeting on Monday with Renee Wilson”.

Tip: On a Notepad screen, you can press F7 on your keyboard; select Tools, Spelling from the menu bar; or
click the Spelling button on the toolbar to spell check your note. You can press SHIFT + F7 on your keyboard or
select Tools, Thesaurus from the menu bar to access the thesaurus.

10. In the text box, enter “Select a restaurant with a wide variety of vegetarian entrees.”

When adding notes to a notepad on a record, you can add time stamps to designate who added text to
the note and when the text was added. In the notepad grid, place your cursor in front of the section of
the note you want to stamp and press F5 on your keyboard. Your login name and today’s date appear
before that section of text.

11. Onthe toolbar, click Save and Close. You return to the Notes tab of the action record. The note appears in
the grid.

Advocacy Actions

Nonprofits engage in advocacy whenever they work to change public policy. This means activities such as
lobbying or partisan political activity, but it also means activities such as community organizing, working with the
media, educating voters, researching and reporting on problems facing communities, conducting voter
registration, protesting in the streets, and more.

Note: Like other action categories, you can globally add, change, or delete advocacy actions. For more
information, see the Global Add, Delete, & Change Guide.

If your organization engages in advocacy activities, you can use action records with a category of Advocacy to
record actions that your constituents take in response to an action alert, action email, appeal, or phone call
initiated by you. Advocacy actions work differently than other actions in The Raiser's Edge. Instead of recording
an action you take upon a constituent (such as a phone call, lunch meeting, or visit), this specific action category
tracks the type of action a constituent takes in response to a form of advocacy.

You can add advocacy actions manually to your database just as you can any other action category. When you use
Blackbaud NetAdvocacy, you can download advocacy action data to The Raiser’s Edge from Blackbaud
NetCommunity or NetSolutions. To download this data from Blackbaud NetCommunity, use the Blackbaud
NetCommunity link on the Plug-Ins page of The Raiser’s Edge. To download this data from NetSolutions, use the
Download Transactions link in NetSolutions.

Note: For information about activating your Capwiz subscription service, contact your Blackbaud account
manager.

Blackbaud NetAdvocacy is powered by Capwiz. Capwiz is a subscription service that helps you publish informative
alerts and calls to action on your Web site. From a Web page, for example, users can send email to influential
individuals (such as federal, state, and local officials) and friends (tell-a-friend) to encourage support on particular
causes. You can download advocacy action data at any time.

The number of actions that download to the constituent record equals the number of email recipients. For
example, if Mark Adamson responds to one of your action alerts and sends an email to Congressman John Doe
and Congresswoman Marianne Jones, you download two action records to the Actions tab of Mark’s constituent
record. The Capwiz Advocacy date appears in the Action date field of the action record. Fields exist for the Alert
title and Issue. The Advocacy type (Email) appears in the Delivery method field and the two advocacy actions are
tied together using a single Message ID, which helps to make reporting easy.

If action data is downloaded from Blackbaud NetCommunity, two attributes can also appear on the Attributes
tab of each action record: NetCommunity Email Source ID and NetCommunity Email Source. For example, if you
send an electronic Quarterly Newsletter to your constituents with a link to a Save the Bay alert, the
NetCommunity Email Source ID and NetCommunity Email Source attributes refer to the actual electronic
newsletter you sent out (Quarterly Newsletter in this case). To see a chart of all fields, see “Field Mapping from
Capwiz to Advocacy Actions” on page 263.
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Note: To learn more about your constituent advocates, you can run an Advocacy Detail Report. You can also
run individual and organization profiles to include advocacy action information. For more information, see the
Reports Guide and the Sample Reports Guide.

For information about creating action alerts, see your Capwiz Site Control page. For information about Blackbaud
NetAdvocacy, go to www.blackbaud.com. For information about Blackbaud NetCommunity and how to
download advocacy action data, see the Blackbaud NetCommunity help file. For information about NetSolutions
and how to download advocacy action data, see the Downloading Transactions chapter of the NetSolutions
Guide.
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Status ICnmpleted j Campaigr: IEIean *water Carnpaign vlﬁl
¥ Action completed on [05/14/2006 ] Fund: {B 2y Fund =@
Alert title: IVote ‘wes' an this important issue j Appeal: ISGVB the Bap Email Appeal 'lﬂl
lzzue: |Save the Bay j
WiEn Trask Templatel

Field Mapping from Capwiz to Advocacy Actions

This table shows where Capwiz field information appears on Advocacy action records once you use Blackbaud
NetAdvocacy to download advocacy action data to The Raiser’s Edge from Blackbaud NetCommunity or
NetSolutions. For instructions on how to download advocacy action data from either, see the Blackbaud
NetCommunity help file or see the Downloading Transactions chapter of the NetSolutions Guide. For information
about Blackbaud NetAdvocacy, go to www.blackbaud.com.

Capwiz Field Action Field
Advocacy date Action date
Advocacy time Start time

Alert title Alert title

Issue Issue

Action type Delivery method
Name Recipient name
Message ID Message ID

Message title Is not stored




264 CHAPTER

Capwiz Field Action Field
Message Is not stored
Email ID NetCommunity Email Source ID

action attribute - if there is a
source email (downloaded only
from Blackbaud
Netcommunity)

Email subject NetCommunity Email Source
action attribute - if there is a
source email and the email has
s subject (downloaded only
from Blackbaud
Netcommunity)

Deleting Action Records

You created the action record filing cabinet and added the necessary information. What happens when a file is no
longer needed? One option is to delete the action record from the database. When you delete an action record,
you remove not only that action, but all associated information, such as attributes and notes. In addition, if the
action is associated with an action track, deleting it prevents any dependent actions from being generated. Take
note of any associated actions before you decide to delete.

Another option, one we recommend, is to assign an action status of Closed or Completed. By doing this, you
preserve the action for historic reference, but can easily omit it from any query, report, or find function by its
Completed status.

» Deleting an action

Warning: Before you delete an action, or any other record in The Raiser’s Edge, you should have a complete
backup of your database. To successfully back up your data, you must first shut down the database.

This procedure shows you how to delete an action from a constituent record. You can delete an action from
an appeal or event record the same way. Instead of deleting an action, you can assign a status of Closed or
Completed. This way, the action remains in your database for historic purposes.

Scenario: You were planning to have lunch with one of your prospects, Renee Wilson, next week.
Renee calls to cancel the lunch. She decides not to support your organization. Delete the action
record.

1. From Renee Wilson’s constituent record, select the Actions tab. For information about opening a
constituent, see “Access Constituent Records” on page 4.
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2. Inthe grid, select the action with the Category of Meeting.

= Renee A. Wilson

Fil= Edit ‘iew Constituent Letter Favortes Tools Help
ESaveandClose'|u|§'|§"|l‘ 4 b N|_’|2'?E| | ?'|&' ‘3'|'
w Biol I v Bio 2 I v Addresses | v Addressess/S alutations I v FRelationships I v Appeals I Hates I v Gilts I
Attibutes I Media Haonor/kemarial I Yolunteer I Frozpect I Membership I Events
emOpen -
Cateqgary Type Salicitor(s) Skatus Completed? Motepad Description Motes

Mot Completed Mo

Lunch Mesting

02/25/2006  Phone Call Inquiry Cynthia Miller Completed es
12/09/2005  Mailing Letter Continuaus Mo
10/29/2003  Mailing Letter Allison Andrews  Completed es

3. On the action bar, click Delete. The action opens and a message appears, asking if you are sure you want
to delete the action record.

% Action for Renee A Wilson

File Edit “iew Action Favortes Tool: Help

[ 5ave and Close - u|ﬁ &||‘ 4 b “|_;|E||

=101x]

?v

2

¥ General |.t'3.ttribgtes| Motesl

Name: [Fienee Wilson | 1D: 129 Not Completed

" Mailing ' Emai " Advocacy " Task/Other
Action type: ILunc:h Mesting j |— I Auto-Renind L
- L. - een selected
LEEIECCY WIIEE) The Raiser's Edge
| beforehand
Start time: |1:DEI P
@ Are pou sure pou want to delete this Action record?

Solicitors |N0 zolicitc mal " Low
Status: INot Comg Tes | '-

I- Action COMPeTeT urll H | ki ottt Fund v-
&

Categony: € Phone Call % Mesting

Location: IThe Country Place Festaurant j Froposal

wiew Trach Templatel

Click Yes. The action is permanently deleted from your database and removed from the Actions tab of

Renee’s constituent record.
5. On the toolbar, click Save and Close.
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Action Tracks

Note: You can use action tracks as part of your moves management strategies. Moves management is a
system of monitoring, developing, and continuing relationships with your donors. The term “moves
management” refers to a system to move a constituent from suspect to prospect to donor. Prospect Research
Management is also a great tool for moves management tracking. For more information about Prospect
Research Management, see the Prospect Data Entry Guide.

Action tracks are a means of adding a predefined set or series of actions to a constituent, event, or appeal record.
Tracks are added from the shell of The Raiser’s Edge and can contain independent or dependent actions.
Independent actions can be added to a record all at one time. Dependent actions are generated based on a
change to a previous action in the track.

For example, you enter a new prospect into your database. At your organization, new prospects get a phone call,
a newsletter, and a Hello letter. The phone call and the newsletter go out on the same day; the Hello letter goes
out one week later. This is an ideal situation for an action track. You can set up a track where the first two actions
take place on a certain date, and the track ensures the second part of the action track takes place one week later.
Another example is when you enter a major donor prospect into your database. At your organization, major
donor prospects receive a phone call, attend a lunch meeting, receive a thank-you note, newsletter, and pin. The
phone call happens first. Based on the completion of the phone call, the lunch meeting is scheduled for one week
later. After the lunch meeting, a thank-you note is sent out immediately. The newsletter and pin are sent about a
week after the initial call. All these things can be added as an action track, with one action occurring as a result of
the completion of another.

Adding Action Tracks

The first step in building an action track is to define the track name. You do this by selecting Tools, Action Tracks
from the menu bar on the shell of The Raiser’s Edge. This section shows you the basic steps for adding an action
track. Once you create the track, you can add actions to it. Tracks are saved throughout your entire database, as
opposed to just on your workstation. If you are no longer using a track, you can delete it entirely, or you can mark
it as inactive. If you make a track inactive, it can be edited and deleted, when necessary. If a track is marked
inactive while assigned, it remains inactive on the records to which it is assigned until the entire track is complete.
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» Adding an action track

Action track names must be defined before you can add an action to a track. You do this by selecting Tools,
Action Tracks from the menu bar on the shell of The Raiser’s Edge. Tracks can be deleted or marked inactive if

you no longer use them.

Scenario: You need to create an action track that will be assigned to all new prospective constituents.
At your organization, new prospects receive a phone call and Hello letter. Add a new action track to

manage these prospect actions.

1. From the menu bar on the shell of The Raiser’s Edge, select Tools, Action Tracks, Define Action Tracks.
The Action Tracks screen appears.

Action Tracks |
Shawe tracks for: * Constituents & Events  Appeals
M ew
Open
Delete...

Cloze |

2. Mark the Constituents option. If you already added action tracks, they appear in the box on this screen.
The Action Tracks screen displays all constituent tracks when you mark the Constituents option; all event
tracks when you mark the Events option; and all appeal actions when you mark the Appeals option.

3. Toinclude inactive tracks in the list, or tracks that are no longer being used, mark the Display inactive
tracks checkbox. Do not mark the checkbox for this scenario. You only want to view active tracks.

4. To add a new track, click New. The Define Constituent Action Track screen appears.

[T Display inactive tracks

Define Constituent Action Track
Track name: I 0 action(s] in track ™ Track is inactive
Solicitor(s]:
Pricrity: Statug:
Motes:
Baze on:
Conditions:
MHew | [Ipen | [elete,. | -r | i | 0k Cancel
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5. In the Track name field, enter “Prospect”.

Define Constituent Action Track E
Track name: IPmspect 0 action|z] in track [T Track is inactive
-8 Prospect g
Solicitor(z):
Pricrity: Status:
Maotes:
Baze on:
Conditions:
Mew | [pen | [efete, | -r | L | Ok | Cancel |

6. Click OK. You return to the Action Tracks screen. The name of the track appears in the box on this screen.

Action Tracks |
Showe tracks for: & Constituents € Events  Appeals

MHew

Open

Delete...

Cloze |

[T Display inactive tracks

7. Click Close.

Managing Action Tracks

Once you create the basic structure for an action track, you can add actions to create a sequence. Some actions
are independent and others are dependent upon the completion of an earlier action, such as a meeting or phone
call. You can add an unlimited number of actions to a track, but keep in mind all actions should have a specific
theme in common, such as the previous prospect welcome scenario.

The strength of an action track is its ability to automatically maintain a sequence of related actions that can be
independent or dependent upon the completion of another. With this functionality, you can create the track, add
the actions, define their terms, and set the series in motion. The Raiser’s Edge keeps track of which actions have
been assigned, which ones need to be generated, when they are scheduled to occur, and when you need to be
reminded. Tracks, in essence, simulate a hierarchical process or checklist of actions for a constituent, event, or
appeal.
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Note: The category of Advocacy is not available on the Actions Track screen.

On the Actions Track screen, when you create or open an action track, the Define Action Track screen appears.
When you click the New button, the New Action screen appears.

Mew Action for Prozpect
Fil=  Edit “iew Track Action Help
b Save and Close - | [ ¢ | 4

General |§0nditi0ns| Attribgtesl ﬂntesl

e |

Categon: @ Phone Call € Meeting  Maling  © Emal  © Task/Other
j M autc-Remind .!:!.

Type: IIntroduction Call

W Mokt All zolicitors azzigned to thiz action; .
Start time: I End time: I _}II
Set rerninder far |1 I vl befarshand
v Solicitars |Anne Sinclair dayls)

Status: Il:nmpleted j Campaign: Iﬁnnual Campaign v| ﬁl
Phore: [Home =] Fund: [2007 &nnual Fund ~|8a|

Pricrity: © High & Momal Low

Constituent, event, and appeal action track records are identical. All three records contain four tabs: General,
Conditions, Attributes, and Notes. These tabs contain fields that track the type, dates, times, locations,
conditions, and special preferences associated with the action.

General Tab

The General tab is where you define the Category of the action, the Type, the Start time, End time, Solicitors,
Status, Phone, Priority, Campaign, and Fund. You can also mark the Auto-Remind checkbox; select the persons
you want to remind about this action; and determine how many days, weeks, or months beforehand the
reminder should be sent.

Mew Action for Prospect E3
Fil= Edit “iew Track Action Help

[ Save and Close - | [ 'X| 4 l'| ?- |
Qenerl LCaonditiong | Attributes | Hotes |

Categorny: @ Phone Call € Meeting ¢ Maling " Email ' Task/Other
j W Auto-Remind .‘:!.

Type: Ilnquil_l,J

) . v Matify | All solicitors assigned to this action
Start trne: IS;I:II:I Ak End tirme: |9;3I:| b4
Set reminder for |1 Id vl befarehand
w* Solicitors |.~’-‘-.nne Sinclair; Robert Hemandez 2yls)

Status: |Elnsed j Campaign: Iﬁnnual Campaigh v| ﬁl
Phorie: [Home =l Fund. {2007 Annual Fund ~ ||

Priority: ¢ High ¢ Momal € Low
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Conditions Tab

The Conditions tab is where you define the terms associated with the actions. It determines whether an action is
independent or if its creation is dependent on the completion or specific change of another action.

New Action for Prospect
File Edit “iew Track Action Help
[ Save and Cloze - | [ 'X| 4 » | P - |

Gerneral Abtributes I Hotez I

The creation of this action can be bazed on when this track iz azsigned, or when specific conditions of anather

action in this track. are satisfied. If pou choose to base it an when the track is assigned, place the track nane in

the "Baszed on'' field. If pou chooze to base it on another action in the track, place that action in the "Bazed on"'
field, and gelect an action query with criteria az the conditions that must be satisfied.

Bazed on:IProspect ﬁl
Action quer_l,J:I ﬂl

"When thiz action iz created, how should the action date be determined?

f+ |Jze date action iz created

" Use I I "I from date action iz created

Independent Actions

An independent action has no special conditions associated with it and can be generated by you at any time. This
type of action stands alone and is not contingent upon any other action. On the Conditions tab of an independent
action, the Based on field should contain the action track name. This tells The Raiser’s Edge that the creation of
the action is unrelated to any other. Think of independent actions as “parent” actions or cornerstones for the
track. The creation of dependent actions is directly based on predetermined changes to these parent actions.

Action for Membership Track E3
Fil= Edit “iew Track Action Help
[ Save and Close - | [ 'X| 4 l'| ?- |

Attributes | Hotes |

General

The creation of this action can be based on when this track iz azsigned. or when zpecific conditions of another
action in thiz track are zatisfied. IF pou choose to base it oh when the track iz azsigned, place the track name in
the "Based on' field. If you choose to baze it on another action in the track, place that action in the "Bazed on"
field, and select an action query with criteria az the conditions that must be satizfied,

Based on:IMembership Track ﬂl
Action query:l ﬂl

When thiz action iz created, how should the action date be determined?

% |lse date action iz created

= Uze I I "I from date action iz created
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Dependent Actions

The creation of a dependent, or “child” action is totally contingent upon satisfying conditions related to the
parent action. For example, you send out a mailing to your trustees and follow up with a phone call one week
later. In this example, the mailing is the independent action and is created as soon as you add it to the track. The
follow-up call is the dependent action and is set up with a condition to be automatically generated when the
mailing status is changed to Completed. The date of the phone call action is one week after the date of the
mailing. To make this sequence work, the mailing action (independent) needs to be in the Based on field of the
dependent (phone call) action. In addition, there must be a query in the Action query field whose criteria defines
the conditions that must be satisfied before the dependent action can be created. Lastly, you specify an action
date of “1 week(s)” from the date of the mailing.

Action for Membership Track E3
Fil=  Edit “iew Track Action Help
[ Save and Cloze - | [ 'X| ] b| P - |

| Attributes | Motes |

The creation of this action can be based on when this track iz azsigned. or when zpecific conditions of another
action in thiz track are zatisfied. IF pou choose to base it oh when the track iz azsigned, place the track name in
the "Bazed an'' figld. If pou choose ta base it an another action in the track, place that action in the "Based an''
field, and gelect an action query with criteria az the conditions that must be satisfied.

Based on:IMaiIing - Brochure ﬁl

Action query:l.&c:tion Track: Completed =Yesﬁ|

"When thiz action iz created, how should the action date be determined?

= |lze date action iz created

= Use I I "I framn date action iz created
v lze |'| Iweek[s] 'I from date of Mailing - Brachure

You can choose a previously created query or create a new one through the action track that directly pertains to
the current series of actions. For example, in the above example, your query criteria will be “Action status equals
Completed”. You can add a new query with this condition. In the Action query field on the New Action screen,
click the binoculars. The Open Query screen appears. Click the Add New button to create a new action query.
From the list of available query fields, click the plus sign beside Action Information to expand the Available Fields
list. Double-click Status. The Edit Field Criteria screen appears. From the Edit Field Criteria screen, select “equals”
as the Operator and “Completed” as the Value. Click OK. From the menu bar, select File, Close. A message
appears asking if you want to save your query. Click Yes. Enter a name for the query. Click Save. The new query
automatically appears in the Action query field. Once the Completed condition is satisfied by the independent
action, The Raiser’s Edge generates the dependent (phone call) action. For more information about creating
queries, see the Query chapter of the Query & Export Guide.

Several options are available for specifying a dependent action date. You can mark the Use date action is created
option or define a specific period of time in days, weeks, or months to follow by using Use [ ][ ] date from action
is created or Use [ ][ ] date from Mailing (where “Mailing” is the name of the independent action).

The three fields on the Conditions tab, Based on, Action query, and action date, all work together to define the
criteria necessary for The Raiser’s Edge to generate a dependent action. Following scenarios and procedures walk
you through the steps required to add an independent action, a dependent action, and assign a track to a
constituent or event record.
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Attributes Tab

The Attributes tab helps you identify specific attributes for the action. Attributes are the qualities, characteristics,
and preferences associated with the action. These attributes can include activities, special requests, or important

dates.

Action For Membership Track
File Edit “iew Track Action Help

[ 5ave and Close - | [ 'X| 1 » | ?- |

otes I

Gerneral I LConditiong

Categary I Diescription Shart Desc, I Crake I Camments
| |Percentage Responded? |50% 0ziz5/z007 Percentage is high,

Notes Tab

The Notes tab helps you remember information about the action. Notes are records you keep to remind yourself
of something you heard, read, need to reference, or need to remember about the action.

Action for Membership Track E3

Fil= Edit “iew Track Action Help
[ Save and Close - | [ 'X| 1i » | ?- |

Qenerall Qonditionsl Attributes
- en0pen 5

Tvpe ! Date Descripkion Motes

Carkerly questionnaire sent oot this month 30 Far the quarterly g...
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To add a note from the Notes tab, click New Note on the action bar. The New Notepad screen appears so you can
add the date, note type, note title, author name, note description, and text. Once you add your note and
information on the New Notepad screen, click Save and Close on the toolbar. Your note appears in the grid on the
Notes tab of the action track record. Notes on an action record and action track record work the same way as
they do on a constituent record. To find out more about notes in The Raiser’s Edge, see “Notes” on page 179.

% Notepad for Track Action [_ O] %]

File Edit Motepad Format Toolz Help

[ 5ave and Close - n)(|§@."l >||Ff/° ?'|$'
M5 Sans Seir o =B r u|l=== =
007 Title: IQuartetIy (Questionnaire
Type: IMaiIing Mates j duthor: IDa\-'id j
Degcription: |Duarter|_l.J questionnaire sent out thiz manth
Sofar the guarterly questionnaire is a total success. We've heard back from 80%: of the
recipients.
|F'ress F3 for today's date, F7 for calendar i

» Adding an independent action to an action track

An independent action has no special conditions associated with it and can be generated at any time. This
type of action stands alone and is not contingent upon any other action.

Scenario: At your organization, new prospects receive a phone call. Two weeks later, they receive a
Hello letter. Using the Prospect track, add the actions necessary to manage a new prospect record.
Remember to set up the Hello letter, so it is mailed two weeks after the initial phone call. If you have
not added a Prospect track, see “Adding an action track” on page 267.

Note: On the Define Action Tracks screen, you can click Open to open an existing action track for editing or
viewing. Click Delete to delete an existing action track if the track does not have dependent actions.
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1. From the menu bar on the shell of The Raiser’s Edge, select Tools, Action Tracks, Define Action Tracks.
The Action Tracks screen appears.

Action Tracks E3 |

Showve tracks for: @ Constituents € Events  Appeals

Mew

Open

Delete...

Cloze |

[T Dizplay inactive tracks

2. Select the Prospect action track and click Open. The Define Action Track screen appears. For information
about opening an action track, see “Opening an action track” on page 240.

Define Constituent Action Track E
Track name: IProspect 0 action(s] in track [~ Track is inactive
------ B Prospect g
Solicitor(z):
Pricrity: Statuz
Mates:
Baze on:
Conditions:
Mew | [Eer | [elate | -r | oL | Ok Cancel
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3. To add an action to the track, click New on the Define Constituent Action Track screen. The New Action

screen appears.

Mew Action for Progpect
File Edit “iew Track Action Help

ESaveandClose‘|u X| 4 b | ?-

General IQonditionsl Attribgtesl ﬂotesl

Category: & Phone Call ¢ Meeting € Mailing ¢ Email € Task/Other

Type: [inroduction Cal [ [ e e A

. . w Motify | Al solicitars azsighed to this action: ...
Sart time: I End time:

Set reminder for |1 I vI beforehand
+ Solicitors |Anne Sinclair dayls)

Status; ICompIeted Carnpaigr: IAnnuaI Campaian

=l
Phone: IHome ﬂ Fund: |2DD? Annual Fund

Pricrity: ¢ High & Maomal Lo

MEY
Y

4. Select the General tab.
5. In the Category field, mark the Phone Call option.
In the Type field, select “Introduction Call”.

Tip: If you know the solicitor’s name, you can type it directly into the Solicitors field on the action record.

6. Click Solicitors. The Solicitors Assigned to this Track Action screen appears.

Solicitors Assigned to this Track Action

£ First active solicitar for constituent
&l of constituent's active solicitars

" Constituent's active solicitors based on campaign and fund

" Constituent's active solicitors with salicitor bype

' Specific solicitars

Solicikor

AAanne Sinclair

(] Cancel

7. To assign only active solicitors, select First active solicitor for constituent, All of constituent’s active
solicitors, Constituent’s active solicitors based on campaign and fund, or Constituent’s active solicitors
with solicitor type [ ]. To assign a particular solicitor, select Specific solicitors. When you click in the grid,
the binoculars appear so you can search for that solicitor in your database. By assigning a solicitor to an
action, you make the solicitor responsible for making sure the assigned action is completed. For this
scenario, select Specific solicitors and search your database for Anne Sinclair. When found and selected,

her name appears in the Solicitor grid.
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8. Click OK. You return to the New Action screen.

9. Mark the Auto-Remind checkbox. The fields in the Auto-Remind frame are enabled.
10. Click Notify. The Action Notification screen appears.

+ Action Motification

| ¥ &l solicitors assigned ko this action ™ &l salicitors assigred ta this constitusnt ™ User who assigns track
Userz Motify these users
Uszer Mame | Conztituent I Outlock Mame | Uzer Mame |
Bonnie [ awid

bEmile L L Dere I
Gina 2

.l etnifer
A
Korigty

Fob
Supervizor

Caonstituent I Outlook Name I

2l [¥l~

| Motify using + Raiser's Edge reminders € Outlook Appointments ¢ Both

0K I Cancel |

11. To determine who should be notified about this action, select All solicitors assigned to this action, All
solicitors assigned to this constituent, or User who assigns track.

Note: The user names listed on the Action Notification screen are pulled directly from the Users group in
Administration. For more information, see the Security chapter of the Configuration & Security Guide.

12. To select others who need to be notified about the action, from the Users box, select the name and click
the single right arrow. This moves the name you select over to the Notify these users box. That person
will be reminded automatically of this action when she logs into The Raiser’s Edge.

13. Click OK. You return to the General tab of the action record.

14. In the Set reminder for field, enter “1” in the first box and select “day(s)” in the second box. This

information tells The Raiser’s Edge you or another user want to be reminded of this action one day before
the date in the Action date field.

15. Enter additional action information on the General tab as shown in the picture under step 3. For more

information about adding action information, see “Adding Action Records” on page 245.

Note: If the action is dependent on the completion of another action, make sure the action name is in the
Based on field.
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16. On the New Action screen, select the Conditions tab. Because this action is independent of any other
action, make sure the track name, “Prospect”, is showing in the Based on field.

Mew Action for Progpect
File Edit “iew Track Action Help

[ save and Close - | [ X| 4 b | ?-

tributes I HMotez |

General

The creation of thig action can be baged on when this rack is assigned, or when specific conditions of another

actio in thiz track are satisfied. If pou chooze to baze it oh when the track is assigned, place the rack hame in

the "Bazed on" field. If you choose to baze it on another action in the track, place that action in the "Based on'!
field, and select an action guery with criteria as the conditions that must be satisfied,

Based ori|Prospect 8|
Action query| ||

‘wihen thiz action is created, how should the action date be determined?

% Use date action iz created

= Use I I 'l from date action is created

[
17. In the When this action is created, how should the action date be determined? frame, mark the Use

date action is created option.
18. Select the Attributes or Notes tab.

Mew Action for Progpect
File Edit “iew Track Action Help

ESaveandClose‘|u X| 4 b | ?-

HMotez |

General | Conditions

-

| Description | Short Desc, | Date | Comments |

Category
04/0Z2/2007  Percentage is higher this wear,

Percentage Responded? | 50%

19. Enter attributes and notes concerning this action. If an action is not complete, you may find it helpful to
wait until after the action is completed to enter your most relevant notes. For information about entering

attributes and notes, see “Attributes Tab” on page 272 and “Notes Tab” on page 272.
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20. On the toolbar, click Save and Close. You return to the Define Action Track screen.

Define Constituent Action Track E
Track name: IPmspect 1 action|z] in track [T Track is inactive
= J8 Prospect . Phone Call - Introduction Call
& Phane Cal - Introduction Cal lse date specified when track iz assighed
Solicitor(s]:  First active solicitar for constituent
Pricrity: Homal Status: Completed
Baze on:
Conditions:

Open | Delete...l LILI Ok | Cancel |

21. To close the Define Action Track screen, click OK. You return to the Actions Track screen.
22. Click Close.

» Adding a dependent action to an action track

Before The Raiser’s Edge can create a dependent, or child action, you first need to satisfy the conditions
associated with the independent, or parent, action.

Scenario: Once you create the first action in your Prospect action track, you need to add the second
action, which is dependent upon the completion of the first one. At your organization, new prospects
get a Hello letter two weeks after their initial phone call. Set up the second action so The Raiser’s
Edge will generate the Hello letter two weeks after the initial phone call. If you have not added a
Prospect track, see “Adding an action track” on page 267. If you have not set up the first independent
action, see “Adding an independent action to an action track” on page 273.

1. From the menu bar on the shell of The Raiser’s Edge, select Tools, Action Tracks, Define Action Tracks.
The Action Tracks screen appears.

Action Tracks E3 |

Showve tracks for: @ Constituents € Events  Appeals

Mew

Open

Delete...

Cloze |

[T Dizplay inactive tracks
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2. Select “Prospect” and click Open. The Define Action Track screen appears. For information about opening
an action track, see “Opening an action track” on page 240.

Note: If the action has the Category of Mailing, in the Letter field, you can quickly create a letter directly from
the action record. Click the Microsoft Word icon in the Letter field. For more information about creating
letters, see “Quickly writing a letter from the Letter menu of a constituent record” on page 210. You can follow
the same instructions to create your action letter here.

3. To add an action to the track, click New. The New Action screen appears.

Mew Action for Prospect
File Edit “iew Track Action Help

[ Save and Close - | [ )(| 4 » | ?- ‘

General IQonditionsl Attribgtesl ﬂotes'

Categary: © Phone Call € Meeting  © Maling ¢ Email ¢ Task/Other
ﬂ ¥ Auto-Remind .[:l

w M otif All solicitors azsigned to this action
Skart tirme: I End tire: _}II

Set reminder for |1 I k| vI befarehand
v Solicitors |Anne Sinclair weekls)

Tupe: ILetter

Statvis: |Not Complated j Campaigr: |Annual Carnpaign 'l H'
Letter: |He||o Letter j Fund: |20IZI? Annual Fund v| ﬁ'

Pricrity: ¢ High & Momal 7 Low

4. Select the General tab.
5. In the Category field, mark the Mailing option.

6. Enter additional action information on the General tab as shown in the previous picture. For more
information about adding action information, see “Adding Action Records” on page 245.

Note: If the action is dependent on the completion of another action, make sure the action name is in the
Based on field.

7. Select the Conditions tab. Because this action is dependent on the completion of the Introduction Call,
click the binoculars and search for the action, “Phone Call - Introduction Call”, in the Based on field.

Mew Action for Prospect
File  Edit Miew Track fction Help

ESaveandElose‘|u )(| 4 » | ?- ‘

General Conditions |Attribgtes| ﬂotesl

The creation of thiz action can be bazed on when this rack iz assigned, or when specific conditions of another
action in this rack are zatisfied. If you chooge to bage it on when the track iz azsigned, place the track name in
the "Bazed on" field. If you choose to base it on another action in the track, place that action in the "Based on'!
field, and select an action querny with criteria as the conditions that must be zatisfied.

RN PR Call - Intoduction Cal

Action query:l ﬂl

“When thiz action iz created, how should the action date be determined?

* Use date action is created

i Use I I 'l from date action is created
" Usze I I 'l from date of Phane Call - Introduction Call

| Press F7 for action track lookup
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8. Inthe Action query field, click the binoculars. The Open Query screen appears. From this screen, choose a
preexisting action query or click the Add New button to create a new action query.

i+, Open Query
Find: I Queries ﬂ

Sl Open

Cancel

&  Edi
") dadd New

Options

Fid Queries that meet theze criteria:

Query type: Im Created On: IW i Find Now
Query format: Iﬁ Created by: Iﬁ Mew Search
Cluery name: Iﬁ

Description: lﬁ

™ Show merged queriss only I Exact match only Expand Results

9. Click Add New. You want to add a new query. The New Action Query screen appears.
a. In the Available Fields box, click the plus sign beside Action Information to expand the Fields list.
Scroll down and double-click Status. The Edit Field Criteria screen appears.

g

Select “equals” as the Operator and “Completed” as the Value.
Click OK. You return to the New Action Query screen.

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

In the Query name field, enter “Action Status Equals Completed”.
Click Save. You return to the Query screen.

Click the “X” on the top right-hand corner of the screen to close it. The new query appears in the
Action query field.

S®m >0 oo T

Mew Action for Prospect
File Edit “iew Track Action Help

[ Save and Close - | [ )(| 4 » | ?-

General Conditions |Attribgtes| ﬂotes'

The creation of thiz action can be based on when this track is assighed. or when specific conditions of anather

achion in this rack are zatisfied. If you choose to base it on when the track. iz azsigned, place the rack name in

the "Baged on" field. If vou choose to base it on another action in the track, place that action in the "Based on'
field. ahd select an action querny with criteria &3 the conditions that must be satisfied.

Bazed on:IPhone Call - Introduction Call ﬂl

Action query:l.&ction Statuz Equals Complete ﬂl

"When thiz action is created, how should the action date be determined?

i+ Usze date action iz created

" Use I I Vl from date achion is created
i~ Use I I 'l from date of Phane Call - [ntroduction Call

|Presz F7 for query zearch
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10. In the When this action is created, how should the action date be determined? frame, mark the Use [ ]
[ ] from date of Phone Call - Introduction Call option and enter “2” in the first field and select “week(s)”
in the second field. This indicates to The Raiser’s Edge you want the date of this action to be two weeks

later than the date of the Phone Call action.

Mew Action for Prospect
File  Edit Miew Track fction Help

ESaveandElose‘|u )(| 4 » | ?-

General Conditions |Attribgtes| ﬂotesl

The creation of thiz action can be bazed on when this rack iz assigned, or when specific conditions of another

action in this rack are zatisfied. If you chooge to bage it on when the track iz azsigned, place the track name in

the "Bazed on" field. If you choose to base it on another action in the track, place that action in the "Based on'!
field, and select an action querny with criteria as the conditions that must be zatisfied.

Bagzed on:IPhone Call - Intraduction Cal Ql

Action query:lAction Statuz Equals Complate Ql

“When thiz action iz created, how should the action date be determined?

= Use date action is created

i Use I I 'l from date action is created
i+ Use |2 week|z]

¥ | from date of Phone Call - Introduction Call

11. Select the Attributes or Notes tab. For information about entering attributes and notes, see “Attributes

Tab” on page 272 and “Notes Tab” on page 272.

Mew Action for Progpect
File Edit “iew Track Action Help

ESaveandClose‘|u X| i b | ?-

General | Conditions I Attributes

0 & bt .

Type / Date Descripkion Makes
The Hello Let!

K1

i

12. Enter attributes or notes concerning this action. Because this action has not been completed, you may
find that you will want to add your most relevant notes after the action has been completed.
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13. On the toolbar, click Save and Close. You return to the Define Action Track screen.

Define Constituent Action Track E
Track name: IPmspect 2 action|z] in track [T Track is inactive
= J Prospect . Mailing - Letter E
=& Phone Cal - Introduction Call Ise 2 week(z] from date of Phone Call - Introduction ... =k ]

Solicitor(s]:  First active solicitar for constituent
Pricrity: Homal Statug: Mot Completed

Baze on: Phaone Call - Intraduction Call

Conditions: Action Status equal: Completed

Open | Delete...l LILI Ok | Cancel |

14. To close the Define Action Track screen, click OK. You return to the Actions Track screen.
15. Click Close.

Assigning Action Tracks

Once you define an action track and add actions to the track, you then need to assign it. We recommend you use
the Assign Track Wizard for this task. The assignment can start from the first action defined or from any action in

the track. You can use the Assign Track Wizard to assign an action track to a single constituent, event, or appeal
record; or to a group of constituent, event or appeal records.
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Assigning an action track to one constituent or a group of constituents

Once you define an action track and add actions to the track, you must assign it to one constituent, event, or
appeal record; or to a group of constituent, event, or appeal records. The following procedure shows you how
to assign an action track to a single constituent record. You can use the same wizard to assign an action track
to a group of constituents. You can also follow the steps to assign an action track to one event or appeal

record, or to a group of event or appeal records.

Scenario: Cynthia Miller is one of your major donor prospects. Use the Assign Track Wizard to assign
the Prospect track to Cynthia’s record. This track will add your two prospect actions, Phone Call and

Hello letter, to Cynthia’s constituent record.

1. From the menu bar on the shell of The Raiser’s Edge, select Tools, Action Tracks, Assign Constituent
Action Tracks. The Assign Track Wizard screen appears.

Aszign Track Wizard
Step 1 0f 3
Which track do you want to aszign?
Frospect j
To which constituent(z] should thiz track be azzigned?
' One constituent |I:_I,Jnthia Miller ﬁl
" Selected constituents I ﬂ

Cancel | < Hach | Azzign Track Noﬂl

Note: On any of the wizard screens, you can click Cancel if you want to cancel the Assign Track Wizard process.
If you choose to accept all parameters on the wizard screen, click Assign Track Now. This begins the process of
previewing, creating, and assigning action tracks to a constituent, event, or appeal; or group of constituents,

events, or appeals.

2. In the Which track do you want to assign? field, select “Prospect”.
3. Under To which constituent(s) should this track be assigned?, mark the One constituent option. Click the
binoculars in the selected field and search for Cynthia Miller.
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4. To move forward to the Step 2 of 3 screen, click Next.

Aszsign Track Wizard

Step 2 of 3

Start the track with which action?

=8 Prospect
E@ Phane Call - [ntraduction Call

------ M ailing - Letter

When should the track be started?

Date:|D2x'25x'2DDE ﬁl
Cancel | < Back | Mewt » | Azzign Track Noﬂl

5. On the Step 2 of 3 screen, under Start the track with which action?, select “Phone Call - Introduction
Call”.

Under When should the track be started?, enter today’s date.
To move forward to the Step 3 of 3 screen, click Next.

Aszign Track Wizard

Step 3 of 3

Do you want to preview the list of actions before
they are created?

¥ Yes
" Mo

If the track has already been assigned to the
constituentz], do you want to assign it again?

= Yes
{* Mo

Do you want to link these actions to a proposal?
" Yes  Proposal I ﬂ
' Mo

Cancel | < Back | |t [=e |

Under Do you want to preview the list of actions before they are created?, mark Yes.

9. Under If the track has already been assigned to the constituent, do you want to assign it again?, mark
No.

10. Under Do you want to link these actions to a proposal?, mark No.
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11. To assign the action track, click Assign Track Now. The Generate Actions screen appears.

Generate Actions for Cynthia Miller
F R K g A
Create? I Date | Day I Category | Type
] 0212512005 Wednesday Phone Call Introduction Call
4 |
[ | &ctions: 1 | &ctions to create: 1

12. Make sure the checkbox in the Create? column is marked.

13. On the action bar, click Create Now. The Assigning Track progress screen appears. Then the Assignments
Complete screen appears to indicate the wizard is finished. The Assignments Complete screen shows the

number of constituents processed, the actions created, and any exceptions.

Action Track Wizard - The Raizer's Edge |

Assignments Complete!

Constituents Processed: 1
Actions Created: 1
Exceptions: ]

i Preview Report |

14. To exit, click Close. To generate a control report listing process statistics and any exceptions found, click
Preview Report.

Editing and Deleting an Action in an Action Track

Once you add an action to an action track, you can edit and make changes to the track, unless it has been marked
inactive. Action tracks that have already been generated or assigned are not automatically updated when
changes are made to the action. Dependent actions that have not yet been generated or assigned may be
affected by changes made to the parent action. Be aware of the conditions you define when you create the
action, to make sure your dependent actions still meet your new criteria.

You can delete an action from a track at any time, as long as the track is not marked inactive. Deleting an action

from a track does not affect the action, as long as it has already been generated and assigned to a constituent or
event record. The action, however, no longer references the track. Deleting an action with associated dependent
actions causes those actions to be deleted as well. Pay careful attention to all associated actions before deleting.

» Editing an action in an action track

Warning: If the query selected for a dependent action is edited or a different query is selected, the creation of
ungenerated actions may be affected.
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Once you add an action to an action track, you can edit and make changes to the track, unless it has been

marked inactive.

Scenario: The introduction phone call action you assign to all new prospect records has Home
selected as the phone type. You learn from one of your solicitors that most prospects prefer to be
called at work. Edit the Prospect action track and change the phone type on the Phone Call action to

Business.

1. From the menu bar on the shell of The Raiser’s Edge, select Tools, Action Tracks, Define Action Tracks.

The Action Tracks screen appears.

Action Tracks

Showve tracks for: @ Constituents € Events  Appeals

[T Dizplay inactive tracks

]|

MHew

Open

Delete...

Claze |

2. Select “Prospect” and click Open. The Define Constituent Action Track screen appears.

Define Constituent Action Track

Track name: IProspect

2 action{z] in track [~ Track is inactive

B8 Prospect
E@ Phone Call - Introduction Call
Mailing - Letter

Phone Call - Introduction Call
Usze date zpecified when track iz azsigned

o

Solicitor(s]: All of constituent's active solicitors only
Pricrity: Momal Statug Closed
Mates:

Base on:

Conditions:

0K

Cancel
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3. Select “Phone Call - Introduction Call” and click Open. The Action screen appears.

Action for Prospect
File Edit “iew Track Action Help

[ Save and Close - | [ )(| i » | ?-

General IQonditionsl Attribgtesl ﬂotes'

Categary: % Phone Call € Meeting € Mailing ¢ Email ¢ Task/Other
ﬂ ¥ Auto-Remind .[:l

w Motify | All solicitors azsigned to this action: ...

Skart time: I End time:
Set reminder for|1 Ida 3 vI befarehand
Solicitors |Constituent's firgt active solicior vis)

Type: Ilntroduction Call

Statvis: |Eompleted j Campaigr: |Annual Carnpaign 'l H'
Fhane: I j Fund: |2DD? Annual Fund 'I ﬁ'

Pricrity: ¢ High & Momal 7 Low

|Presz F7 for table lookup

4. |n the Phone field, select “Business”.

Action for Prospect E3

File Edit “iew Track Action Help
[ save and Close - | [ X| 1 » | ?- ‘

General Igonditionsl Attribgtesl ﬂoles'

Cateqon: % Phaone Call Meeting (i t ailing = Email = Task/Other
= ¥ duto-Remind 2%

w Motify | All zolicitors azzigned ta this action; ...

Skart time: I End time:
Set reminder f0l|1 Ida 3 vI beforehand
Solicitors |Eonstituent's first active solicitor vls)

Type: |Intmduction Cal

Status: IEompIeted j Campaigt: IAnnuaI Campaign v| ﬁ'
Phare: =] Fund: {2007 Annual Fund ~| |

Pricrity: ¢ High & Momal ™ Low

|Press F7 for table lookup

5. On the toolbar, click Save and Close. You return to the Define Constituent Action Track screen.

6. Click OK. If your track has already been assigned to a constituent or a group of constituents, you receive a
message asking if you are sure you wish to save the changes.

The Raizer's Edge |

Thiz Track haz already been azsigned.
Actions that have been created will not be updated.
Are pou sure you wish bo save the changes?

7. Click Yes. You return to the Action Tracks screen.
8. Click Close.
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» Deleting an action in an action track

You can delete an action from a track at any time, as long as the track is not marked inactive. For more
information about deleting an entire track, see “Deleting Action Tracks” on page 289.

1. From the menu bar on the shell of The Raiser’s Edge, select Tools, Action Tracks, Define Action Tracks.
The Action Tracks screen appears.

Action Tracks E3 |
Showve tracks for: @ Constituents € Events  Appeals

Mew

Open

Delete...

Cloze |

[T Dizplay inactive tracks

2. Select “Prospect” and click Open. The Define Constituent Action Track screen appears. For information
about opening an action track, see “Opening an action track” on page 240.

Define Constituent Action Track

[T Track is inactive

Track name: IPmspect 2 action|z] in track

=8 Prospect

; . Mailing - Letter E
E‘@ Phane aII - Introduction Cal Use 2 week(s] from date of Phane Call - Introduction ... =k
L Wailing - Letter

Solicitor(s]:  First active solicitar for constituent
Pricrity: Homal Statug: Mot Completed

Baze on: Phaone Call - Intraduction Call

Conditions: Action Status equal: Completed

Mew | Open | Delete...l LILI Ok Cancel
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3. Select “Mailing - Letter” and click Delete. The action opens and you receive a message, asking if you are
sure you want to delete the track action record.

i
File Edit “iew Track Action Help
ESaveandClose‘| (= X| 4 » | ? -

General IQonditionsl Attribgtesl ﬂotesl

Category: € Phone Call ¢ Meeting @ Mailing ¢ Email € Task/Other
1 -V Auto-Remind ¥

Tvpe: |Letter )
I The Raiser's Edge Ld ta this action
Start time: I
v Solicitors | Constitus @ Are you sure you want to delste this Track Action record? ? befarhand
Status: INot Cor :.v
Yes -
Letter: IHeIIo Le jv -

Pricrity: ¢ High & Maomal Lo

4. Click Yes. You return to the Define Constituent Action Track screen.

5. Click OK. If your track has already been assigned to a constituent or a group of constituents, a message
appears asking if you are sure you wish to save the changes.

The Raizer's Edge |

Thiz Track has already been azsigned.
Actions that have been created will not be updated.
Are pou sure you wish b zave the changes?

6. Click Yes. You return to the Action Tracks screen.
7. Click Close.

Deleting Action Tracks

You created the action track and added related actions. What happens when the track is no longer needed? One
option is to delete the action track from your database, and we show you how in this section. Deleting a track
does not affect the associated actions as long as they have already been generated and assigned to a constituent,
event, or appeal record. The action, however, no longer references the track. Deleting a track with associated
dependent actions causes those actions to be deleted as well. Pay careful attention to all associated actions
before deleting.

Another option we strongly recommend is to mark the Track is inactive checkbox on the Define Action Track
screen. If you make a track inactive, it can be edited and deleted, when necessary. If a track is marked inactive
while assigned, it remains inactive on the records to which it is assigned until the entire track is complete.
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» Deleting an action track
This procedure shows you how to delete an action track from your database. Instead of deleting the action
track, however, we recommend you mark the action as inactive.

Scenario: The Prospect action track you assign to new prospect records has been eliminated from
your prospect welcome agenda. Delete this action track from your database.

1. From The Raiser’s Edge menu bar, select Tools, Action Tracks, Define Action Tracks. The Action Tracks
screen appears.

Action Tracks E3 |

Showve tracks for: @ Constituents € Events  Appeals

Mew

Open

Delete...

Cloze |

2. Select Prospect on the Action Tracks screen and click Delete. The Define Constituent Action track screen
opens and a message appears, asking if you are sure you want to delete the track record.

[T Dizplay inactive tracks

x
Track name: IPmspect 1 action|z] in track [T Track is inactive
-8 [Prospect Prospect
.33 Phone Call - Introduction Call
| & nlivitrufst
The Raiser's Edge BE

@ Are you sure you want to delete this Track record?

MHew | [Ipen | Delete...l LILI ak Cancel

3. Click Yes. You return to the Action Tracks screen.
4. Click Close.
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Requests for contributions are an essential part of fundraising, so your organization’s solicitors are very
important. A solicitor is a constituent who secures contributions from other constituents through personal
contact such as telephone calls, dinners, or social visits. Not all constituents are solicitors for your organization.
For example, constituents who are volunteers or committee members may not have the time or resources to also
work as solicitors.

Your organization’s board members, trustees, and executives are often the primary solicitors. These individuals
have usually been involved with your organization for an extended period of time, so they know many of your
constituents.

Because a constituent’s position in your organization is often directly related to the amount of contributions
secured, a board member probably brings in larger donations than a volunteer. Once you determine which
constituents you should make solicitors, you can use The Raiser’s Edge to streamline your solicitors’ fundraising
efforts.

You can assign solicitors to specific constituents for a certain length of time, designate goals for individual
solicitors, and credit solicitors for gifts they secure. To better understand the concepts discussed in this chapter,
we recommend you read the other chapters of this guide.

The Solicitors chapter takes you step-by-step through the process to create and manage solicitors in your
database. “Frequently Used Terms” on page 293 defines important terms used throughout the Solicitors chapter.
You can use this section as a quick reference guide for any unfamiliar terms you find while you read this chapter.

In “Understanding Solicitors” on page 295, we discuss the building blocks necessary to create a well-organized
system to enter solicitor information. In “Work with Solicitors” on page 299, we explain how to enter, edit, view,
and delete solicitor information in The Raiser’s Edge.

Frequently Used Terms

To effectively use solicitors for your organization’s fundraising efforts, we recommend you have a basic
understanding of common solicitor terms. These terms appear throughout the Solicitors chapter. If you find an
unfamiliar term when you read this or any chapter in The Raiser’s Edge documentation, search the online
glossary in the help file.

Appeal goal. The appeal goal is the overall goal amount for each appeal. Because your campaigns can include
several appeals, you can assign a goal for each appeal. The goal amounts of solicitors for each appeal
contribute to the appeal goal.You can view the solicitor hierarchy for an appeal goal from the appeal record.

Campaign goal. The campaign goal is the overall goal amount for each campaign. You assign solicitors affiliated
with the campaign to constituents for specific amounts. Reaching a campaign goal depends on the success of
solicitors attaining their individual goal amounts for the campaign. You can view the solicitor hierarchy for a
campaign goal from the campaign record.

Captain. The captain is the solicitor team member who coordinates the team’s efforts, keeps team members
informed, offers assistance or advice to the team, and encourages members to reach their goals. For example,
Anne Sinclair has been a solicitor for your organization for the past five years. Because of her experience, you
make Anne the captain of your Annual Fund team. As the team’s representative, Anne works as the
go-between for your organization and her team members. Because Anne needs to keep everyone informed,
as well as to advise and encourage her team, you may not want to assign her a solicitor goal. Although
captains can coordinate a team’s efforts to improve the efficiency and effectiveness of the team, you are not
required to have a captain for each team.

Fund goal. The fund goal is the overall goal for each fund. Because your campaigns may be composed of several
funds, you can assign a goal for each fund. The goal amounts of solicitors for each fund contribute to the fund
goal. Like the campaign goal, you can view the solicitor hierarchy for a fund goal from the fund record.
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Goal. A goal is the amount of money you want a solicitor, a campaign, a fund, an appeal, or other category to
bring into your organization. Large goals, such as a campaign goal, are usually broken down into smaller goals.
For example, your Capital Campaign goal is $1,000,000. This is the overall amount to reach by the end of the
campaign. This campaign contains several funds and appeals, and each fund and appeal has an overall goal.
For each fund and appeal goal, you have a solicitor hierarchy and each solicitor in the hierarchy has a goal.
These solicitor goals contribute to each overall fund and appeal goals, and the fund and appeal goals
contribute to the overall Capital Campaign goal.

Hidden solicitor. If a solicitor no longer works for your organization, you can hide solicitor information in your
database. To hide solicitor information, unmark This constituent - Is a solicitor. If you unmark
This constituent - Is a solicitor, the Details button is disabled and you can no longer view solicitor information
from the constituent record. The Solicitor Details menu item also becomes disabled from the View menu.

The hidden information includes gift credit; action, constituent, and team captain assignments; and the
solicitor’s personal goals. Because you cannot access their solicitor information, these solicitors are not
available for new assignments or goals, and they cannot receive credit for gifts contributed to your
organization. You cannot include these solicitors in searches, queries, exports, reports, or summaries. When
you mark This constituent - Is a solicitor, the Details button and Solicitor Details menu item become enabled
so you can view solicitor goal and assignment information.

Inactive solicitor. To indicate that a solicitor is not currently available for new assignments, you can make the
solicitor inactive. When you make a solicitor inactive, you save all the constituent’s solicitor information in
your database. You can always make an inactive solicitor active again. The program excludes inactive solicitors
from solicitor searches, unless you select to include them, so you cannot accidently create a new assignment
for these solicitors. Because you can continue to query and report on solicitor information for inactive
solicitors, we recommend you make a solicitor inactive rather than hide the solicitor information in your
database.

Solicitor. A solicitor is a constituent in your database who seeks contributions to your organization from other
constituents. Solicitors usually hold an office in your organization, such as board member, trustee, or
executive. These individuals frequently have more contact with a greater number of constituents and are
ideal candidates for solicitors. Not all constituents are solicitors for your organization.

Solicitor assignment. You can assign solicitors to constituents in your database, to actions you create for
constituents, and actions associated with events or appeals. When you assign a solicitor to a constituent, you
can determine the length of the assignment and the amount a solicitor asks a constituent to contribute. You
can also decide whether the solicit amount is associated with a goal for a campaign, a fund, or an appeal.
Constituent assignment information appears on both the solicitor’s constituent record and the constituent
record of the individual or organization to which the solicitor is assigned. When a constituent contributes a
gift, you can determine the amount of credit a solicitor receives.

When you assign a solicitor to an action such as a phone call or dinner meeting, you make the solicitor
responsible to complete the action. You can view action assignment information from the constituent record
of the individual or organization that receives the action. If you use Event Management, you can also assign a
solicitor to an action associated with an event. You can also assign a solicitor to an action associated with an
appeal. For example, you want Kathleen Bentley to contact all participants in your spring tennis tournament.
From the Actions tab of the Spring Tennis Tournament event record, you assign Kathleen to the action of
calling the participants of the event. You can view information about the phone call Kathleen is assigned to
make for the tournament from the Actions tab.

Solicitor goal. A solicitor goal is the amount of money a solicitor is responsible to raise for a particular campaign,
fund, appeal, or other category goal. For example, the campaign goal for your Annual Campaign is $500,000.
You expect Joseph Diresta to obtain $10,000 in contributions for this campaign. Therefore, Joseph’s solicitor
goal for the Annual Campaign is $10,000. You can also assign solicitors to unspecified goals, which are goals
not related to a specific campaign, fund, or appeal.
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Solicitor hierarchy. The solicitor hierarchy is a tree view that displays how solicitors are organized for a goal for a
campaign, a fund, or an appeal. In the hierarchy, solicitors can stand alone or report to other solicitors,
themselves, or a solicitor team. Solicitor teams can report to other teams. The solicitor hierarchy visually
presents the relationship solicitors have to one another. A solicitor may report to another solicitor because
you want someone with little experience to report to a solicitor who has worked for your organization for a
longer period of time.

Solicitors can also report to themselves. For example, you may want to create a fund goal for a solicitor who
also contributes to the fund. You can enter a fund goal for the solicitor and indicate the solicitor reports to
himself. When the solicitor contributes to the fund, he can also receive solicitor credit for the contribution.
For solicitor teams, a solicitor must report to a specific team to be included in the team’s solicitor hierarchy.

Team. Once you determine which constituents in your database to associate with a specific campaign, fund, or
appeal, you can organize the solicitors into teams. A team is a group of solicitors who work toward a common
goal. Each team member works to reach an individual goal that contributes to the overall team goal. Many
organizations offer a reward to teams who reach or surpass their goals, which is an additional incentive for
team members to encourage each other to attain their individual goals to meet the team’s goal.

Unspecified goal. For goals that are not for a campaign, a fund, or an appeal, you can select an unspecified goal.
If you have the proper user rights, you can create categories of unspecified goals. For example, your
organization can have solicitors responsible to find prospects or attend organization functions. You may not
expect these individuals to raise money. Rather, these solicitors may be concerned with making valuable
contacts for your organization. You want to keep track of all solicitors and their activities. Therefore, you can
create different categories of unspecified goals for solicitors who are not associated with a goal for a
campaign, a fund, or an appeal.

Understanding Solicitors

Once you determine which constituents in your database to make solicitors, you can use The Raiser’s Edge to
streamline your solicitors’ fundraising efforts. The information you enter for each solicitor helps you organize all
solicitors’ efforts to raise money. You can assign solicitors to constituents and actions, organize your solicitors
into specific categories with specific goals, and follow each solicitor’s progress toward a goal.

You can select solicitors for each fundraising category in your organization and create solicitor teams for
campaign, fund, and appeal goals. Once you add a solicitor to a goal, you can then assign the solicitor to
constituents in your database to create an efficient system to secure contributions. Once you organize your
solicitors, you can create a Solicitor Performance Summary or run one of the solicitor reports available under the
Analytical Reports category of Reports to easily track their progress toward specific goals.

What Is a Solicitor?

A solicitor is a constituent who requests contributions to your organization. In The Raiser’s Edge, solicitors must
be constituents, although not all your constituents are solicitors for your organization. Solicitors are usually
assigned to constituents with whom they have a relationship. For example, a solicitor who is a close friend of a
constituent will more successfully secure a gift than a solicitor who has never met the constituent. Solicitors
appear as relationships on the constituent record of the individual or organization to which the solicitor is
assigned.

You can associate solicitors with campaigns, funds, appeals, or any other goal categories your organization
establishes. You can determine the goal amount that each solicitor for a particular goal type is responsible. You
can then assign your solicitors to constituents and actions to provide an organized means for solicitors to achieve
their goals.
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Once a constituent who has assigned solicitors contributes a gift to your organization, you can determine which
solicitors receive credit for the gift and how much credit each solicitor receives. Although most of your
organization’s solicitors work to secure contributions, you may create unspecified goals for certain solicitors, such
as to make new contacts for your organization.

What Is a Solicitor Assignment?

You can assign solicitors to constituents and actions you create for constituents. When you assign a solicitor to a
constituent, you can determine the length of the assighnment and the amount the solicitor asks a constituent to
contribute. You can also decide whether the solicit amount is associated with a goal for a campaign, a fund, or an
appeal.

If you use Event Management, you can also assign a solicitor to an action associated with an event from the event
record. For example, you want David Murphy to contact all participants in your annual tennis tournament. From
the Actions tab of the event record, you can assign David to the action of calling the participants. You can also
assign a solicitor to an action associated with an appeal.

When you assign a solicitor to a constituent or an action, you determine the solicitor’s responsibilities. Solicitor
assignments also provide an easy way for you to see which solicitors receive credit for gifts contributed to your
organization. Once you create goals and assignments for solicitors, you can create a Solicitor Performance
Summary, a Solicitor Comparison Report, a Solicitor Goal Summary report, or a Solicitor Performance Analysis
report to view the progress solicitors make toward their specific goals.

What Is a Solicitor Goal?

A solicitor goal is the amount each solicitor is responsible to secure for a campaign, a fund, an appeal, or an
unspecified goal. A solicitor usually has two different goals: an overall goal amount and a specific goal amount for
each solicitor assignment.

The first goal is the amount the solicitor needs to secure for a campaign, a fund, an appeal, or an unspecified goal.
To meet a goal for a campaign, a fund, or an appeal, you can assign the solicitor to constituents in your database.
The second goal is the amount you enter when you assign a solicitor to a constituent. For example, for your
organization’s Annual Fund, you create a fund goal of $5,000 for the solicitor Audrey Lorenz. To meet her fund
goal, you assign Audrey to five constituents for $1,000 each.

Audrey’s constituent assignment total equals $5,000. She now has a solicitor goal for the Annual Fund and five
separate solicitor goals for the constituents she is assigned to for this fund. If each of these five constituents
contributes $1,000 or more, Audrey can meet or exceed her solicitor goal of $5,000.

What Is a Solicitor Team?

Note: The individual goals for each team member determine the team goal amount. When a team member’s
individual goal amount changes, the team goal amount increases or decreases accordingly. To make a team
responsible for a specific overall amount, you must decide how to distribute the amount among the team
members.

To further organize fundraising efforts for your organization’s campaigns, funds, and appeals, you can set up
solicitor teams. A solicitor team is a group of solicitors associated with a specific campaign, fund, or appeal goal.
You can assign a captain for each solicitor team you create.

The captain serves as a primary contact for the team and organizes the team’s efforts. The team captain may be
devoted to organize, encourage, and direct the team and may not have a solicitor goal.



SOLICITORS 29

Members of a solicitor team have individual solicitor goals and the sum of these goals equals the team goal. Each
team goal constitutes a portion of the overall campaign, fund, or appeal goal. For example, the overall fund goal
of your organization’s Building Fund is $100,000. You want to assign twelve solicitors to this fund. You decide to
create two teams, with each team responsible for $50,000.

Both teams consist of five team members and one captain. Each member of the two teams is assigned an

individual solicitor goal. You do not assign a solicitor goal to the team captains because you want the captains to

coordinate their team’s efforts. Added together, the individual team member goals equal the team goal of

ES0,000. In this example, the team goals for both teams add up to the overall Building Fund goal amount of
100,000.

% Team 1 “»TEAM 2
CAPTAIN CAPTAIN
] l
Solicitor A Goal ~ $10,000 | Solicitor A Goal ~ $10,000
Solicitor B Goal ~ $10,000 Solicitor B Goal ~ $10,000
Solicitor C Goal ~ $10,000 | solicitor € Goal ~ $10,000
Solicitor D Goal ~ $10,000 Solicitor D Goal ~ $10,000
Solicitor E Goal ~ $10,000 | sSolicitor E Goal ~ $10,000
l l
Team 1 Goal ~ $50,000 | Team 2 Goal ~ $50,000 ]

mEuilding Fund Goal ~ $100,000 |

Note: In the solicitor hierarchy, solicitors can report to themselves, other solicitors, or teams. Solicitor teams
can only report to other teams.

When you create a team for a goal for a campaign, a fund, or an appeal, the team appears in the solicitor
hierarchy for that campaign, fund, or appeal. The solicitor hierarchy is a tree view that shows how solicitors are
organized for the goal. To view the solicitor hierarchy, select the Solicitors tab of the campaign, fund, or appeal
record.

At the highest level of the hierarchy are solicitors who do not report to teams or other solicitors, and teams that
do not report to other teams. A plus sign appears to the left of these teams and solicitors. To view the teams or
solicitors who report to the hierarchy entry, click the plus sign. Solicitors who have subentries in the solicitor tree
view are responsible to advise and encourage solicitors who report to them.

The solicitor hierarchy works in much the same way as the management hierarchy of a business. Employees
report to a manager; the manager reports to a higher official, perhaps a vice president; and the vice president
reports to a president or board of directors. The purpose of the hierarchy is to make sure everyone works toward
a common goal, in this case, to secure donations for your organization.

The following example explains the structure of solicitor teams. Your organization’s Capital Campaign has two
solicitor teams, Team One and Team Two. Each team has a goal of $125,000. Each team member, with the
exception of the team captain, is responsible for a portion of their team’s goal.
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The teams are further broken down by having several solicitors report to one solicitor. Team One consists of five
members, not including the team captain. Four of the team’s solicitors report to Joseph Diresta. Team Two is
organized the same way, with four solicitors who report to Anne Sinclair. The team captains are not assigned a
solicit amount. Just as the captain advises and encourages all team members, Joseph and Anne can provide
additional support to the individuals who report to them.

™ Capital Campaign | |O0]

Fil= Edit “iew LCampaign Fawortes Tool: Help
ESaveandCIDSE'| U|§- (-1 4 » H | - -| z-|

W ﬁenerall v Giving Hierarchy  Saolicitors |v Agpealsl W Attribgtesl Event&l

¥ Show inactive Solicitors Salicitor goal: I HI

Available Solicikars B ER 2} ~ssigned soicitors for this Campaign
Isabelle G, Matley = Team Cne
cvnkhia T Millsr E|---E|_ Allison E. Andrews

¥ S =0 Joseph P. Diresta ($45,000,00)

David &, Murphy il Audrey 1. Lorenz ($20,000,001
Lane &, Pembroke A Cole Hensley {$15,000,00)
IMohammed Rahman : B Earl M. Hunter ($15,000.00)
Mary Beth Richardson ‘] Mohammed Fahman ($30,000,00)
Hatris F. Sadler

?- 8- |

= Team Two
-0 David B. Murphy
-0 Anne C. Sinclair (§40,000,00)
Bl Spencer Kovalak ($5,000.00)
‘B Mary Beth Richardson (430,000,000
B andrealL, Tidwell ($25,000.00)

Anne C, Sinclair
Max G, Tavlor
Andres L, Tidwel

Michalas Vincent

- il Harris F. Sadler (425,000,000
4 I I k
Agzign » < Remowe | Copy From... |
| Overall Goal $10.000.000.00 | Distibuted: $250,000.00 | Remaining: $3,750,000.00 |

Solicitor Summary and Reports

In The Raiser’s Edge, you can create a Solicitor Performance Summary to view information about gifts credited to
your organization’s solicitors. From the View menu of the Records page or the View menu of a solicitor’s
constituent record, select Solicitor Performance Summary.

The Solicitor Performance Summary provides a grid view of a constituent’s solicitor activity. The summary results
contain a goal panel and a thermometer graph that display the solicitor’s progress toward a goal. The program
saves the summary filters and settings for each user. When you create a new summary, the new filters and
settings replace the old ones. You can select several graph views; including a bar, pie, line, or area graph of the
summary results. For more information about how to create summaries, see the Summaries Guide.

From Reports, you can create additional reports for solicitors, such as the Solicitor Comparison Report, Solicitor
Goal Summary, and Solicitor Performance Analysis report. You can also create an output query for each of these
reports. An output query groups the records included in your report so you can use these records in other
program functions in The Raiser’s Edge. For example, you can use the output query generated by the Solicitor
Performance Analysis report to create labels in Mail, then send your solicitors a copy of the report to keep them
informed of their progress. For information about mailings, see the Mail Guide.

In addition to solicitor reports, you can create a Tickler Report to provide a list of upcoming actions your solicitors
are scheduled to perform, such as phone calls or lunch meetings. The Action Detail report lists actions performed
in the past. For example, this report indicates a constituent has only received phone calls from the assigned
solicitor, so you decide a dinner meeting can lead to a larger contribution. For more information about specific
reports, see the Reports Guide.
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Work with Solicitors

In The Raiser’s Edge, you can make a constituent a solicitor from the Bio 1 or Org 1 tab of the constituent record.
For information about how to make a constituent a solicitor, see “Solicitors: The Basics” on page 299. From the
Relationships tab of an individual or organization constituent record, you can assign a solicitor to the constituent.
You can also assign a solicitor to a constituent from the solicitor’s constituent record. For information about how
to assign a solicitor to a constituent, see “Solicitor Assignments” on page 311.

From a campaign record, a fund record, or an appeal record, you can add solicitors to a goal for the campaign,
fund, or appeal. You can also create teams of solicitors from the campaign, fund, or appeal record. For
information about how to add a solicitor to a goal for a campaign, a fund, or an appeal, see “Solicitor Goals” on
page 329. For information about how to establish solicitor teams for a campaign, a fund, or an appeal, see
“Solicitor Teams” on page 343.

From a solicitor’s constituent record, you can view assignment and goal information for the solicitor. For
information about how to view solicitor assignments or goal information, see “Solicitor Assignments” on

page 311 or “Solicitor Goals” on page 329. You can also create, edit, and delete solicitor goals and assignments, if
you have the proper security rights. For information about how to establish user rights, see the Configuration &
Security Guide.

When your organization receives a gift as the result of a solicitor’s efforts, you can credit all or a portion of the gift
amount to the solicitor from the gift record. For information about how to credit a solicitor for a gift, see the Gift
Records Guide.

From the action record, you can assign solicitors to a specific action. For example, you can create an action such
as a lunch meeting and assign a solicitor to the action. The assigned solicitor is then responsible to carry out the
action. If you use Event Management, you can also assign a solicitor to an action associated with an event from
the Actions tab of the event record. To learn more about how to assign a solicitor to an action, see
“Understanding Action Records” on page 244.

If you use Prospect Research Management, you can credit solicitors for proposals. From the Prospect tab of the
constituent record, you can specify which solicitors receive credit for the proposal. For information about how to
credit solicitors for a proposal, see the Prospect Data Entry Guide.

If you use Membership Management, you can credit a solicitor for a membership from the membership record.
Similar to when you credit a solicitor for a gift, when a constituent pays membership dues and a solicitor receives
credit for the membership, you can determine how much credit the solicitor receives. For information about how
to credit solicitors for memberships, see the Membership Data Entry Guide.

If you use Event Management, you can credit a solicitor for gifts linked to an event. When you plan an event for
your organization, on each participant record, you can also enter the names of the solicitor who encouraged a
registrant, guest, or sponsor to participate in the event. For information about gifts linked to an event, see the
Event Gifts Guide. For more information about event and participant records, see the Event Management Data
Entry Guide.

Solicitors: The Basics

In The Raiser’s Edge, you can make constituents in your database solicitors, hide solicitor information for those
who are no longer available, and make solicitors who are unavailable for a certain period of time inactive.

To make a constituent a solicitor, mark This constituent - Is a solicitor on the Bio 1 or Org 1 tab of the constituent
record. Once you make a constituent a solicitor, the solicitor information you enter is always available in the
program unless you delete the constituent record.

If you unmark This constituent - Is a solicitor on the Bio 1 or Org 1 tab of the constituent record, the solicitor
information remains in your database. However, you cannot access this information unless you flag the
constituent as a solicitor again. The program then hides solicitor information that appears on records from view
and excludes this information from queries, reports, and summaries.
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If a solicitor is currently unable to work for your organization but plans to resume his duties at a future date, you
can mark This solicitor is inactive on the solicitor information screen to make the solicitor inactive. The program
excludes inactive solicitors from solicitor searches by default, but you can manually select to include them. You
can also create queries, reports, and summaries that include inactive solicitors. If you no longer want a solicitor to
be available for assignments, we recommend you make the solicitor inactive so you can still access his
information.

Make a Constituent a Solicitor

Tip: You can use shortcut keys to move around The Raiser’s Edge without your mouse. For example, press
CTRL + S on your keyboard to save a record or CTRL + O to open a record.

From the Bio 1 or Org 1 tab of a constituent record, you can mark This constituent - Is a solicitor to make the
constituent a solicitor.
» Make a constituent a solicitor from the constituent record
You can make both individuals and organizations that are constituents in your database solicitors.

Scenario: Chad Patterson is a long-time supporter of your organization. Chad calls to tell you he knows
many other constituents and wants to help raise funds. Update Chad’s constituent record and make
him a solicitor.

Note: For organization constituents, the This constituent - Is a solicitor checkbox is located on the Org 1 tab of
the constituent record.

1. From Chad Patterson’s constituent record, select the Bio 1 tab. For more information about how to open
records, see “Access Constituent Records” on page 4.

== Chad Patterson

File Edit “iew Constiuent Letter Favortes Tool: Help

E]Saveandﬁlose'|u|§'@‘@'|N 1 N|—’|2'|?U||| ?'|&'|' |

v Attibutes I Media I v Actions I Honar/kemarial I Walunteer I v Prospect I v Membership I Ewvents I
v Biol | v Bio 2 I v Addresses I v Addressees/Salutations I v Relationships I v Appeals I Motes I v Gifts
— Biographical — Preferred Address - Home
Last name: IPatterson Aliages | Eountry:lUnited States j i hore. .
First name: [Chad Address lines: [845 Heinz Sirest =l
Middle name: I LI
Titles: IM[_ j I j City: IAtIanta
Suffixes: I j I j State: IGA 'l Georgia
Mickname: I ZIF: |30303 ﬂl DF'EI:I
tMaiden name: I Phones{Email{Links
0- |53 DNCI Type INumber,l’EmaiI Addressl Shared? |
: | Home 404-555-9854 Shared
Gender: IMaIe j SSN:I
Birth date: |D4303£1 975 l Age 29
[ Deceased? Date:l ml
b arital status: ISingIe j — This constituent
Spouse “ r Is.lnactlve : Details
[™ Gives anonymously I Has no valid addresses
Solicit code: IDD ot call after 5:00 P I~ Requests no email

Merber [10/15/2003 - vEducation | vBusiness | Bank |

2. Under This Constituent, mark Is a solicitor.
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3. On the toolbar, click Save and Close. Chad Patterson is now a solicitor in your database.

» Make a constituent a solicitor from the Open screen

On the Open screen, you can search for constituents in your database who are not solicitors and make these
constituents solicitors directly from the Open screen. You can make a constituent a solicitor from any record in
the program to which you can add a solicitor. To access the Open screen for constituents, in the Solicitors
field, click the binoculars.

Scenario: Michelle Wagner recently received a volunteer award from your organization. In response
to Michelle’s recognition, her employer, City Insurance Company, contributes $5,000 to your Building
Fund. Michelle is not a solicitor for your organization, but you want to credit her for the gift. Make
Michelle a solicitor from the gift record.

1. On the Raiser’s Edge bar, click Records. The Records page appears.

2. Click Gifts. The Gifts page appears.
EThe Raiser's Edge [_[5]x]

File Edit “iew Go Favortes Taools Help
4 Back & Forwald| Open in separate window
(-

Constituents ;I
Actiohs G Ifts
Campaighz
Funds Eg M W §
Aoes ¥ Mew Gift COpen a Gift
Memberships
Jobs
Evetits
Recently Accessed Records Quick Find
&
S -]

‘wielcome to The Raiser's Edge 7

RN
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3. Click New Gift. The New Gift screen appears.

7 Mew Gift [_[C]
File Edit Yiew G&Gitt Favortes Tools Help
PsaveandClose- ||l | G- [&- | W 4 » v |o- By |@- @2 2|2 |
v Gift |Miscellaneous| Soft Credit | Matching Gifts | Tribute | Attributes | Split Gift |
‘ Contituent: I ﬁl
Gift type: Icash j Reference: I ‘g
Gift subtype: I j Acknowledge: INot Acknowledged jl EI
Gift date: [[/15/ 2005 8 Lz | I =5 | i
dmount: [s000 | Receipt [Mot Receipted |7 | =)
Campaigr | Zl#] Reseipt amtdno.: [0 I
Fu | =&l
Appeal: I jﬂl
Package: I jﬂl
ez i
Pay methodt [, &l =lErre Amountbils: [s000 |
Ref no./date: | | = Armount coins: Im
|Date added:
| Press F7 for Constituent Search |

Note: f the message “The constituent has at least one outstanding pledge. Would you like to apply this gift to
a pledge?” appears, click No.

4. Enter the gift information for City Insurance Company, as shown in the picture below. For information
about how to enter a new gift, see the Gift Record chapter of the Gift Records Guide.

% Mew Gift for City Insurance Company M= B
File Edit Yiew G&Gitt Favortes Tools Help

E]Saveandclose‘|u|§' @'@|N i » N|"'|%'|&'||Q

v Gift |Miscellaneous| Soft Credit | Matching Gifts | Tribute | Attributes | Split Gift |

?- 8-

‘ Conztituent: ICityInsuranc:e Company QI ID: 135
Gift type: Icash j Feference: IMicheIIe “Wagner's Fecognition g
Gift subtype: I j Acknowledge: I.ﬁcknowledged j IDSHBQDDSE'

Gift date: IDS.-"'I 542005 E|l
Amount; |$5,DDD.DD Iﬁ]l

Letter | Ialized Thark. You [+ - Benefits |

Receipt |Receipted =] /|oar16/2005 @)

Campaign: IF'Iayground Campaign

Receipt amt/no.: |$5,DDD.DD

L] [4e67

Fund: IBuiIding Fund

Appeal: I

Package: I

Solicitors | I

Pay method: IBusiness Check,

Check no./date: [1334 03/12/2005 =]

Banik: IFederaI Credit Union

| Date added:

5. After you enter the gift information, click Solicitors. The Solicitors Credited for this Gift screen appears.
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Note: In the Solicitor column, the drop-down arrow appears so, if on a gift record, you add a solicitor that
already exists, you can select from a list of solicitors assigned to the particular constituent.

6. Click in the Solicitor column. The binoculars and a drop-down arrow appear.

Solicitors Credited For this Gift

Pleaze enter the solicitors who should receive credit for this gift,

Gift arount: $5,000.00 Enter by: % Amount £ Percent

Siolicitor Amount I

= e

ak Cancel Distribute. ..
| | - |

Note: We recommend you use only one or two of the most useful criteria fields to search for a record.
Because the search results must meet all criteria you enter, too much information may actually prevent you
from locating the record.

7. Click the binoculars. The Open screen appears.

' Open [ [olx]|

Find: I Constituent j Search using query: |<Default> =

< Open

Cancel

Il

Find Constituents that meet these criteria: Optionz |
Last/Org name: I j Address lines: I j
First Mamme: | | City: | | e |
Constituent [D: I j State: I j =
Mew Search |
S5N: I j ZIP: I j
Membership 1D: I j Class of: I j (Bl St |
Bark acct no.: | x| Creditcardno.: | | Q
V' Constituent iz a solicitor [ Display inactive solicitors
v Display inactive constituents [~ Check spouse name [ Ewactmatchonly [T Check nickname Expand Results |

[" Display deceased constituents [ Check sliases I~ Check contact mame

Note: If you do not know the correct spelling or number, you can enter the first few letters or characters in the
Find Constituents that meet these criteria fields. For more information about how to use these fields, see the
Program Basics Guide.
8. Unmark Constituent is a solicitor.
9. Inthe Last/Org name field, enter “Wagner”.
10. In the First name field, enter “Michelle”.
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Note: Make sure Constituent is a solicitor is unmarked on the Open screen. Otherwise, you cannot find
Michelle Wagner, who is not yet a solicitor in your database.

11. Click Find Now. Michelle’s name appears in the constituent grid.

7, Open W= ||
Find: | Constituent j Search using query: |<Default> Al
Constituent Name Address Block Constituent ID w1 Open |

Cancel

L

Find Constituents that meet these criteria:

[T Constituent is a solicicor

¥ Display inactive constituents

[ Display inactive solicitors

|~ Check spouse name [~ Ewxact match only

[™ Display deceased constituents [~ Check aliases

I~ Check contact name

[~ Check nickname

Options |
Last/Org name: Iwagne[ j Address lines: I j
First Mame: |Michelle =l City: | | B4 Eincl Now |
Canztituent [D: I j State: I j Mew Search
SSM: I j ZIP: I j 4|_
I embership 1D | j Class of: | j Ml
Bank acct no.: I j Credit card no.: I j C%
BT

Expand Besultz

| 1 record found.

12. Select the name and click Open. A message appears to inform you that the constituent is not a solicitor
and to ask whether to make the constituent a solicitor.
13. To make Michelle a solicitor for your organization, click Yes. Michelle’s name appears in the Solicitor

column of the Solicitors Credited for this Gift screen. The $5,000 amount defaults into the Amount
column.

Solicitors Credited For this Gift

Fleaze enter the zolicitors wha should receive credit for thiz qift,
Gift arount: $5,000.00 Enter by: % Amount £ Percent
Siolicitor Amount I
v| i 45,000,000
Ok | Cancel I Distrbute. .. |

Note: A red check mark on the Solicitors button indicates the record contains solicitor information.



SotLicitors 30

14. Click OK. You return to the gift record. Michelle’s name appears in the Solicitors field.

@New Gift for City Insurance Company M= E
File Edit Yiew G&Gitt Favortes Tools Help
ESaveandClose‘|u|§'@'@|N i b N|-"|%'|&'||Q ?'|%' |
v Gift |Miscellaneous| Soft Credit | Matching Gifts | Tribute | Attributes | Split Gift |
‘ Eonstitusht: [City Inswance Company 88 ID: 135
Gift type: Icash j Feference: IMicheIIe “Wagner's Fecognition g
it sublype: | =l Acknowledge: [acknowledged |7 [03/16/2005 E|
Gift date: m Letter | Benefits |
Amount [$500000 @l Receipt: [Feceipted = [pan&s2005 =]
Campaigr: |Playground Campaign ~laa| Receipt amt/no.: [$5.000.00 1| [4657
Fund: IBuiIding Fund jﬁl
Appeal: I jﬁl
Package: I jﬂl
 Salicitars ||Michelle \wWagner =8l
Pay method: IBusiness Check j = EET7 Check no.date: [1334 03.-"12.-"2DDSE|
Bank: [Federal Credit Union =]

| Date added:
| |

15. On the toolbar, click Save and Close.

A message may appear to inform you that this solicitor does not exist as an assigned solicitor on the
constituent’s record and to ask whether to add the solicitor as an assigned solicitor.

16. Click No. You do not want to create a solicitor assignment for Michelle at this time. You can determine
Michelle’s responsibilities as a solicitor later. For information about solicitor assignments, see “What Is a
Solicitor Assignment?” on page 296. Michelle is now a solicitor in your database and she receives solicitor
credit for City Insurance Company’s gift.

View Solicitor Details

Once you make a constituent a solicitor, you can view solicitor goal and assignment information for the solicitor
from the Solicitor Information screen.

From the Goals tab of the Solicitor Information screen, you can view solicitor goals. To view goals by campaign,
fund, appeal, category, or type, you can apply filters to the information in the Goals grid. The Goals grid shows the
type of goal; the goal amount; the campaign, fund, appeal, or other category for which the goal was created; if the
solicitor reports to another solicitor; and the name of the solicitor to whom he reports. To print the information in
the Goals grid or export the information to another application, use the right-click menu.

From the Assignments tab, you can view the solicitor’s constituent assignments. The Assignments grid lists the
constituents to whom the solicitor is assigned, the solicitor type for each assignment, the amount the solicitor is
responsible to secure, and the start and end dates of the assignment. You can view Gift Details for each gift
assigned to the solicitor for the selected constituent assignment. To print the information in the Assignments grid
or export the information to another application, use the right-click menu.

» View solicitor details from the solicitor’s constituent record
To view information about solicitor goals and assighments, click Details on the Bio 1 or OrF 1 tab of the solicitor’s
constituent record. To view the same information, you can also select View, Solicitor Details from the menu bar of
the solicitor’s constituent record.

Note: You can maximize and resize your constituent records.
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1. From a solicitor’s constituent record, select the Bio 1 or Org 1 tab. For information about how to open
records, see “Access Constituent Records” on page 4.

== Robert C. Hernandez | _ (O] ]

File Edit View Constituent Letter Favorites Tools Help
uSaveandEIDse'|H|-j' }_ﬂ'lﬂ_]'| M4 b | —+ | 2'|? E| g|3:|'| ? '|&"'3‘ B-

v Attributes I v Media I v Actions I v Honor/temarial I v Wolunteer I v Prospect I v Membership I w Events I
v Biol | v Bio2 | v Addresses I v Addressees/S alutations I + Relationships I v Bppeals I v Motes I v Gilts

r— Biographical — Preferred Address - Home
Last name: |Hemandez v Aliases Country: |Uniled States j i hore. . |
First name: IHubart Address lines: |41017th Street ;I
Middle name: IEarIns LI
Titles: |Dr. j I j Eity:lDenver
Suffixes: I j I j State: ICD 'l Caolorada
Nickname: [Bob 2IP: [a0202-4402 @ orcfw
Maiden name:l Phones/Email/Links -
o ISB DNCI Type INumber;’EmaiI Address Shared?
|| Home 303-997-3301 Shared
Gender. |Male 4| 55“'|243-59-9388 N Beeper  |303-937-2000 Cannot be Sh...
Birth date: [03/14/1961 | Age: 47 Email robertearloshernand. .. Cannot be Sh...
I l - -
[" Deceased? Date:l “’"ll K1 —}I—I

j  This constituent

[~ lsinactive ¥ s asclicitor  +Details |
ﬂl IW'E"":"|rl Hemnandez [~ Gives anonymously [~ Haz no valid addresses

Salicit code: IDO not phone on weekends: Do not call after 30 || [~ Regquests no email

Marital status IM artied

Board Member (014012005 - ); Wolunteer (0342000 - ); Alumnus (0941987 -] v Education | v Business | v Bank |

2. Click Details beside the Is a constituent checkbox, or select View, Solicitor Details from the menu bar. The
Solicitor Information screen appears.

Solicitor Information for Robert C. Hernandez E3 I
Goals |gsgignment3| [ This solicitor is inactive
P

Type of Goal Goal Amount
Appeal §5,000.00 Holiday Codktail Hour and Di...
Campaign £10,000.00 Membership Campaign Team 1 (Anne C. Sindair)
Fund 55,000.00 Smith-Brown Scholarship Fund
Team Captain Azgignments | OF. | Cancel |

3. To view solicitor information about the constituent, select the Goals tab or the Assignments tab.

When you finish viewing solicitor information, click OK. You return to the Bio 1 or Org 1 tab of the
constituent record.

5. On the toolbar, click Save and Close.
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Hide Solicitor Information in Your Database

To hide solicitor information, unmark This constituent - Is a solicitor. If you unmark this checkbox, the Details
button is disabled and you can no longer view solicitor information from the constituent record. The Solicitor
Details menu item also becomes disabled from the View menu.

The hidden information includes gift credit; action, constituent, and team captain assignments; and the solicitor’s
personal goals. Because you cannot access their solicitor information, these solicitors are not available for new
assignments or goals, and they cannot receive credit for gifts contributed to your organization. You cannot
include these solicitors in searches, queries, exports, reports, or summaries. When you mark This constituent - Is
a solicitor, the Details button and the Solicitor Details menu item become enabled, and you can view solicitor
goal and assignment information.

» Hide solicitor information from the solicitor’s constituent record

When you hide solicitor information, it remains in your database, but the Details button is disabled and you
can no longer view solicitor information from the constituent record. The Solicitor Details menu item also
becomes disabled from the View menu. You cannot view solicitor information until you mark This constituent
- Is a solicitor.

Scenario: I1sabelle Matley has been a solicitor for your organization for almost twenty years. For the
past five years, Isabelle has been heavily involved with other projects and has not been able to work as
a solicitor. Because Isabelle has had very few solicitor assignments in the past five years, hide her
solicitor information.

1. From Isabelle Matley’s constituent record, select the Bio 1 tab. For more information about opening
records, see “Access Constituent Records” on page 4.

== Isabelle G. Matley - 10] ]
File Edit View Constituent Letter Favorites Tools Help
uSaveandEIDse'|H|-j';;&'lﬂ_]'|N L .l|"|2'|?@|ﬂ|l‘f| ?'|&"‘3' El
v Attributes | Media | v Actions | HaonorMemarial | v Wolunteer | + Prospect | v Membership | v Events |
v Biol | v Bin2 I v Addresses I v Addressees/S alutations | v Relationships I v Bppeals I Motes I v Gifts
— Biographical — Preferred Address - Home
Last name: |Mat|e_l,l v Aliases Country: |Uniled States j Mare... |
First name: IIsabeIIe Address lines: |847 Candler Road ;I
Middle name: IGray LI
Titles: IM[S_ j I j Elty:l[lharleston
Suffives I j I j State: ISC 'l South Caraling
Nickname: [izzy 2IP: 25405 @l orc
Maiden name:ISaIvona Phones/Email /Links
o |52 DNCI Type INumberfEmaiI Address Shared?
|| Home 343-555-4878 Not Shared
Gender IFemaIe j SSN: |222'33'4448 || Email iom@homeweb.com | Cannot be Sh...
Birth date: IDSJMH 952 l Age: 55 -
[ Deceased? Date:l .*’—ll
:  This constituent
Marital status: -
I J [ lzinactive v s a solicitar vDetaiIsl
ﬂ“ [~ Gives anonpmously [~ Has no valid addresses
Solicit code I [~ Requests no email
Develapment Stalf (10/11/2004 - vEducation | vBusiess | Bank |

Warning: Before you unmark This Constituent - Is a solicitor, we recommend you print a copy of the solicitor
information.

2. Under This Constituent, unmark Is a solicitor. The program disables the Details button and hides
Isabelle’s solicitor information. On the View menu, the Solicitor Details menu item is also disabled.
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3. On the toolbar, click Save and Close.

Make a Solicitor Inactive

If a constituent can no longer work as a solicitor for your organization, we recommend you make the solicitor
inactive rather than hide the solicitor information in your database. When you make a solicitor inactive, you
indicate the constituent is a solicitor who is no longer available for assignments or goals. The solicitor information
remains in your database, but the constituent is not available for new solicitor assignments. You can query,
report, or create summaries that include an inactive solicitor’s information. However, the program excludes
inactive solicitors from searches by default, so you cannot accidently create a new assignment or goal for an
inactive solicitor.

If the solicitor you want to make inactive has assignments pending, you can adjust the assignment dates. Once
you assign a solicitor to a constituent, you enter a start and end date to determine how long the assignment lasts.
Until the assignment expires, the solicitor is responsible to contact the constituent and encourage the constituent
to contribute to your organization. When you mark This solicitor is inactive, the program searches the solicitor
information for open assignments. If the solicitor has an assignment that has not expired, you can either close the
assignment or change the assignment’s end date before you make the solicitor inactive. If you update the
solicitor assignment, you can select the date the assignment expires.
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» Make a solicitor inactive and update assignments

When you make a solicitor inactive, you indicate the solicitor is no longer available for assignments or goals. If
a solicitor has assignments that have not yet expired, you can either close each assignment or change the
assignment end dates while you make the solicitor inactive.

Scenario: David Murphy, a solicitor for your organization, plans to spend six months traveling. He asks
to take time off from his work as a solicitor. Because David’s leave is temporary, you want to be able to
access his solicitor information, but do not want him to be available for new assignments while on
leave. Make David an inactive solicitor in your database. David has constituent assignments that have
not expired. Change the assignment end dates (Date to) to close the assignments while you make him
an inactive solicitor.

1. From David Murphy’sconstituent record, select the Bio 1 tab. For information about how to open records,
see “Access Constituent Records” on page 4.

== David B. Murphy
File Edit Miew Constituent Letter Favorites Tools Help
USaveandEIDse'|H|-j'Lﬁ'lﬂ_]'|N 4 b N|_’|2'|?E|ﬂ|j| ?'|&"G' B-
v Attributes I Media I v Achions I HonorMemarial I Walurteer I v Frospect I Membership I Events I
¥ Bio 1 | v Bio 2 I v Addresses I Addressees/S alutations I v Relationzhips I v Appeals I Notes I v Gifts
— Biographical — Preferred Address - Hom
Last name IMurphy Aliages Country: IUniled States j i pore. . |
First name: IDawd Address ines: | 3596 Friendship W ay ;I
Middle name: IBenson LI
Titles: IM[' j I j City:lCambridge
Suffives I | I =] SEBEEZIMA 'IMassachuselts
Melmemie | ZIP: |t|2141 al DPE:l
Maiden name:l PhonesEmail Links
D |51 DNCI Type INumberfEmall Address Shared?
Home 617-493-8314 Shared
Gender IMaIe j SSN:l
Birth date: IDS..-’11.-"1 953 El Age: 54
[" Deceased? Date:l —’-|l
. - i~ This constituent
Marital status: |Married -
I J [ Izinactive v s a solicitor vDetaiIsl
ﬂl IMargaret L ity [~ Gives anonymausly [ Has no valid addresses
Saolicit code I [~ Requests no email
Trustee [04/03/2004 - ] E ducation |  Buziness | Bank |

2. Click Details beside the Is a solicitor checkbox. The Solicitor Information screen appears.

Note: You can include inactive solicitors in queries, summaries, exports, and reports.
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3. Select the Goals tab.

Solicitor Information for David B. Murphy

Gnals | éssignmentsl
i e x
Tvpe of Goal Goal Amounk Campaign/FundCategory Reports To
$15,000.00 Carmp Kid
Campaign $10,000.00 annual Campaign Team B (Andrea L. Tidwell)
Fund $5,000.00 Annabelle Johnson Endowmn, .. Team B (Max G, Tavlor)
Team Captain designments | ak. | Cancel |

4. Mark This solicitor is inactive. You can still view David’s solicitor information, but he no longer appears as
a current solicitor in your database.

5. Click OK. You return to the Bio 1 tab.
On the toolbar, click Save and Close.

Because David has current constituent assignments, a message appears to inform you that the solicitor
has active assignments and to ask whether to update the Date to field (end date) for these assignments.
On the message, the current date defaults into the Date to use field.

The Raizer's Edge E3 |

Thig solicitar has been marked inactive and has active
congtituent aszignmentz. wiould you like to update the
"Date To' of theze aszignmentz’?

Date to use:; IEIEH B/2005 EII

Tes Mo |

Note: Occasionally, you may want to leave an assignment open or select a date other than the current date to
appear in the Date to use field. If a solicitor is temporarily inactive, you can change date in the Date to use field
to the date you expect the solicitor to return.

7. Inthe Date to use field, enter today’s date as the end date to appear in the Date to field on the current
solicitor assignments.

8. Click Yes. The constituent record closes and the constituent assignments update.



SoLicIiTORS 31

Solicitor Assignments

Once you enter campaign, fund, appeal, or unspecified goals, you can create assignments to help your
organization’s solicitors achieve these goals. You can assign solicitors to constituents and actions. When you
assign a solicitor to a constituent, you determine the length of the assignment and the amount the solicitor is
responsible to secure. You can create the assignment from the constituent record of the individual or
organization to which a solicitor is assigned or from the solicitor’s constituent record.

Note: Security is established in Administration. For more information about user rights, see the Security
chapter of the Configuration & Security Guide.

On the Relationships tab of an individual or organization constituent record, you can assign a new solicitor to the
constituent. Select Assigned Solicitors from the tree view on the left and click New Assigned Solicitor. Once you
create solicitor assignments, you can view solicitors assigned to the constituent and edit and delete solicitor
assignments, if you have proper security rights. The solicitor assignment information you enter on the
Relationships tab also appears on the Bio 1 or Org 1 tab of the solicitor’s constituent record. To view this
assignment information from a solicitor’s constituent record, click Details on the Bio 1 or Org 1 tab of the
solicitor’s constituent record. The Solicitor Information screen appears. Select the Assignments tab.

From the Assignments tab of the Solicitor Information screen, accessed from the Details button on the Bio 1 or
Org 1 tab of the solicitor’s constituent record, you can also assign the solicitor to a constituent. On the action bar,
click New Assignment. Once you create solicitor assignments, on the Assignments tab, you can edit and delete
solicitor assignments, if you have proper security rights.

You can assign solicitors to constituent, event, or appeal actions from the General tab of the action record. Click
Solicitors. The Solicitors Assigned to this Action screen appears. Once you assign a solicitor to an action, the
solicitor is responsible to make sure the action is carried out. For example, you create an action record for an
email going to the constituent Samantha Hart. You assign a solicitor, Angela Diresta, to this action, so Angela
sends the email to Samantha. Assigning solicitors to actions is discussed in “Actions” on page 229.

Create a Solicitor Assignment

Note: You can add table entries to appear in the Solicitor type field. For information about adding entries to
the Solicitor type table, see the Configuration & Security Guide.

You can assign a solicitor to an individual or organization constituent in your database to seek contributions to
your organization. When you assign a solicitor to a constituent, you can enter specific assignment information,
such as the length of the assignment and the solicit amount.

To further define the solicitor assignment, you can enter a solicitor type and associate the assignment with a
specific campaign, fund, or appeal. For example, you assign the solicitor Andrea Tidwell to Melissa Elzy. Andrea’s
assignment is to ask Melissa to contribute to your organization’s Capital Campaign. You select “Campaign” in the
Solicitor type field to show that Andrea seeks campaign contributions for this assignment. You select “Capital
Campaign” in the Campaign field to define the campaign for which Andrea seeks contributions. You can enter this
information to define a solicitor’s constituent assignment.

Note: Solicitors must be constituents. If you assign a solicitor to an individual or organization, the individual or
organization must also be a constituent in your database.

Once you assign a solicitor to an individual or organization, you can view, edit, and delete the assignment from
the Relationships tab of the individual or organization’s constituent record, if you have proper security rights. You
can also view, edit, and delete the assignment information from the solicitor’s constituent record. When you
change an assignment in one place, it automatically changes in the other.
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» Assign a solicitor to a constituent from the Relationships tab

Note: From the Color tab of User Options, you can select a color in which assigned solicitors appear on the
Relationships tab. For information about how to select a color, see the Program Basics Guide.

You can assign a solicitor to a constituent from the Relationships tab of the individual or organization’s
constituent record.

Scenario: The constituents Mohammed Rahman and Paul Frantz are close friends. Mohammed is a
solicitor for your organization. Because of their friendship, assigh Mohammed to Paul for one year,

with a solicit amount of $1,000. The money received goes to the Natural Disaster Relief Fund of your
Disaster Relief Campaign.

1. From Paul Frantz’s constituent record, select the Relationships tab. For information about how to open
records, see “Access Constituent Records” on page 4.

2. From the tree view on the left, select Assigned Solicitors.

== Paul R. Frantz =] E3
File Edit View Constituent Letter Favorites Tools Help
L‘JSaveandClose'|H|-é'Lﬂ'lﬂ_]'|N 4 b N|4|2'|‘PTJ‘Q|33’| ?'&'|@'|'
v Abtributes I Media I v Actions I Hanar/Memarial I Wolunteer | w Prospect I v Membership I w Ewents I
w Biol I v Bio 2 | v Addresses I v Addressees/S alutations + Relationships | v Appeals | w Notes I v Gifts
3 85 Open
<Al Solicitor 4 Solicitor Type Date From

Individuals Earl N. Hunter
Organizations
Banks/Financial Institutions
E ducation/S chools
Azzighned Solicitors|

Campaign 01132008

Tip: On the toolbar, you can click the left and right arrows to move forward and backward through a list of

solicitors to whom the constituent is assigned. You can also select Assignment, Previous Assigned Solicitor or
Next Assigned Solicitor from the menu bar.
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On the toolbar, click New Assigned Solicitor. The New Assigned Solicitor screen appears.

New Assigned Solicitor for Paul R. Frantz I
File Edit View Assignment Help

| A5 ave and Cloze +| = |1 f|—p- ,,J|?,@, |
‘ Solicitor: IMDhammed Fahman il
Salicitar lype: Il:ampaign ﬂ Mates: |Mohammed Fahman and Paul Frantz

are cloze fiendz. Mohammed iz sure to

Drate from: |EI1 A01./42009 I secure the donation.
Date tao: IEI1 A0A2mon I

Amount: |$1,DDD.DU
Campaign: IDisasterHeIief Campaign Vlﬁl
Fumd: INaturaIDisasterHelief Fund Vlﬁl

appest | Rk

Note: From the Records tab of User Options, you can select how a constituent name appears on the
constituent record title bar.

4.

6.

In the Solicitor field, click the binoculars and search your database for “Mohammed Rahman”. When
found and selected, the constituent name appears in the Solicitor field.

In the Solicitor type field, select “Campaign”. Mohammed works on your large campaigns, like the
Disaster Relief Campaign.

In the Date from field, enter the date 01/01/2009; in the Date to field, enter the date 01/01/2010.

Tip: In the Amount field, you do not need to enter a currency character or decimal. The program automatically
formats the currency when you leave the field.

7.

10.

In the Amount field, enter the amount $1,000. This is the amount you want Mohammed to encourage
Paul to donate to you organization within this time period.

In the Campaign field, select “Disaster Relief Campaign”. Paul’s future donation goes to this campaign.

In the Fund field, select “Natural Disaster Relief Fund”. Paul’s future donation will be allocated to this
fund.

Leave the Appeal field blank. After your organization receives a donation from Paul, you can update the
solicitor assignment with the appeal Mohammed used to secure the donation. For information about how
to update an assignment, see “Edit a Solicitor Assignment” on page 321.

In the Notes box, enter “Mohammed Rahman and Paul Frantz are close friends. Mohammed is sure to
secure the donation.”

Note: The solicitor assignment also appears on the Mohammed’s constituent record. It appears on the
Assignments tab of the Solicitor Information screen, accessed from the Details button on the Bio 1 tab.

11.

12.

On the toolbar, click Save and Close. You return to the Relationships tab of Paul’s constituent record. The
new solicitor assignment appears in the grid.

On the toolbar, click Save and Close.
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» Assign a solicitor to a constituent from the solicitor’s constituent record

You can assign a solicitor to a constituent from the Assignments tab of the Solicitor Information screen. This
screen is conveniently accessed from the Details button on the Bio 1 or Org 1 tab of the solicitor’s constituent
record.

Scenario: The constituents David Murphy and Joseph Bernstein are cousins. David is a solicitor for
your organization. Because of their familial relationship, assign David to Joseph for one year, with a
solicit amount of $2,000. The money received goes to the Smith-Brown Scholarship Fund of your
Scholarship Campaign.

1. From David Murphy’s constituent record, select the Bio 1 tab.

== David B. Murphy

File Edit View Constituent Letter Favorites Tools Help
uSaveandCIDse'|H|-é'Qvlﬂ_]v|H 4 b )l|—b|2v|?ﬁ|ﬂ|ﬁl| ?V|§v‘av ER
v Attibutes I Media I W bclions I Hanor/Memarial I Wolunteer I v Piospect I Membership I Events I
+ Biol | w Bio 2 I v Addresses I Addressees/S alutations I + Relationships I + Appeals I Hates I W Gifts
— Biographical r~ Preferred Address - Home
Last name: IMurph_u Aliages Country: ILIniled States j #pore. . |
First name: |Dawd Address lines: | 3596 Friendship Way =]
Middle name: IBensun ;I
Titles IM;_ j I j Eity:l[:ambridge
Suffizes | j I j State:IMA 'lMassachuselts
Nickname | ZIP: |n2141 al DPC:l
Maiden name-l Phones/Email Links
o |51 DNCI Type INumberfEmaiI Address Shared?
|| Home 517-499-8814 Shared
Gender IMaIe j SSN:I
Birth date: IDEIJHN 953 E|l Age: 54
[™ Deceased? Date:l .v.""|l
2 - i~ This constituent
Maiital status: |Married -
I J [ Iz inactive W Iz ascliciter v Detaile |
ﬂl IMargaret L il [~ Gives anonpmausly [~ Hazno valid addresses
Solicit code: I [~ Requests no email
Trustee [04/03/2004 - | E ducation | v Buginess | Bank |

2. Click Details beside Is a solicitor. The Solicitor Information screen appears.



SoLICcITORS 31

3. Select the Assignments tab.

Solicitor Information for David B. Murphy

Goalz | I This solicitar is inactive

i Sl e WElEE

Conskituent I Solicitor Type Arnount I Date From I Date To I

+ Hampton L. Judson

+ City Insurance Company
+ Micole M, Dustin

+ Keith D. Radcliffe

+ Bebe D, Kemp

Harold P, Smalls

Melissa . Elzy

+

+

+

Outside Investments

+

Davenpork Creamery

+ Ellen H. Crenshaw

+

Skanley Garrity

| |+

Team Captain designments | ak. | Cancel |

4. On the action bar, click New Assignment. The New Solicitor Assignment screen appears.

New Solicitor Assignment for David B. Murphy I
File Edit View Assignment Help
|5 ave and Close '|H | 4 b |—>' P 4@' |
‘ Conztituent: IJDseph Bernstein ﬂl

Solicitar bype: IEampaign j Motes: |David Murphy and Joseph Bemstein are

firzt cousing. David iz sure to zecure the

D ate from: ID‘I A01/2009 Ell donation.
Date to: |EI1 0142010 IEII

Ameunt: {$2,000.00
Campaign: |Scholarship Campaign jﬁl
Fund: ISmith-Brown Scholarship Fundjﬂl
Appeal | ﬂﬂl

5. In the Constituent field, click the binoculars and search your database for “Joseph Bernstein”. When
found and selected, the constituent name appears in the Constituent field.

6. In the Solicitor type field, select “Campaign”. David works on your large campaigns, like the Scholarship
Campaign.

7. Inthe Date from field, enter the date 01/01/2009; in the Date to field, enter the date 01/01/2010.

Tip: In the Amount field, it is not necessary to enter a currency character or decimal. The program
automatically formats the currency when you leave the field.

8. Inthe Amount field, enter the amount $2,000. This is the amount you want David to encourage Joseph to
donate to your organization within this time period.
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9. In the Campaign field, select “Scholarship Campaign”. Joseph’s future donation goes to this campaign.

10. In the Fund field, select “Smith-Brown Scholarship Fund”. Joseph’s future donation will be allocated to
this fund.

Leave the Appeal field blank. After your organization receives a donation from Joseph, you can update the
solicitor assignment with the appeal David used to secure the donation. For information about how to
update an assighnment, see “Edit a Solicitor Assighment” on page 321.

11. In the Notes box, enter “David Murphy and Joseph Bernstein are first cousins. David is sure to secure the
donation.”

Note: The solicitor assignment also appears on the Relationships tab of Joseph’s constituent record. On
Joseph’s constituent record, select the Relationships tab. Select Assigned Solicitors from the tree view on the
left. The assignment appears in the grid on the right.

12. On the toolbar, click Save and Close. You return to the Assignments tab. In the grid, the new solicitor
assignment appears.

13. Click OK. You return to the Bio 1 tab of David’s constituent record.
14. On the toolbar, click Save and Close.

View a Solicitor Assignment

From the Relationships tab of a constituent record, you can view information about solicitors assigned to the
constituent. Open the constituent record of the constituent to whom solicitors are assigned. Select the
Relationships tab and select Assigned Solicitors from the tree view. In the grid, all the constituent’s solicitor
assignments appear. You can open each solicitor entry to edit the assignment information and you can delete
assignments, if you have proper security rights. From the right-click menu, you can print a copy of the grid or you
can export the grid information to another application.

You can also view solicitor assignment information from the Assignments tab of the Solicitor Information screen.
For information about how to access Solicitor Details, see “View Solicitor Details” on page 305. To view
assignments by campaign, fund, appeal, or date range, you apply filters to the information in the assignment grid.
The grid on the Assignments tab lists the constituents to whom a solicitor is assigned. You can view gift details for
each gift assigned to the solicitor for the selected constituent assignment. From the right-click menu, you can
print the information on the Assignments tab grid or you can export the grid to another application.

» View a solicitor assignment from the Relationships tab

Note: From the Color tab of User Options, you can select the color in which assigned solicitors appear on the
Relationships tab. For information about how to select a color, see the Program Basics Guide.

You can view information about solicitors assigned to a constituent from the constituent record of the
individual or organization to which a solicitor has been assigned.

Scenario: Orla McGrann contributes several large donations to your organization each year. Because
they successfully secure contributions from Orla, you want to find out which solicitors are assigned to
her so you can assign them to other constituents in the future.

1. From Orla McGrann’s constituent record, select the Relationships tab. For more information about how to
open records, see “Access Constituent Records” on page 4.
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2. From the tree view, select Assigned Solicitors. The solicitor assignments appear in the grid on the right.

= Orla A. McGrann
File Edit Miew Constituent Letter Favorites Tools Help

USaveandEIDse'|H|-j'Q'Iﬂ_]'|N ik N|"|2'|?E|ﬂ|2’j‘| ?'|&"@‘

v

v Aftributes I v Media I W Actions | Haonortemnorial I v Yolunteer | v Prospect I Membership I v Events I
v Biol | v Bin2 | v Addreszes I v Addressess/S alutations ¥ Relationships | v Bppeals I v Motes I v Gifts

i - @5 Open

Al Solicitor
; Individuals Joseph P. Diresta Campaign
[E] Organizations Harris F. Sadler Event

Banks/Financial Institutions | |Micholas vincent Campaign
Education/5 chools
Agsigned Solicitors

Solicitor Type

]| o
| |

3. To view additional information for an solicitor assignment, select the solicitor in the grid and click Open
on the action bar. The Assigned Solicitor screen appears.

Assigned Solicitor for Orla A. McGrann E3 I

File Edit View Assignment Help

|5 ave and Close '|H )(| i » |—lv2f:|'| ? v|$v |
‘ Seliitor: [Nicholas Vincant Al s
Salicitor bype: Il:ampaign j Mates: |Micholas successfully secures large

donations from Orla. They are

L ate fram: |12JD1 2007 Ell coworkers.
[ ate to: IEI‘I 0122011 EII

Amnount; |$8,DDEI.DEI EI
Campaigr: |Eapital Carmpaign jﬂl
Fund: IEntanicaIGarden Fund jﬂl
Appeal IEeIebrit_l,J Auction jﬂl

4. When you finish viewing the information, click Save and Close on the toolbar. You return to the
Relationships tab of Orla’s constituent record.

5. Click Save and Close
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» View a solicitor assignment from the solicitor’s constituent record

You can view solicitor assignment information from the solicitor’s constituent record.

Scenario: You create a solicitor goal for Allison Andrews, a solicitor for your Playground Campaign.
Now, you want to assign Allison to constituents in your database so she can reach her solicitor goal for
this campaign. You want to see to which constituents Allison is currently assigned so you can
determine whether to assign her to additional constituents.

1. From Allison Andrews’s constituent record, select the Bio 1 tab. For information about how to open
records, see “Access Constituent Records” on page 4.

= Allison E. Andrews
File Edit View Constituent Letter Favorites Tools Help
USaveandEIDse'|H|-j'Q'Iﬂ_]'|N 4 b N|_’|2'|?E|ﬂ|.ﬂl| ?'|&"G' Sl
v Attributes I Media I W Actions I v Honor/temnorial I Yolunteer I v Frospect I v Membership I v Events I
v Biol | v Bin2 I v Addresses I v Addressees/S alutations | v Relationships I v Bppeals I Motes I v Gifts
i Biographical i~ Preferred Address - Home
Last nanme: IAndlews W Aliazes Country: IUnlled States j #hore. . |
First name: IAIIison Address lines: (4859 Philpat Lane ;I
Middle name: IEve j
Titles: IM[S_ j I j City:lMinneapoIis
Suffines: I'Ph'D' j I j State:IMN 'lMinnesnta
Nickname: [&lie 2IP: {55403 @l oro
Maiden narme: IKersher Phones/Email Links
o |4 DNCI Type INumber;’EmaiI Address Shared?
|| Home 612-321-0047 Shared
Gender. |Female x| 85N: [363521114 | Cell Phone |612-383-0029 Cannot be Sh...
Birth date: ID?"QS'” 950 Ell Age: 47 || Email AEA@anet.com Cannot be sh...
" Deceased? Dale.l “ﬂl —
. -  Thiz constituent
I anital statuz: |Maried - -
I J [~ lsinactive v Iz a solicitar vDetallsl
ﬂl IDUS"n S. Andrews ¥ Gives anonpmausly I~ Has no valid addresses
Solicit code: IDO not phone at work [~ Requests no email
Alumnus [09/1382 - ] v Education | v Business | ¥  Bark |

2. Click Details beside the Is a solicitor checkbox. The Solicitor Information screen appears.



3. To view Allison’s constituent assignments, select the Assignments tab.

Solicitor Information for Allison E. Andrews

ez SIEEER

I This solicitar is inactive

Canskituent I Solicitor Type

Amount

I Date From I Date To

+

Samantha k. Hart
Winston R, Tate

+ Betsw P, Graack

+ Ryan K. Darrion

+ Susan E, McDonald
+ Tenli amwth

+ Max i3, Tavlor

+ Andrea L. Tidwel

+ Georgia E. Thomas

+

+ Davis & Johnson Pharmaceuticals
+ Carter Pharmaceuaticals, Inc,

+ Marilvn A, Kessler

1]

e

-l

Team Captain Assignments |

ak. | Canicel |
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4. To view additional information about each assignment, in the Constituent column, click the plus sign on

the left of each entry.

Solicitor Information for Allison E. Andrews

Goalz  Agzzignments |

I This solicitar is inactive

] ez SIEEER
Conskituent I Solicibor Type I Arnount I Date From I Date To
- Samantha K, Hart =]
Anral $1,500,00 01012005
= Winston R, Tate
Annual $1,500,00 01/01/2005
- Betsy P, Graack
Campaign $1,000,00 01012005 1231, —
- Pennsylvania Glass & Paink Car...
Campaian $3,000,00 01012005 12431,
= Ryan K. Dorrion
Fund $1,000,00 10j12/2005 12)31...
= Susan E. McDonald
Zampaign $1,500.00

|

01)01/2005 -
| B

Team Captain Assignments |

0k, | Caricel |

5. When you finish viewing information for each assignment, click OK. You return to the Bio 1 tab of Allison’s

constituent record.
6. On the toolbar, click Save and Close.
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» View gift details for a solicitor assignment

When the constituent to whom a solicitor is assigned contributes a gift and the solicitor receives credit for the
contribution, the gift information appears on the Assignments tab of the solicitor’s constituent record.

Scenario: Ryan Dorrion recently contributed $500 to your Acquisition Fund. Allison Andrews is the
solicitor assigned to Ryan for this fund. You want to view Allison’s assignment information to verify she
received full credit for Ryan’s gift.

1. From Allison Andrews’s constituent record, select the Bio 1 tab. For information about how to open
records, see “Access Constituent Records” on page 4.

= Allison E. Andrews

File Edit View Constituent Letter Favorites Tools Help
USaveandEIDse'|H|-j' }_ﬁ'lﬂ_]'| [ | -+ | 2'|? E| ﬂ|3’:|'| ? '|&"@‘ -

v Aftributes I Media I W Actions I v Honor/kernarial I Yolunteer I v Prospect I v Membership I v Events I
v Biol | v Bin2 I v Addresses I v Addressees/S alutations | v Relationships I v Bppeals I Motes I v Gifts

i Biographical i~ Preferred Address - Home
Last nanme: IAndlews W Aliazes Country: IUnlled States j #hore. . |
First name: IAIIison Address lines: (4859 Philpat Lane ;I
tiddle name: IEve j
Titles: IM[S_ j I j City: IMinneapoIis
Suffines: I'Ph'D' j I j State: IMN 'l Minnesata
Nickname: [&lie 2IP: {55403 @l oro
Maiden narme: IKersher Phones/Email Links
o |4 DNCI Type INumber;’EmaiI Address Shared?
|| Home 612-321-0047 Shared
Gender. |Female x| ssh:[aEa521114 N Cell Phone (612-393-0029 Cannot be Sh...
Birth date: ID?"QS'” 950 Ell Age: 47 || Email AEA@anet.com Cannot be sh...
" Deceased? Dale.l “ﬂl —

j  Thiz constituent

[~ lsinactive ¥ s asclicitor  +Details |

Marital status: IMarried

Spouse “Duslln 5. Andiews ¥ Gives anorymously I~ Has no valid addresses
Solicit code: IDO not phone at work [~ Requests no email
Alumnus [09/1382 - ] v Education | v Business | ¥  Bark |

2. Click Details besides the Is a solicitor checkbox. The Solicitor Information screen appears.




3. Select the Assignments tab.

Solicitor Information for Allison E. Andrews

Goalz  Agzzignments |

I This solicitar is inactive

£ ! e e UEIE

=4

Canskituent I Solicitor Type Amnount

I Date From I Date To

+ Samantha k., Hart
‘Winston R, Tate

+

+ Betsw P, Graack

Ryan K. Dotrion

+ Susan E. McDonald

+ Terli Srwth

+ Max @, Tavlor

+ Andrea L. Tidwel

+ Geargia E. Thamas

+ Davis & Johnson Pharrnaceuticals
+ Carter Pharmaceudticals, Inc,

|

Fund

e

$5,000,00  10/12/2005 12/31...

-l

Team Captain Assignments |

ak. | Canicel |
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4. To view all assignments Allison has for Ryan, in the Constituent column, click the plus sign to the left of

Ryan Dorrion’s name.

5. On the action bar, click Gift Details. The gifts Ryan has contributed that are credited to Allison appear.

Gift Details for Ryan K. Dorrion E
(] E. =

Arnount

ki

Campaign

| Total Amount; $500.00

| Mumbeer of Gifts: 1

6. On the action bar, click Close. You return to the Assignments tab.

Click OK. You return to the Bio 1 tab of Allison Andrews’s constituent record.

On the toolbar, click Save and Close.

Edit a Solicitor Assignment

Note: You establish security in Administration. For more information about user rights, see the Security
chapter of the Configuration & Security Guide.
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If you have proper security rights, you can edit a solicitor assignment from the constituent record of the
individual or organization to which the solicitor is assigned. You can also edit a solicitor assignment from the
Assignments tab of the Solicitor Information screen, accessed from the Details button on the solicitor’s
constituent record. For more information about how to access the Assignments tab, see “Solicitor Assignments”

on page 311.

» Edit a solicitor assignment from the Relationships tab
Once you create a solicitor assignment, you can edit the assignment information from the constituent record
of the individual or organization to which the solicitor is assigned.

Scenario: Cynthia Miller is a solicitor assigned to Business Information Systems. The company
experienced tremendous growth in the last year, and you decide to increase the amount Cynthia
requests Business Information Systems to contribute to your organization. From the Relationships tab
of Business Information Systems’ constituent record, open the solicitor assignment and increase the

amount.

1. From Business Information Systems’s constituent record, select the Relationships tab. For information
about how to open records, see “Access Constituent Records” on page 4.

2. From the tree view, select Assigned Solicitors. In the grid, the solicitors assigned to Business Information
Systems appear.

== Business Information Systems
File Edit View Constituent Letter Favorites Tools Help

USaveandEIDse'|H|-j' Lﬂ'lﬂ_]'| [ | -+ | 2'|? E| ﬂ|33'| ? '|&"G' B-
Media | v Actions I Honardtemarial | Yolunteer I Prospect I tembership I Events I
v Ogl I v Og2 I v Addiesses v Relationships | v Appeals I Motes I v Gifts I v Attibutes
i & Open
<Al Solicitor i solicitor Type Date From
Individuals Cynthia T. Miller Campaign 01/01/2007

Organizations
Banks/Financial Institutions
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3. Select the solicitor assignment for “Cynthia Miller” and click Open on the action bar. The Assigned
Solicitor screen appears.

Assigned Solicitor for Business Information Systems E3 I

File Edit View Assignment Help

| 5ave and Close '|H )(| L |—P' 33'| ? v|§v |
‘ Solicitar: IE_I,Inthia Miller ﬁl |D: 150
Solicitar bpe: IEampaign j Motes: |Cynthia has great success waorking with

aur larger clients.

Date fram: IEI‘I A01/2007 IEII
D ate b |12.-’3'| f2ma Ell

Ameunt: {$10,000.00
Campaigr: IEndowment Carnpaigr @&
Fund: I.&nnabellednhnson Endowme jﬂl
Appeal: IﬁnnualEHhibit jﬂl

Note: The changes you make to the solicitor assignment information also appear on the solicitor’s constituent
record. They appear on the Assignments tab of the Solicitor Information screen, accessed from the Details
button on the Bio 1 tab. For an organization constituent record, the Details button appears on the Org 1 tab.

4. Inthe Amount field, change the original amount to $20,000.

5. On the toolbar, click Save and Close. You return to the Relationships tab of Business Information System’s
constituent record.

6. Click Save and Close.
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» Edit a solicitor assignment from the solicitor’s constituent record

Once you create a solicitor assignment, you can edit the solicitor assignment from the Assignments tab of the
Solicitor Information screen, accessed from the Details button on the solicitor’s constituent record.

Scenario: Lane Pembroke is a solicitor assigned to Robert Hernandez. Lane has worked with Robert for
years. This year, Lane believes he can persuade Robert to give $25,000 to your organization; $5000
more than the original amount of $20,000. From Lane’s constituent record, open the solicitor
assignment and change the amount.

1. From Lane Pembroke’s constituent record, select the Bio 1 tab. For information about how to open
records, see “Access Constituent Records” on page 4.

=i Lane A. Pembroke [ _ O] x|
File Edit View Constituent Letter Favorites Tools Help
uSaveandCIDse'|H|-j'Lﬁ'lﬂ_]'|N 1 b N|"|2'|?E|ﬂ|ﬁ.| ?'|§'“3‘ Sl
Adtributes I Media I v Actions I Honar/kemarial | Wolunteer I v Prospect | Membership | Events I
v Biol | w Bio 2 I v Addresses I v AddresseessS alutations | v Felationships I v Appeals I Nates I v Gifts
— Bingraphical — Preferred Address - Home
Last name: IPembroke Aliazes Country: IUniled States j Mare... |
First name: ILane Address lines: | 74 Sunbird Court ;I
Middle name; IAnthon_l,l =
Titles: IM,_ j I j Eity:IPhoenix
Suffises: I j I j State: IAZ 'lArizona
Nickname: | 2IP: [e5004 @l orc
Maiden name:l Phones/Email Links
o |B1 DNCI Type INumberfEmaiI Address Shared?
Home 607-555-8134 Mot Shared
Gender: [Male x| gs5h:fr24-00885
Birth date: |12J13ﬂ 9E0 E|l Age: 47
[™ Deceased? Date:l .v."-|l
 Thiz constituent
Maiital status: | Separated - .
I J [ Isinactive W Iz ascliciter v Detaile |
ﬂ“ [~ Gives anonpmausly [~ Hazno valid addresses
Solict code IDD nat phone at work, I~ Requests no email
Supparter (2000 -] E ducation |  Buziness | Bank |

2. Click Details beside the Is a solicitor checkbox. The Solicitor Information screen appears.

3. Select the Assignments tab.
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4. To view the list of assighments, in the Constituent column, beside Robert Hernandez, click the plus sign.

Solicitor Information for Lane A. Pembroke Ei

Goals  Assignments | I This solicitar is inactive

] e X

Conskituent I Solicitor Type I Arnount IDate FrUmI Date To I

-/ Robert C, Hernandez

Wolunteer $ 0 06,01

+ Clara M. Daniels

| |+

Team Captain Assignments | ak. | Cancel |

5. Select the solicitor assignment to edit and click Open on the action bar. The Solicitor Assignment screen
appears.

Solicitor Assignment for Lane A. Pembroke I
File Edit View Assignment Help

|5 ave and Close '|H )(| 4 b|—>- 23'| ? v|@v |
‘ Conztituent: IFh:bert Hermandez il |0 96
Solicitar bype: IVnIunteer j Motes: |Lane and Robert are golfing parthers.

Lane is sure to secure his goal over the

D ate from: IDE£D1 A2007 Ell et five years.
Date to: IIZIEHS'I f2ma IEII

Ampunt: [$20,000.00

Campaigr: IEapitaI Campaign

Fund: |Building Fund

5lsl B

Appeal: I

Note: The changes you make to the solicitor assignment information also appear on the Relationships tab of
the constituent record to which the solicitor is assigned.

6. Inthe Amount field, change the original amount to $25,000.

7. On the toolbar, click Save and Close. You return to the Assignments tab.

8. Click OK. You return to the Bio 1 tab of Lane’s constituent record.

9. On the toolbar, click Save and Close.
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Delete a Solicitor Assignment

Note: You establish security in Administration. For more information about user rights, see the Security
chapter of the Configuration & Security Guide.

If you have proper security rights, you can delete solicitor assignments from the constituent record of the
individual or organization to which the solicitor is assigned. You can also delete solicitor assignments from the
Assignments tab of the Solicitor Information screen, accessed from the Details button on the Bio 1 or Org 1 tab of
the solicitor’s constituent record. Once you delete a solicitor assignment, the program permanently removes the

assignment information from both places.

» Delete a solicitor assignment from the Relationships tab
You can delete a solicitor assignment from the constituent record of the individual or organization to whom
the solicitor is assigned.

Scenario: Joseph Diresta is a solicitor for your Botanical Garden Fund. Joseph is assigned to his golf
partner, Christopher Young, for this fund. Several of Christopher’s relatives recently experienced
damage to their property because of a severe earthquake. In response to this disaster, Christopher lets
you know he will now contribute only to your Natural Disaster Relief Fund. Delete Joseph'’s solicitor

assignment to Christopher for the Botanical Garden Fund.

1. From Christopher Young’s constituent record, select the Relationships tab. For information about how to
open records, see “Access Constituent Records” on page 4.

2. From the tree view on the left, select Assigned Solicitors. Solicitors assigned to Christopher appear in the
grid on the right.

== Christopher T. Young
File Edit View Constituent Letter Favorites Tools Help

uSaveandCIUse'|H|-j' ._ﬂ'lﬂ_]'| M4 kK | -+ | 2'|‘P E‘ ﬂ|3:1'| ?- @'|‘3'| B-
v Attributes I Media I v Actions I Hanor/Memarial | Walunteer | v Prospect I Membership I v Events I
w Biol | w Bio 2 I v Addresses I v Addiessees/Salutations + Relationships | v Appeals I v Motes I v Gifts
fi 85 Open

Date From

<Al Solicitor Solicitor Type
: Individuals Joseph P. Diresta Campaign
Orgarizations Caole Hensley Membership
Banks/Financial Institutions | | Anne C. Sindair Annual
Education,S chools
1zzigned Solicitars|

Funds

[« | o]
| |

3. Select the solicitor assignment for “Joseph Diresta” and click Delete on the action bar. The Assigned
Solicitor screen opens and a message appears to ask whether to delete the assignment.
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4. Click Yes. Joseph is no longer assigned to Christopher. The program also removes this solicitor assignment
from the Assignments tab of Joseph’s constituent record.

5. On the toolbar, click Save and Close.

» Delete a solicitor assignment from the solicitor’s constituent record

You can delete a solicitor assignment from the Assignments tab of the Solicitor Information screen, accessed
from the Details button on the solicitor’s constituent record.

Scenario: Audrey Lorenz is a solicitor for your Capital Campaign. You assigned Audrey to Porter Nelson
as his solicitor for this campaign for the next three years. You later realize that you assigned Audrey to
Porter by mistake. Harris Sadler is already been assigned to Porter for this campaign and has

successfully achieved donations. From Audrey’s constituent record, delete her constituent assignment

to Porter.

1. From Audrey Lorenz’s constituent record, select the Bio 1 tab. For more information about how to open
records, see “Access Constituent Records” on page 4.

== Audrey L Lorenz =] E3
File Edit View Constituent Letter Favorites Tools Help
uSaveandﬁlose'|H|-j'Lﬁ'lﬂ_]'|N 4 b N|—»|2v|?$}l\g|h’| ?'&'|Q'|'
v Aftributes I Media I v Actions I Honor/Memarial I v Yolunteer I v Prospect I tembership I v Events I
v Biol | v Bin2 I v Addresses I v Addressees/S alutations | v Relationships I v Appeals I Hotes I v Gilts
r— Biographical — Preferred Address - Home
Last name: ILorenz v Aliases Country:lUniled States j Mare... |
First name: IAudrey Address ines: |578 Kings \way ;I
Middle name: IIrene LI
Tiles: [bs =] =] City: |Philadelphia
Suffixes: I j I j State: IF‘A 'l Pennsylvania
Nickname: [Sis 2IP: 15125 @l orc
Maiden name:l Phones/Email Links
o |4B DNCI Type INumber;’EmaiI Address Shared?
' || Home 215-339-4120 Mot Shared
Gender: |Female x| &8N [253-455401
Birth date: IDSJDMT 971 E|l Ager 37
" Deceased? Date:l ."'ll
: -  This constituent
I arital statuz: |Single - -
I J [~ lsinactive ¥ Iz a sclicitar vDetallsl
ﬂ“ [~ Gives anonpmously [~ Hasz no vald addiesses
Solicit code: I [~ Requests no email
Employee (06151335 - | v Education | v Business | Bank |

2. Click Details beside the Is a solicitor checkbox. The Solicitor Information screen appears.

3. Select the Assignments tab
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4. To view the list of assighments, in the Constituent column, beside Porter Nelson, click the plus sign.

Solicitor Information for Audrey |. Lorenz Ei

Goals  Assignments | I This solicitar is inactive

& e Open
Conskituent I Solicitor Type I Arnount I Date From I Date To I
+ Lajuan Wilson Campaidn $3,000.00 01012002 01/01f2005
= Porter B, Melson
Campaign a0
+ Robert C, Hernandez Staff 4§5,000,00 O1j01/2001 12/31/2002
l | 2]
Team Captain Assignments | ak. | Cancel |

5. Select the solicitor assignment to delete, and click Delete on the action bar. The Solicitor Assignment
screen opens and a message appears to ask whether to delete the assignment.

6. Click Yes. You return to the Assignments tab. Porter is no longer assigned to Audrey for the Capital
Campaign. The program also removes this solicitor assignment from the Relationships tab of Porter’s

constituent record.

Solicitor Information for Audrey |. Lorenz E3
Goals  Assignments | I This solicitor iz inactive
] [NEs SIEEIER

Canstifuent I Solicitar Type I Arnount I Drate Fram I Date To I
= Lajuan Wilson
Campaign 43,000,00 01012002 01/01/2005
-/ Robert C. Hernandez
Staff 45,000.00  O1j01/2001 12/31/2002
1| |+
Tearn Captain Assignments | ok | Cancel |

7. Click OK. You return to Audrey’s constituent record.
8. On the toolbar, click Save and Close.



SOLICITORS 32
Solicitor Goals

Note: You establish security in Administration. For more information about user rights, see the Security
chapter of the Configuration & Security Guide.

With the possible exception of team captains, solicitors associated with a campaign, a fund, or an appeal are
responsible to obtain a certain amount of the overall goal for the campaign, fund, or appeal. For example, the
overall goal for your Annual Campaign is $50,000, but the solicitor, Jason Campbell, is responsible for only $3,000
of the overall goal. To track the progress of your solicitors, we recommend you record the goal information for
each solicitor. If you have proper security rights, you can enter this information on the Goals tab.

Note: For more information about setting up tables, see the Configuration & Security Guide.

You can create unspecified goals from the solicitor’s constituent record. An unspecified goal is any solicitor goal
amount that is not associated with a campaign, a fund, or an appeal. If you have security rights, you can enter
categories of unspecified goals in the Solicitor Goal Categories table in Configuration. With unspecified goal
categories, you can easily keep track of these solicitor goals. For example, your organization may have the
unspecified goal category “Flowers” to cover the expense of flowers or plants your organization purchases as
condolence or congratulatory gifts for constituents.

Solicitors with unspecified goals are responsible to secure the entire goal amount entered. Unlike a campaign, a
fund, or an appeal, you cannot create a record for an unspecified goal. You can create categories to organize
solicitor information for these goals, but unspecified goals do not have an overall goal amount like for a
campaign, a fund, or an appeal. Unspecified goals may consist of contribution requests that do not have
monetary value, such as to establish contacts or seek professional advice for your organization. Therefore, the
goal amount for an unspecified goal may or may not be monetary.

Once you enter solicitor goal amounts for a campaign, a fund, an appeal, or other category, you can create
reports based on solicitor information. From Reports, you can run the Solicitor Performance Analysis, the Solicitor
Comparison Report, or the Solicitor Goal Summary to determine whether your solicitors reach their individual
goals. From Records, you can create a Solicitor Performance Summary to track your solicitors’ progress.

Create a Solicitor Goal

You can associate a solicitor with a goal for a specific campaign, fund, or appeal, or you can create an unspecified
goal for the solicitor to meet. From the solicitor’s constituent record, or the record of the campaign, fund, or
appeal, you can add the solicitor to a goal for a campaign, a fund, or an appeal. Once you designate a goal for the
solicitor, the solicitor appears in the solicitor hierarchy for the campaign, fund, or appeal. To specify a goal that is
not for a campaign, a fund, or an appeal, you can create an unspecified goal for a solicitor from the solicitor’s
constituent record.

When you add a solicitor to the solicitor hierarchy for a goal for a campaign, a fund, or an appeal, you can
determine how much the solicitor is responsible to secure for the overall goal. For example, you add Cynthia
Miller as a solicitor for your organization’s Scholarship Campaign. The overall goal for this campaign is $1 million.
You assign Cynthia a solicitor goal amount of $5,000. Cynthia is responsible to secure $5,000 for the Scholarship
Campaign. To reach this goal, you assign Cynthia to constituents in your database who she will ask to contribute
to the Scholarship Campaign.



330 CHAPTER

» Create a solicitor goal from a constituent record

To help secure the contributions necessary to meet the overall campaign, fund, or appeal goal, you can assign
a portion of the overall goal for a campaign, a fund, or an appeal to solicitors in your organization.

Scenario: Max Taylor wants to work on your Building Fund. Max is an experienced solicitor. Assign him
a solicitor goal of $10,000 for this fund.

Note: From the Records tab of User Options, you can select how a constituent name appears on the
constituent record title bar.

1. From Max Taylor’sconstituent record, select the Bio 1 tab. For information about how to open records,
see “Access Constituent Records” on page 4.

== Max G. Taylor [_ O] x|

File Edit View Constituent Letter Favorites Tools Help
uSaveandﬁlose'|H|-j' }_Il,'lﬂ_]'| M4 kM | —+ | 2v|? E‘ ﬂ|3’j‘| ?- &'|‘a'| Bl

v Attibutes I Media I v Actions I Honor/Memarial | Wolunteer | v Prospect I v Membership I Events I
v Biol | v Bin2 I v Addresses I v Addressees/S alutations | v Relationships I v Appeals I Hotes I v Gilts

r— Biographical — Preferred Address - Home
Last name: |Ta_l,l|0r Aliazes Courtry: |Uniled States j Flhore... |
First name: IMax Address lines: | 3327 Dawson Sheet ;I
Middle name: IGemme LI
Titles: |M[_ j I j City: IPittsbulgh
Suffixes: I j I j State: IF‘A 'l Pennsylvania
Nickname: | 2IP: [1520% @l orc
Maiden name:l Phones/Email Links
o I?? DNCI Type INumber;’EmaiI Address Shared?
: L Home  |403-555-4573 Shared
Gender: |Male | ssn: |229-1 3-4356 || @ |cellPhone |403-555-0077 Cannot be Sh...
Birth date: ID?HDSH 340 El Age: B7 -
" Deceased? Date:l .”.""ll

j  This constituent

[~ lsinactive W s asclicitor v Details |

Marital status: IM arried

ﬂl I'\’“C"m"e Taylor [~ Gives anonpmously [~ Hasz no vald addiesses
Solicit code: I [~ Requests no email

Grandparent [04/04/2001 - ); &lumnus (06011362 - ) + Education | w Business | v Bank |
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2. Click Details beside the Is a solicitor checkbox. The Solicitor Information screen appears.

Solicitor Information for Max G. Taylor Ei

Gnals | Aszzignments |

I This solicitar is inactive

sh &

*

Tvpe of Goal

Goal Amounk

Campaign/FundCategory

Reports Ta

$5,000.00

Fund $2,000,00

2001 Annual Fund

annabelle Johnson Endowm. ..

Team & (Anne C, Sinclair)
Team B (Max G, Tavlor)

Team Captain designments |

ak. | Canicel |

3. On the Goals tab, click New Goal on the action bar. The Goal screen appears.

Goal for Max G. Taylor E3

File Edit Goal Help

| 8 Save and Close - | =

|« »

2. |

‘ Type of Goal: ¢ Campaign  (* Fund

" Appeal

Fund: |Builu:|ing Fund

L

Goal amaunt: |$‘I 0,000.00

Bepoarts bo: I

A

" Unzpecified

Maotes: |Max Taylor requests o work. as a solicitar for the Building Fund. ;I

[

Note: The amount you enter in the Goal Amount field is the solicitor’s goal amount for the type of goal
selected, not the overall goal amount.

4. Inthe Type of goal frame, select Fund. Max requests to work as a solicitor for the Building Fund.

In the Fund field, select “Building Fund”. You can click the binoculars to search your database for the fund.

Tip: In the Goal amount field, it is not necessary to enter a currency character or decimal. The program
automatically formats the currency when you leave the field.

5. In the Goal amount field, enter the amount $10,000.

6. Leave the Reports to field blank. Max does not report to anyone for this goal. If Max was part of a team,
you would enter to whom Max reports, in this field.
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7. Inthe Notes box, enter “Max Taylor requests to work as a solicitor for the Building Fund.”

8. On the toolbar, click Save and Close. You return to the Goals tab. In the grid, Max’s solicitor goal
information for the Building Fund appears.

9. Click OK. You return to the Bio 1 tab of Max’s constituent record.
10. On the toolbar, click Save and Close.

» Create a solicitor goal from a campaign record, a fund record, or an appeal record

You can assign a solicitor to a goal for a campaign, a fund, or an appeal from the record of the campaign, fund,
or appeal.

Scenario: You create solicitor goals for your Smith-Brown Scholarship Fund. Add Robert Hernandez to
the solicitor hierarchy for this fund with a goal amount of $5,000.

1. From the Smith-Brown Scholarship Fundrecord, select the Solicitors tab. For information about how to
open a fund record, see the Campaigns, Funds, & Appeals Data Entry Guide.

M Smith-Brown Scholarship Fund [_ (O] I

File Edit View Fund Favorites Tools Help
USaveandﬁlose'Hl-j"uﬂ'|" 4 bk "|"'|2'|LI|33'|?'&' |
w General ' Solicitors Iv Campaignsl ] Agpealsl ] Helat_ionshipsl GL Distributionsl Attlibgtesl

[V Show inactive solicitors Salicitor goal: I Eﬂl

Availzble Salicitors ﬂ =B Assigned Solicitors for this Fund

@ Ellen H. Crenshaw (55,000.00)

~[ Earl M. Hunter ($1,000.00)

~@  Mary Beth Richardson {$5,000.00)
Alison E. Andrews Bl CynthiaT. Miler (§3,000.00)
Kathleen R. Bently

Zachery 1. Clover

<Find Seliditor... >
<New Team...>

Ellen H. Crenshaw
Angela Diresta
Joseph P. Diresta
Heather L. Faulkner

Cole Hensley
Farl b Hinter ﬂ
Aiszign = | < Remove | Copy From. .. |
|Overall Goal: $1.000.000.00 | Distributed; $14,000.00 | Remaining: $385,000.00 |

2. Inthe Available Solicitors box, scroll down and select Robert Hernandez and click Assign. In the Assigned
Solicitors for this Fund box, Robert appears.

3. Inthe Assigned Solicitors box, select Robert’s name.



4. In the Solicitor goal field, enter the amount $5,000.

USave and Close ~

B -

M Smith-Brown Scholarship Fund [_ (O] I

File Edit View Fund Favorites Tools Help
(= TR T VR I R I S T

[V Show inactive solicitors

w General ' Solicitors Iv Campaignsl ] Agpealsl ] Helat_ionshipsl GL Distributionsl Attlibgtesl

Solicitor goal: |$5,DDD. o ﬁl

Ayailable Solicitors

<Find Seliditor... >
<New Team...>
Allison E. Andrews
Kathleen R. Bently
Zachery 1. Clover
Ellen H. Crenshaw
Angela Diresta
Joseph P. Diresta
Heather L. Faulkner
Cole Hensley
Robert C. Hernandez
Earl N Hunter

- =By Assigned Solicitors for this Fund
@ Ellen H, Crenshaw (55,000.00)
~[ Earl M. Hunter ($1,000.00)
~@  Mary Beth Richardson {$5,000.00)
-l Cynthia T. Miller (53,000.00)
[ W obert C. Hernandez ($5,000.00)
=
Aiszign = | < Remove |

Copy From. .. |

| Overall Goal: $1.000,000.00

| Distibuted: $13,000.00 | Remaining: $381,000.00
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Note: The overall campaign or fund goal amount appears at the bottom of the Solicitors tab. The goal amount
for each solicitor you select appears in the Solicitor goal field. Additional panels at the bottom of the tab
display the amount of the overall goal that has been distributed and the amount that remains to be

distributed.

Robert does not report to anyone for this goal. If Robert was part of a team, you would first enter the
team or solicitor to who he reports, and then enter him underneath to show the solicitor hierarchy.
Robert’s solicitor goal is included in the Distributed and Remaining amounts at the bottom of the screen.

5. To save the information and close the fund record, click Save and Close on the toolbar.
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» Copy solicitor goals to a campaign, a fund, or an appeal

To copy the solicitor goals for one campaign, fund, or appeal to another campaign, fund, or appeal record,
click Copy From. When you copy solicitor goals, you save time because you do not have to enter the solicitor
information twice. However, when you copy the solicitor information from one campaign, fund, or appeal to
another, you overwrite any solicitor information already entered for the campaign, fund, or appeal.

Scenario: The solicitors for your Annual Campaign want to work on an additional project. Because
these solicitors work well together, you want them to work on the same fundraising goal. Add the
solicitors for the Annual Campaign to the President’s Development Fund.

1. From the record of the President’s Development Fund, select the Solicitors tab. For information about
how to open a fund record, see the Campaigns, Funds, & Appeals Data Entry Guide.

MMl President’s Development Fund M= E3 I

Fle Edit View Fund Favorites Tools Help
USaveandclose'|H|-j' :_ﬂ'| H 4 bk bl | —"| 2'| ﬂ|33' ? '|%' |

v General  Solicitors |u Eampaigns' v Agpeals| F!elat_ionshipsl GL Distributionsl Attribgtesl

[V Show inactive solicitors Solicitor goal: I EJI

Available Salicitors ﬂ ------ Assigned Solicitors for this Fund
<Find Selicitor... »

§-=::NEW Team... >

Allison E. Andrews
Kathleen R. Bently
Zachery 1. Clover
Ellen H. Crenshaw
Angela Diresta
Joseph P. Diresta
Heather L. Faulkner

Cole Hensley
Robert C. Hernandez
Farl M Hinter =
Aszign = | < Remove | Copy From... |
| Dverall Goal: $500,000.00 | Distributedt: $0.00 | Rlemairing: $500,000.00 |

2. Click Copy From. The Open screen for funds appears.



3. Inthe Find field, select “Campaign”.

/i, Open
Find: I Campaign j

Search using quen: |<Default> ng

Find Campaigns that meet these criteria:

Campaign |0 IAnnuaI j Cateqgany: I j'
Campaign desc: I j
I~ Display inactive campaigns

I Display campaigns with a date range containing: I El [~ Exact match only

ol Open

Cancel

i |

Options

@& Find Mow
Mew Search

Previous Search

[ A

Expand Besults
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4. Search for the Annual Campaign. For information about how to open a campaign record, see the

Campaigns, Funds, & Appeals Data Entry Guide.

Note: At the bottom of the Solicitors tab, the overall goal amount for the campaign, fund, or appeal appears.
In the Solicitor goal field, the goal amount for the selected solicitor appears. Additional fields at the bottom of
the tab display the amount of the overall goal that has been distributed and the amount that remains to be

distributed.

5. Select the “Annual Campaign” and click Open. The solicitor hierarchy for the Annual Campaignappears in

the Assigned Solicitors for this Fund box on the Solicitors tab.

Fle Edit View Fund Favorites Tools Help

USaveandclose'|H|-j';j'|N 1 b '||—"|2'|ﬂ|33' ?'|%

4

MMl President’s Development Fund M= E3

v General  Solicitors |u Eampaigns' v Agpeals| F!elat_ionshipsl GL Distributionsl Attribgtesl

[V Show inactive solicitors

Available Solicitors ﬂ BB} Assigned Solicitors for this Fund:
<Find Salicitar... > =-0  Alison E. Andrews (§500,000.00)
Audrey I, Lorenz {$100,000,00)
Lane A, Pembroke (5100,000.00)

Al
]
]
B Andrea L. Tidwell ($100,000.00)
]
a

<New Team...>

Allison E. Andrews
Kathleen R. Bently
Zachery 1. Clover

Cynthia T. Miller {$100,000.00)
Spencer Kovalak ($100,000.00)

Ellen H. Crenshaw
Angela Diresta
Joseph P. Diresta
Heather L. Faulkner

Cole Hensley
Robert C. Hernandez
Farl N Hintsr LI
Aszign = | < Remove |

Solicitor goal: I EJI

Copy From... |

| Remaining: $0.00

| Dverall Goal: $500,000.00 | Distributect $1.000,000.00

6. To save the new solicitor hierarchy information, click Save and Close on the toolbar. Once you save and
close the record, when you reopen the record, the Distributed and Remaining fields are updated.
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View a Solicitor Goal

You can view information about a solicitor’s goal on the Goals tab of the Solicitor Information screen. For
information about how to access Solicitor Details, see “View Solicitor Details” on page 305. To view goals by
campaign, fund, appeal, category, or type, you apply filters to the information in the Goals grid. The Goals grid
displays the type of goal, the goal amount, the campaign, fund, appeal, or other category for which the goal was
created; and, if the solicitor reports to another solicitor, the name of the solicitor to whom he reports. To print the
information in the Goals grid or export the information to another application, use the right-click menu.

» View a solicitor goal
You can view a solicitor’s goal information from the solicitor’s constituent record.

Scenario: You create a solicitor goal for Robert Hernandez, a solicitor for your Membership Campaign.
You want to view the amount of Robert’s goal for this campaign. To view his goal, open the Solicitor
Information screen from his constituent record.

1. From Robert Hernadez’sconstituent record, select the Bio 1 tab. For information about how to open
records, see “Access Constituent Records” on page 4.

= Robert C. Hernandez
File Edit View Constituent Letter Favorites Tools Help

USaveandEIDse'|H|-j'Lﬂ'lﬂ_]'|N 4 b N|"|2'|?E|ﬂ|h’| ?'|&"G'

v

W Aftributes I v Media I w Actions I v Honor/Memorial I v Yolunteer I v Prospect I v Membership I v Everts I
v Biol | v Bio2 | v Addresses I v Addressees/S alutations I + Relationships I v Bppeals I v Motes I v Gilts

i Biographical i~ Preferred Address - Home
Last nanme: IHemandez W Aliazes Country: IUnlled States j #hore. . |
First name: |Fiobert Address linss: [41017th Sheet = |
Middle name: IEarIos j
Titles: ID[_ j I j City: IDenvel
Suffines: I j I j State: IED 'l Colorada
Nickname: [Eb 2IP: {80202-4402 @l oPojw
Maiden narme: I Phones/Email/Links -
o IQB DNCI Type INumber;’EmaiI Address Shared?
|| Home 303-997-3301 Shared
Gender: [Male x| 58N |24359.9388 | Beeper  303-937-2000 Cannot be Sh...
Birth date: |D3.-"1 41961 Ell Age: 47 || Email robertcarloshernand. .. Cannot be Sh:lLI
" Deceased? Dale.l -"‘-|l L—I k
. -  Thiz constituent
I anital statuz: |Maried - -
I J [~ lsinactive ¥ s asclicitor  +Details |
ﬂl IWendy Hemandez [ Gives anonpmasly I~ Has no valid addresses
Salict code: IDO not phone on weekends: Do not call after 3.0 || [~ Fequests no email
Biaard Member (0101 /2005 - J; Yolurteer [03/2000 - ) Alumnus (031387 - | +Education | T — | v Bank |
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2. Click Details beside the Is a solicitor checkbox. The Solicitor Information screen appears. On the Goals
tab, view information about Robert’s Membership Campaign goal, including the goal amount and the

solicitor to whom Robert reports for this goal.

Solicitor Information for Robert C. Hernandez E3 I
Goals | Assignments | [ This solicitor is inactive
IF_

Goal Amount
§5,000.00
510,000,00
§5,000.,00

Type of Goal
Appeal
Campaign
Fund

Holiday Codktail Hour and Di...
Membership Campaign
Smith-Brown Scholarship Fund

Team 1 (Anne C. Sindair)

Ok Cancel

Team Captain Assighments |

3. Click OK. You return to the Bio 1 tab.
4. On the toolbar, click Save and Close.

Edit a Solicitor Goal

You can edit a solicitor goal from the solicitor’s constituent record or from the record of the campaign, fund, or
appeal. Once you save the changes made to a solicitor goal, you can view the new information from the Goals tab
of the solicitor’s constituent record. For information about how to access the Goals tab, see “View a Solicitor

Goal” on page 336.
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» Edit a solicitor goal from a constituent record
Once you create a solicitor goal, you can edit the goal information from the solicitor’s constituent record.

Scenario: RCS Corporation is a solicitor for your Endowment Campaign. You create a solicitor goal of
$10,000 for RCS Corporation for this campaign. A representative for the company calls to ask that you
increase RCS’s solicitor goal amount to $20,000. Change the solicitor goal from RCS Corporation’s

constituent record.

1. From RCS Corporation’s constituent record, select the Org 1 tab. For information about how to open
records, see “Access Constituent Records” on page 4.

= RCS Corporation
File Edit View Constituent Letter Favorites Tools Help

USaveandﬁlose'|H|-j'@'Iﬂ_]'|N ik N|"|2'|?E‘ﬂ|:‘j‘| ?-

8- |G| B-

Prospect | v Membership I Events I

v Actions I Honardtemnarial I Wolunteer I
v Oigl | w Qg2 I v Addiesses I v Relationships I v Appeals I HMotes I v Gifts I v Attibutes I Media

v Aliazes |

Org Mame: |F|EIS Corporation

ID: f112
- Prefenred Address - Busine: [ Organization matches Gifts
Courtry: IUnlted States j #lpore... || Watching Gift Informtion
Address lines: 1259 Six Forks Road :I Factor: |1 B0 Fizcal year starts: IDB.-"D‘I
; : _I Matching Gift Limits

City: [Fialeigh [ vinimum | Maxmum |
State: lﬂ Harth Carolina PTG #15.00 §2,000.00
Annual per donor $15.00 §5,000.00
ZIP: IZBD9 QI DPC'I Total per donor £15.00 $10,000.00

Phones Email Links
D...| Type |Mumber/Emai A Shared? etz
- - RCS matches for fulltime emplopees, who have been with the

Business |919-555-2369 Shared compary for over a year

- Fax 919-555-9865 Shared
~ This constituent

[ Iz inactive v |z a solicitar w Details |

[~ Has no valid addresses

[~ Gives anonymously

[~ Requests no emal

Solicit code: |Jne solicitation annually
CorporationtBusiness; Major Donor Prospect (012011995 - 07./09./1938) Bank |
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2. Click Details beside the Is a solicitor checkbox. The Solicitor Information screen appears.

Solicitor Information for RC5 Corporation

[T This solicitor is inactive

=

Type of Goal G0al Amount CampaignFund/Categaory Reports To

Campaigh $10,000.00 Endowrnent Canmpaign

Team Captain Azsignments | ak. | Cancel |

3. Select the Endowment Campaign goal and click Open on the action bar. The Goal screen appears.

File Edit Goal Help

Goal for RCS Corporation E3

dSaveandEluse*|d )(_|1l | ?-
‘ Type of Goal: &+ Campaign  ( Fund = Appeal = Unzpecified
Campaigr: IEndDwment Campaign jﬂl
Goal amaunt; |$1 0,000.00
Bepoarts bo: I QI
Mates: |RCS iz a remendous solicitor for our organization.  This goal ;I

armount will most kely go up.

[

Tip: In the Goal amount field, you do not need to enter a currency character or decimal. The program
automatically formats the currency when you leave the field.

4.
5.

In the Goal amount field, change the amount to $20,000.

On the toolbar, click Save and Close. You return to the Goals tab. The Goal amount column contains the

new solicitor goal amount for RCS Corporation.

Click OK. You return to the Org 1 tab of RCS Corporation’s constituent record.

On the toolbar, click Save and Close.
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» Edit a solicitor goal from a campaign record, a fund record, or an appeal record

Note: A red check mark on the Solicitors tab indicates the tab contains solicitor information.

Once you create a solicitor goal for a campaign, a fund, or an appeal, you can edit the goal information from
the record of the campaign, fund, or appeal.

Scenario: Zachary Clover, a solicitor for your Playground Campaign, is about to reach his solicitor goal
of $15,000 for this campaign. You want to increase Zachary’s solicitor goal for this campaign to
$30,000. Change his goal amount from the campaign record.

Note: At the top of the solicitor hierarchy screen, the overall campaign or fund goal amount appears. A panel
at the bottom of the screen displays the goal amount for each selected solicitor or team. Additional fields
display the amount of the overall goal that has been distributed and the amount that remains to be
distributed.

1. From the record of the Playground Campaign, select the Solicitors tab. For information about how to open
a campaign record, see the Campaigns, Funds, & Appeals Data Entry Guide.

* Playground Campaign [_ O] x|
File Edit View Campaign Favorites Tools Help

dSaveandCIose'|H|-j';;&'|N 4 bk D||—"|2'|ﬂ|ﬁll

] generall v Giving Hierarchy v Solicitors Iv Agpealsl ] Attribgtesl v Eventsl

¥ Show inactive 5 olicitars Solicitar goal: I Eﬂl

Available Solidtors ﬂ El-By Assigned Solicitors for this Campaign
B EarlN. Hunter {$50,000.00)

‘| Zachery 1. Clover ($15,000.00)

Lol Allison E. Andrews ($5,000.00)

?-|%- |

<Find Selicitor... >
<New Team...>
kathleen R. Bently
Zachery 1. Clover
Ellen H. Crenshaw
Angela Diresta
Joseph P. Diresta
Heather L. Faulkner
Cole Hensley

Rebert C. Hernandez

Earl M. Hunter LI
ALggign » | < Remove | Copy From... |
| Overall Goal $2000.00000 | Distibuted: $70,000.00 | Remaining: $1,930,000.00 |

2. Inthe Assigned Solicitors to this Campaign box, select Zachery Clover.

Tip: In the Solicitor goal field, you do not need to enter a currency character or decimal. The program
automatically formats the currency when you leave the field.

3. Inthe Solicitor goal field, change the amount to $30,000. The totals in the Distributed and Remaining
fields at the bottom of the screen include Zachery’s new solicitor goal amount.

4. On the toolbar, click Save and Close.
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Delete a Solicitor Goal

You can delete a solicitor goal from the solicitor’s constituent record or from the record of the campaign, fund, or
appeal. When you delete a solicitor’s goal, you remove the solicitor from the goal hierarchy of the campaign,
fund, or appeal. Imagine the solicitor hierarchy as a three layer cake. A team is the top layer. Solicitors who report
to the team are the middle layer, and solicitors who report to other solicitors are the bottom layer. If you delete a
solicitor’s goal, you can also delete the goals of those who report to this solicitor or you can save these goals. If
you save the goals, these solicitors are no longer in the bottom layer of the cake. Instead, they move up to the
middle layer and report to the team.

i TEam 1 73 Team 1
{Before removing Solicitor A) (After removing Solicitor A)
Saolicitor A £15,000 Solicitor B $ 5,000
L Solicitor B $ 5,000 Salicitor C $10,000
Solicitor C $10,000 Solicitor D $10,000
Solicitor D $10,000 Solicitor E $10,000
Solicitor E £10,000

I
mTeam 1 Goal ~ 50,000 mTeam 1 Goal ~ $35,000

» Delete a solicitor goal

Note: A red check mark on the Solicitors tab indicates the tab contains solicitor information.

When you delete a solicitor’s goal, you can also delete the goals of those who report to this solicitor, or you
can save these goals.

Scenario: Kathleen Bently and Lane Pembroke are part of the solicitor hierarchy for the Membership
Campaign. Lane, who has only worked as a solicitor for a few months, reports to Kathleen. Kathleen
decides to focus on contributions for your Annual Campaign, so she asks to be removed from the list
of solicitors for the Membership Campaign. Delete Kathleen's goal from the Membership Campaign
solicitor hierarchy. When Kathleen is removed from the solicitor hierarchy, Lane can no longer report
to her. He now reports directly to Team 1. Kathleen's goal amount is also subtracted from the team’s
goal amount.

Note: The overall goal amount appears at the bottom of the Solicitors tab. In the Solicitor goal field, the goal
amount for the selected solicitor appears. Additional panels at the bottom of the tab display the amount of the
overall goal that has been distributed and the amount that remains to be distributed.
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1.

2.

From the record of the Membership Campaign, select the Solicitors tab. For information about how to
open a campaign record, see the Campaigns, Funds, & Appeals Data Entry Guide.

¥ Membership Campaign [ _ O
File Edit View Campaign Favorites Tools Help

A5 ave and Close = H|j'._{|,' M4k '||—P' g|23'

v ﬁenerall v Giving Hierarchy v Solicitors Iv .ﬁ.gpealsl Attribgtesl Events'

W Show inactive S dlicitors Solicitor goal: I ﬂl

-

8 - |

?-

Availzble Solidtors «| |E-Ty Assigned Solicitors for this Campaign
=-E Team 1

<Find Selicitor... =
; Anne C. Sindair

Kathleen R, Bently (515,000,00)
Spencer Kovalak ($10,000.00)
Mary Beth Richardson ($10,000.00)
Robert C. Hernandez (510,000.00)

ew Team... >

Allisen E. Andrews
kathleen R. Bently
Zachery 1. Clover

Ellen H. Crenshaw
Angela Diresta
Joseph P, Diresta
Heather L. Faulkner
Cole Hensley

Robert C. Hernandez

Earl M. Hunter ﬂ
Azsign ¥ | < Remove | Copy Fram... |
|Overall Goal: $1,00000000 | Distributed: $45,000.00 | Remaining: $355,000.00 |

To view the solicitor hierarchy for the goal, click the plus sign to the left of “Team 1”.

Note: When you delete a selection from the Assigned Solicitors box, you only delete the solicitor’s goal for a
campaign, a fund, an appeal, or an unspecified goal, not the overall goal.

3.

4.

In the solicitor hierarchy, select Kathleen’s entry and click Remove. A message appears to ask whether to
remove the solicitor from the hierarchy.

Click Yes.

Because other solicitors report to Kathleen, a message appears to ask whether to also remove them from
the hierarchy.

Note: If you click Yes, the solicitor, any solicitors who report directly to this solicitor, and their goals are
removed from the hierarchy. For more information, see “What Is a Solicitor Team?” on page 296 and “Solicitor
Teams” on page 343.

5.

Click No. You do not want to remove Lane from the hierarchy. Once you delete Kathleen’s solicitor goal for
the Membership Campaign, Lane’s solicitor goal moves up one level to indicate he now reports to Team 1.
You return to the Solicitors tab. Kathleen is no longer a member of the solicitor hierarchy for the
Membership Campaign and Lane now reports directly to Team 1.

On the toolbar, click Save and Close.
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Solicitor Teams

In The Raiser’s Edge, you can organize your solicitors into teams. For large or long-term fundraising goals,
solicitors teams can help motivate solicitors and keep everyone involved in the project informed. When you
establish teams, you do not have to contact each solicitor who works on a particular campaign, fund, appeal, or
other goal. Instead, you contact a representative of the team, usually a team captain, and this solicitor
communicates your message to the team. Within the team, you can also have solicitors who report to other,
often more experienced, members. Therefore, the captain may have to contact only certain team members, who
in turn, contact the solicitors who report to them. No matter how simple or complex the structure may be, you
can use teams to improve the success of your overall goals.

Create a Team of Solicitors

From the Solicitors tab of a campaign record, a fund record, or an appeal record, you can create solicitor teams
for each of your organization’s campaign, fund, or appeal goals. When you create a team of solicitors, you can
select a name for the team, add team members, enter goal amounts for each team member, and determine
whether a team member reports to another team member. Once you create a solicitor team, you can add
members to the team from the campaign, fund, or appeal record. You can also add a solicitor to the team from
the solicitor’s constituent record.

» Create a team of solicitors

When you determine which solicitors work on a particular fundraising project, you can organize these
solicitors into teams.

Scenario: For your Capital Campaign, you decide to organize solicitors into teams. To add an element
of fun, you name the teams after playing card suits: Team Hearts, Team Clubs, and Team Diamonds.
For Team Hearts, enter three team members and create a solicitor goal of $5,000 for each member.

1. From the record of the Capital Campaign, select the Solicitors tab. For information about how to open a
campaign record, see the Campaigns, Funds, & Appeals Data Entry Guide.

¥ Capital Campaign [_ O] x|
File Edit View Campaign Favorites Tools Help

dSaveandCIose'|H|-j';;&'|N 4 bk D||—"|2'|ﬂ|ﬁll

] generall v Giving Hierarchy v Solicitors Iv Agpealsl ] Attribgtesl Eventsl

¥ Show inactive 5 olicitars Solicitar goal: I Eﬂl

Available Solidtars ﬂ By Assigned Solicitors for this Campaign
<Find Solicitor... =

?-|%- |

‘<New Team...>

Allison E. Andrews
kathleen R. Bently
Fachery 1. Clover
Ellen H. Crenshaw
Angela Diresta
Joseph F. Diresta
Heather L. Faulkner
Cole Hensley

Reobert C. Hernandez

Earl N. Hunter J
-

Azsign » | < Remove | Copy Fran... |

Overal Goak $10.000000.00 | Distrbuted: $0.00 \Remaining $10.000000.00 |
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Note:

Team members report to the team, to other members of their team, or to themselves. Team members

cannot report to members of other teams.

2.

Note:

In the Available Solicitors box, select “<New Team>" and click Assign. “New Team” appears in the
Assigned Solicitors for this Campaign box.

™ Capital Campaign Hi=] E3
File Edit View Campaign Favorites Tools Help
L'JSaveandElose'H|-j'u‘],' M4 bk "|—" z-~ LI|}3I Rk |
v ﬁeneral' v Giving Hierarchy v Solicitors Iw .ﬁ.gpealsl v Attribgtesl Eventsl
¥ Show inactive Sdlicitars Solicitor goal: I Eﬂl
Available Solicitors il B Assigned Solicitors for this Campaign

<Find Salicitor... > =

Allison E. Andrews

Kathleen R. Bently

Zachery 1. Clover

Ellen H. Crenshaw

Angela Diresta

Joseph P, Diresta

Heather L. Faulkner

Cole Hensley

Robert C. Hernandez

Earl N. Hunter J

-
Azsign ¥ I < Remove | Copy Fram... |

|Overall Goal $10,000,000.00 | Distibuted: $0.00 |Remaining $10,000000.00 |

In the hierarchy, delete the name “New Team” and enter “Team Hearts”.

In the Available Solicitors box, select Audrey Lorenz and click Assign. Audrey moves over into the
hierarchy, under Team Hearts.

The overall goal amount appears at the bottom of the Solicitors tab. A panel at the bottom of this screen

also displays the goal amount for the solicitor or team selected in the hierarchy. Additional panels display the
amount of the overall goal that has been distributed and the amount that remains to be distributed.
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5. Select Audrey’s name in the hierarchy and, in the Solicitor goal field, enter the amount $5000.

™ Capital Campaign
File Edit View Campaign Favorites Tools

| A5ave and Cloze ~| (=) | =4l

o4 b

=] E3

Help

A=

- ? % |

¥ Show inactive Sdlicitars

v ﬁenerall v Giving Hierarchy v Solicitors Iw .ﬁ.gpealsl ] Attribgtesl Eventsl

Solicitor goal: |$5,DDD.DD ﬁl

Available Solidtors ;I

Spencer Kovalak

Audrey I. Lorenz

Isabelle G, Matley

Cynthia T. Miller

David B. Murphy

Lane A. Pembroke

Mohammed Rahman

RCS Corporation

Mary Beth Richardson _I
Harris F. Sadler

Anne C. Sindair

Max G. Taylor J
-

Azsign ¥ |

E|--- Assigned Solicitors for this Campaign
= B Team Hearts
EESE I ~udrey I. Lorenz ($5,000.00)

Copy Fram... |

< Remaove |

| Ovwerall Gaoal: $10,000.000.00

| Distributed: $5,000.00

| Remaining: $3,935,000.00 |

6. Follow steps 4 and 5 to enter the solicitors “Joseph Diresta” and “Cynthia Miller” as members of Team
Hearts. Enter a goal amount of $5,000 for each solicitor. When you assign each solicitor, make sure Team
Hearts is selected so both report to Team Hearts. The totals in the Distributed and Remaining panels at
the bottom of the Solicitors tab change.

7. On the toolbar, click Save and Close.
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» Add a solicitor to a team from the solicitor’s constituent record

Once you create a solicitor team for a goal for a campaign, a fund, or an appeal, you can add a solicitor to the
team from the solicitor’s constituent record.

Scenario: You want to add the solicitor, Mohammed Rahman, to the Endowment Campaign Team with
a goal amount of $5,000. From his constituent record, enter Mohammed as a member of this solicitor
team.

1. From Mohammed Rahman’s constituent record, select the Bio 1 tab. For information about how to open
records, see “Access Constituent Records” on page 4.

= Mohammed Rahman
File Edit View Constituent Letter Favorites Tools Help

uSaveandclose'|H|-é'Qvlﬂ_]v|H 4 b )l|—b|zv|eﬁ‘ﬂ|3ﬂl| ?V&v|av|v
Attibutes I Media I v Aclions I HaonorMemarial I W Molunteer | v Prospect I Membership I v Events I
+ Biol | v Bio 2 I W Addresses I v Addreszees/S alutations | v Relationships I + Appeals I Nates I W Gifts I
— Biographical  Preferred Address - Busine:
Last name: IF\ahman Aliages Country: ILIniled States j = Mare... |
First name: |Mohammed Address lines: |12 Broad Street ﬂ
Middle name: I LI
Titles: IM;_ j I j City: IDayton
Suffives: I j I j State: IDH 'l Ohia
Nickname: | ZIP: |45405 &l DPC:l
Maiden name-l Phones/Email Links
o IBS DNCI Type INumberfEmaiI Address Shared?
' || Business  937-453-2656 Shared
Gender: [Male R LA EEEEEE
Birth date: |1D,-’DEIN 9EE El Age: 39
[™ Deceased? Date:l m’"|l
2 i~ This constituent
Maiital status: |Married -
I J [ Izinactive W Iz asclicitar  « Details |
ﬂl |89|a\ [Relimietn [~ Gives anonpmausly [~ Hazno vald addiesses
Solicit code: I [~ Requests no email

Alurmnus (061141995 - ) vEducation | vBusness |  Bank |
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2. Click Details beside the Is a solicitor checkbox. The Solicitor Information screen appears.

Solicitor Information for Mohammed Aahman Ei

/ i I This solicitar is inactive
i e x
Campaign/FundCategory Reports To
Disasker Felisf Campaign
Campaign $30,000.00 Capital Campaign Joseph P, Diresta
Team Captain Assignments | ak. | Cancel |

3. On the Goals tab, click New Goal on the action bar. The Goal screen appears.

Goal for Mohammed Rahman E3 |

File Edit Goal Help

| 8 Save and Close *| = | « % P
‘ Type of Goal: &+ Campaign  ( Fund = Appeal = Unzpecified
Campaigr: I jﬂl
Goal amount; I
Bepoarts bo: I ﬁl

Motes: ;I

4. In the Type of goal frame, select Campaign.

Note: The amount entered in the Goal Amount field is the solicitors’s goal amount for the type of goal
selected, not the overall goal amount.

5. In the Campaign field, select “Endowment Campaign”.

6. Inthe Goal Amount field, enter the goal amount of $5,000.

Note: You can select a solicitor or team included in the solicitor hierarchy as the Reports to entry. If a team is
selected, the team name and the name of the team captain appear in the Reports to field. You do not have to
enter a solicitor or team in the Reports to field.
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7. Inthe Reports to field, click the binoculars. The Solicitors screen appears.

Solicitors for Endowment Campaign E=
W Show inactive solicitors Salicitar goal: I ﬂl
Available Solicitors = E|--- Assigned Solicitors for this Campaign

<Find Solicor... = =3 E ndavrnent Carmpaigr T earn:

el Audrey . Lorenz ($5,000.00)
" ; [ Spencer Kovalak [$2,000.00)
son Assodiates . B Mary Beth Richardsan ($10,000.00)

<Mew Team...=

RCS Corporation “fl HamisF. Sadler ($10,000.00]
Allison E. Andrews @ RCS Corporation [$20,000.00)

Kathleen R, Benklhy
Zachery 1. Clover
Ellen H. Crenshaw

Angela Diresta

Joseph P, Diresta
-
(I PSS ) | S | PP,
KT L|_I
ot | < Bemoye |
(] | Cancel |
|Dveral| Goal: $50.000.000.00 |Distributed: $53.000.00 | Remaining: $43,347.000.00

In the Assigned Solicitors for this Campaign hierarchy, select Endowment Campaign Team.

9. Click OK. You return to the New Goal screen.

10. Inthe Notes box, enter “Mohammed Rahman has had great success working on our major campaigns. We
may increase his goal in the near future.”

Goal for Mohammed Rahman E3

File Edit Goal Help

dSaveandEluse*|d | €« % | ?- |
‘ Type of Goal: &+ Campaign  ( Fund = Appeal = Unzpecified
Campaigr: IEndDwment Campaign jﬂl
Goal amount; I$5,I:|I:|I:|_I:|I:|
Feports to: IEndDwment Campaign Team QI

MNates: |Mohammed Fakman has had great success warking on our ;I
majar campaigns. YWe may increaze hiz goal in the near future,

[

11. On the toolbar, click Save and Close. You return to the Solicitor Information screen. In the grid,
Mohammed’s campaign goal for the Endowment Campaign appears.

12. Click OK. You return to the Bio 1 tab of Mohammed’sconstituent record.
13. On the toolbar, click Save and Close.

» Delete a solicitor team

Note: A red check mark on the Solicitors tab indicates the tab contains solicitor information.
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You can delete a solicitor team for a goal for a campaign, a fund, or an appeal from the record of the
campaign, fund, or appeal.

Scenario: Most of the solicitors for your Richard Mosely Memorial Fund are inactive. You decide to
delete the team so you can reorganize and reassign new members.

1. From the record of the Richard Mosely Memorial Fund, select the Solicitors tab. For information about
how to open a fund record, see the Campaigns, Funds, & Appeals Data Entry Guide.

M Richard Mosley Memorial Fund [_ (O] I

File Edit View Fund Favorites Tools Help
USaveandﬁlose' Hlj' ._ﬁ'| M 4 & H | —"| 2'| L||1']l| ?- &' |

w General ' Solicitors Iv Campaignsl ] Agpealsl Helat_ionshipsl GL Distributionsl Attribgtesl

[V Show inactive solicitors Salicitor goal: I Eﬂl

Available Salicitars il -y Assigned Solicitors for this Fund
<Find Saligtor... > =~ B Memorial Fund Team

bl Andrea L. Tidwell
Earl N. Hunter (§5,000.00)
Lane A. Pembroke ($8,000.00)
Kathleen R. Bently {510,000.00)

<New Team...>

Allison E. Andrews
Kathleen R. Bently
Zachery 1. Clover

Ellen H. Crenshaw
Angela Diresta
Joseph P. Diresta
Heather L. Faulkner

Cole Hensley
Robert C. Hernandez
Farl b Hinter ﬂ
Aiszign = | < Remove | Copy From. .. |
|Overall Goal: $1.000.000.00 | Distrbuted; $23,000.00 | Remaining: $377,000.00 |

In the Assigned Solicitors for this Fund box, select Memorial Fund Team.
Click Remove. A message appears to ask whether to remove the team.
Click Yes. A message appears to ask whether to delete the members of the solicitor team.

Note: To delete only the team and not the members, click No. The solicitor team members remain in the
solicitor hierarchy for the goal, but they no longer report to a team. Members of the team who report to other
members continue to report to these solicitors.

5. Click Yes. The program removes the Memorial Fund Team from the hierarchy and from the Goals tab of
each solicitor’s constituent record.

6. On the toolbar, click Save and Close.
Assign a Team Captain

Note: A team captain primarily keeps both the team members and the organization informed of a project’s
progress; encourages and offers advice to team members; and coordinates the team’s fundraising efforts.

You can assign a captain to each solicitor team. The captain is the primary contact for the team and usually
organizes the team’s efforts. While the team captain can have a solicitor goal, a solicitor goal is not required. A
team captain may be strictly devoted to the organization, encouragement, and direction of the team. Once you
create a solicitor team for a goal for a campaign, a fund, or an appeal, you can assign a captain to the team from
the record of the campaign, fund, or appeal.
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» Assign a team captain

Note: A red check mark on the Solicitors tab indicates the tab contains solicitor information.

Once you establish teams for a fundraising goal, you can designate a captain for each team.

Scenario: The members of the Endowment Campaign Team request that you assign a captain to their
team. Cole Hensley has experience as a team captain and knows the members of this team. Make Cole
the captain for the Endowment Campaign Team.

Scenario:

1. From the record of the Endowment Campaign, select the Solicitors tab. For information about how to
open a campaign record, see the Campaigns, Funds, & Appeals Data Entry Guide.

" Endowment Campaign H=] 3
Ele Edit View Campaign Favorites Tools Help

USaveandclose'|H|-j';iﬁ'|N 4k ﬂ|"'|2'|ﬂ|h’

W Eenerall w Giving Hierarchy v Solicitaors Iv AQpeaIs' Attribgtesl Events'

|V Show inactive Saolicitors Solicitor goal: I ﬂl

Available Sclicitors ﬂ =By Assigned Solicitors for this Campaign
- Endowment Campaign Team

-0 Audrey I. Lorenz {$5,000.00)

-0 Spencer Kovalak (53,000.00)

? |- |

<Find Soliditor... >
<New Team...>

Allson E. Andrews -l Mary Beth Richardson ($10,000.00)
Kathleen R Bently il Harris F. Sadler ($10,000.00)
Zachery 1. Clover "B RCS Corporation (§10,000.00)

Ellen H. Crenshaw
Angela Diresta
Joseph F. Diresta
Heather L. Faulkner
Cole Hensley

Robert C. Hernandez

Earl M. Hunter ;I
Agzigh = | < Remove | Copy Fraom... |
| Overall Gioal: $50,000.000.00 | Distibuted: $43,000.00 \Remairing $43.957.00000 |

In the hierarchy, select “Endowment Campaign Team”.

In the Available Solicitors box, select “Cole Hensley” and click Assign. Cole appears in the solicitor
hierarchy of the “Endowment Campaign Team”.

Note: You can demote a captain the exact same way you promoted him. In the Assigned Solicitors box, select
the captain’s name, right-click, and select Demote Captain.
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4. In the solicitor hierarchy, select Cole Hensley’s name, right-click, and select Promote to Captain.

™ Endowment Campaign H[=]
File Edit View Campaign Faverites Tools Help

dSaveandElose'|H|-j'u],‘ (L B "|—"|2' L||2Z|I

v Eenerall w Giving Hierarchy v Solicitors |v Agpealsl Attribgtesl Eventsl

[v Show inactive Solicitors Solicitar goal: I ﬁl

Available Solicitors - E|--- Assigned Solicitors for this Campaign
=] Endowment Campaign Team

? - |- |

<Find Soligtor...>
<New Team... >

Allison E. Andrews
Kathleen R. Bently

Zachery J. Clover | i e
[ RS Corpori ¥

B AudreyI. Lorenz (§5,000.00)
B spencer Kovalak (§8,000.00)
-f  Mary Beth Richardson (510,000.,00)
0 Harrie F. Sadler ($10,000.00)
]

Ellen H. Crenshaw
Angela Diresta
Joseph P, Diresta =(% Distribute Qverall Goal

Heather L. Faulkner

ég‘ Promote to Captain

Cole Hensley 2 | Remove,..
Robert C. Hernandez % Find...
Earl M. Hunter =
- :I —+ | Go to Cole Hensley

Azzign > | < Remove | Copy From... |

| Overall Goal: $50.000.000.00 | Distibuted: $43,000.00 |Remaining $43.957.00000 |

Cole’s name appears at the top of the team hierarchy in the Assigned Solicitors to this Campaign box. The
name also appears in blue. Cole is promoted to captain of the Endowment Campaign Team.

5. On the toolbar, click Save and Close.

View a Team Captain Assignment

The purpose of a captain assignment for each team is to have a primary contact for the team and to make sure
someone is responsible for the organization of the team’s efforts. The team captain may be devoted to the
organization, encouragement, and direction of the team, and may or may not have a solicitor goal. You are not
required to have a captain for each solicitor team.
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» View a team captain assignment

If a solicitor is the captain of a solicitor team, you can view the captain assignment information from the
solicitor’s constituent record.

Scenario: Anne Sinclair is one of your most successful solicitors. You want to make Anne the captain of
one of the Capital Campaign solicitor teams. Anne has been a team captain in the past, and you are
not sure if she is currently the captain of other solicitor teams. Before you create a team captain
assighment for Anne, look to see whether she is the captain of any other solicitor teams.

1. From Anne Sinclair’s constituent record, select the Bio 1 tab. For information about how to open records,
see “Access Constituent Records” on page 4.

== Anne C. Sinclair

File Edit View Constituent Letter Favorites Tools Help
uSaveandﬁlose'|H|-j' }_Il,'lﬂ_]'| 4 b 0w | —+ | 2v|? E‘ g|‘3:|'| ?- &'|‘a'| -

Attributes | Media I v Actions I Honor/Memarial I Wolunteer I v Prospect I Membership I v Events I
v Biol | v Bin2 I v Addresses I v Addressees/S alutations | v Relationships I v Appeals I Hotes I v Gilts

r— Biographical — Preferred Address - Home
Last name: |Sinc\air v Aliases Courtry: |Uniled States j Flhore... |
First name: IAnne Address lines: |115 Ashley River Road ;I
Middle name: IEIarice LI
Titles: IM[S_ j I j City: ICharIeston
Suffixes: I j I j State: ISC 'l South Caroling
Nickname: IAnnie ZIF: |29412 QI DPE3|
Maiden name: |Bo_l,ld Phones/Email Links
o I?B DNCI Type INumber;’EmaiI Address Shared?
: L Home  |843-555-3543 Shared
Gender: |Female x| ssh:[236-341208
Birth date: |08£2Dﬂ 960 E|l Age: 47
" Deceased? Date:l .”.""ll

j  This constituent

[~ lsinactive W s asclicitor v Details |

Marital status: IM arried

Spouse “JDSEDh A Sinclair [~ Gives anonymously [ Has o valid addiesses
Solicit code: IDO not phone at work [~ Request: no email

Alumnus (06011987 - |; Trustee (04/04/2001 - 12/31/2003) v Education | v Business | Bank |
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2. Click Details beside the Is a solicitor checkbox. The Solicitor Information screen appears.

Solicitor Information for Anne C. Sinclair I
Goals | Aszsignments | ™ This salicitor is inactive
Type of Goal Goal Amount Campaign/Fund/Category/ Reports To
2008 Annual Fund Team A (Anne C. Sindair)
Fund Annabelle Johnson Endowm... Team A (Anne C. Sindair)
Campaign Membership Campaign Team 1 {Anne C. Sindair)
Team Captain Azsignments | Ok, Cancel

3. On the Goals tab, click Team Captain Assignments. The Team Captain Assignments for Campaign, Fund

No u e

and Appeal Goals screen appears.

Team Captain Azzignments for Campaign and Fund Goals

The following grid shows campaign and fund goals for which this zolicitor iz a team captain,

ZampaignyFund I Creerall Goal Team I Tearm =oal
Membership Campaign $1,000,000.00 Team 1 $50,000,00
2001 Annual Fund $200,000,00 Team & 4$25,000.00
Annabelle Johnson Endow, .. $500,000.00 Team A $20,000.00

Cloze

In the grid, view the team captain assignments for Anne.

Click Close. You return to the Solicitor Information screen.

Click OK. You return to the Bio 1 tab of Anne’s constituent record.
On the toolbar, click Save and Close.
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Index

A

accessing, see navigating
action category, defined 231
action notes tab 259
action notification reminder, defined 231
action record
action
inactive 232
moves management 232
action category 231
action reminder 231
action track
adding 266
assigning to constituent(s) 283
defined 268
deleting action tracks 289
deleting an action 288
dependent action, adding 278
editing an action 286
inactive 232
independent action, adding 273
adding
appeal record, from 253
constituent record, from 248
event record, from 251
notification reminders 255
records 245
advocacy 232, 262
advocacy field mapping 263
attributes tab 258
business rules 243
defined 231
deleting 264

field mapping from Capwiz to advocacy actions

263
general tab 248, 253
inactive 232
navigating
opening 236
toolbar 241
notes tab 259
notification reminder 231
open
from appeal record 236
from constituent record 234
from event record 235
status 231
type 232

user options 242
action reminder, defined 231
action status, defined 231
action track
adding 266
defined 266, 268
deleting 289
inactive 232
navigating
opening 236
action type, defined 232
adding
annotation 194
attributes 178
bank/financial institution relationship from the
relationships tab 135
biographical information 33, 55
company information 78
constituent address
addresses tab 92
bio 1 tab 35
org 1tab 68
constituent code
bio 2 tab 58
org 2 tab 80
credit card
bio 2 tab 57
org 2tab 79
education/school relationship from the
relationships tab 139
individual
record 29
relationship 120
matching gift information 74
media object 186
note 181
organization
record 65
relationship 128
primary bank
bio 1 tab 54
org 1tab 76
primary business, bio 1 tab 49
primary education, bio 1 tab 47
solicit code
bio 1 tab 45
org 1tab 71
spouse information 39
address
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see also mail
adding 92
copying and linking 95, 146
copying preferred to alternate 102
defined 86
hide addresses that do not receive mail 88
hide nonmailing addresses 88
hide spouse address 88
hiding nonmailing 100
hiding spouse 99
individual record 35
organization record 68
type, explained 87
address tab, defined 86
addressee, defined 2
addressees/salutations
adding
addressees 109
salutations 109
defined 105
primary addressee, selecting 107
primary salutation, selecting 108
testing label truncation for 110
addresses tab
adding address 92
copying and linking address 95
copying preferred to alternate 102
hiding nonmailing address 100
hiding spouse address 99
Administration, merging constituents 221
advocacy actions 262
advocacy actions, field mapping 263
advocacy, defined 232, 262
aliases
button
individual 23
organization 60
defined 2
anatomy of a constituent record 16
annotation
adding 194
defined 2, 194, 217
anonymous gifts 28, 63
appeal record
adding, actions 253
opening actions 236
appeals 190
appeals tab
defined 190
Appeals tab, Blackbaud Direct Marketing 190
assigned solicitor 311
assignments
solicitor
creating 311
defined 296
deleting 326
editing 321
viewing 316

attribute
action records 258
defined 2

attributes tab
adding to records 178
defined 176

attributes, action records 258

B

bank button 27, 62
bank information
adding
individual records 54
organization records 76
relationships 133
bank/financial relationships 133
bio 1 tab
bank information 54
biographical information 33
business information 49
constituent address 35
copying preferred to alternate 102
education information 47
marital information 39
primary organization relationship 49
solicit code 45
spouse information 39
bio 2 tab
biographical information 56
constituent code 58
credit card information 57
Blackbaud NetCommunity 19
breakdown of a constituent record 16
breaking, address link 155
breaking, address link from relationships tab 155
business button 26
business information, adding 49
business rules
action records 243
constituent records 13

C

campaign
copying solicitor goal to 334
editing solicitor goals from 340
entering solicitor goal 332
goal 293
campaign goal, defined 293
captain
assigning to teams 349
defined 293
viewing assignments 351
category, action 231
combine constituents 221
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combine nonconstituents 224
constituent annotation
adding 194
defined 217
constituent code
adding to organization records 80
defined 2
constituent gives anonymously
individual record 28
organization record 63
constituent has no valid addresses
individual record 28
organization record 63
constituent ID, defined 2
constituent is a solicitor
individual record 28
organization record 63
constituent is inactive 62
individual record 27
organization record 63
constituent record
actions tab
defined 19
adding an annotation 194
adding, actions 248
addressees/salutations tab
addressee, additional 109
defined 18, 105
salutation, additional 109
selecting primary addressee 107
selecting primary salutation 108
testing label truncation 110
addresses tab
adding a constituent address 92
copying and linking a constituent address 95
copying the preferred address to alternate
102
defined 17, 86
hiding addresses that do not receive mail 100
hiding nonmailing addresses 100
hiding spouse addresses 99
aliases
individual 23
organization 60
appeals tab
defined 190
finder number 190
mailing ID 190
marketing segment 190
marketing source code 190
assigning a solicitor from the relationships tab
312
assigning a solicitor from the solicitor’s
constituent record 314
attributes tab
adding an attribute 178
defined 18, 176
bio 1 tab 17

adding basic biographical information 33
adding constituent address 35
adding primary bank relationship 54
adding primary education relationship 47
adding primary organization relationship 49
adding solicit code 45
adding spouse information 39
copying the preferred address to alternate
102
bio 2 tab 17
adding constituent code 58
adding credit card 57
adding miscellaneous biographical
information 56
business rules 13
combining constituents 221
combining nonconstituents 224
converting record types 217
copying and linking a constituent address 146
creating a letter 195
defined 2, 14
deleting 84
editing 82
editing solicitor goals 338
entering solicitor goals 330
events tab 19
gifts tab 18
honor/memorial tab 19
individual records
adding 30
defined 22
deleting 81
editing 81
letter
creating a letter 195
creating from the letter menu of a
constituent record 196
editing letter merge field information 206
generating a mail merge from the letter menu
196, 210
organizing the letter menu 214
quickly writing a letter from the letter menu
of a constituent record 210
removing from the letter menu 213
writing from the constituent record 210
mailing information 86
making a solicitor 300
media tab
adding a media object 186
defined 18, 184
membership tab 19
merging constituents 221
merging nonconstituents 224
navigating
opening 4
toolbar 7
netcommunity tab 19
notes tab
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adding a note 181
defined 18, 179
opening actions 234
org 1tab 17
adding constituent address 68
adding matching gift information 74
adding primary bank relationship 76
adding solicit code 72
copying the preferred address to alternate
102
org 2 tab 17
adding constituent code 80
adding credit card 79
adding miscellaneous company information
78
organization records
adding 65
defined 59
deleting 81
editing 81
organizing, letter menu 214
prospect tab 19
relationships 114
relationships tab
adding a bank relationship 135
adding a fund relationship 145
adding an education relationship 139
adding an individual relationship 120
adding an organization relationship 128
assigned solicitors 296, 311
bank relationships 133
breaking an address link 155
copying address 147
defined 18, 114
deleting 161
editing a relationship record 159
education relationships 137
financial relationships 133
fund relationships 143
individual relationships 116
linking address 151
organization relationships 125
school relationships 137
sharing phone numbers 157
toolbar 7
user options 9
defined 9
establishing for individual records 10
establishing for organization records 12
volunteer tab 19
constituent requests no email
individual record 28
organization record 63
constituent, defined 2
constituents
defined 2
converting
individual to organization 217

organization to individual 219
copying
address 147
address to the relationships tab 147
constituent address from the addresses tab 95
preferred address to alternate 102
solicitor goals to campaign or fund record 334
copying addresses 146
copying, relationship addresses 146
creating
letters
from the letter menu 196
solicitor assignments
from the relationships tab 312
from the solicitor’s constituent record 314
solicitor goals

copying to campaign record 334

copying to fund record 334

from campaign record 332

from constituent record 330

from fund record 332

teams of solicitors 343
credit card, adding information to organization
records 79

D

deleting
action record 264
action track 289
constituent records 84
individual record 81
letter from the constituent record letter menu
213
organization record 83
organization records 81
relationship from the relationships tab 161
relationships from the relationships tab 161
solicitor assignments
from the relationships tab 326
from the solicitor’s constituent record 327
solicitor goals 341
teams of solicitors 349
dependent action, adding to action track 278
details button 28, 63
display inactive tracks 267
do not contact 35

E

edit name screen 22
editing
constituent records 82
individual record 81
merge field information from the letter menu
206
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organization record 81
relationship from the relationships tab 159
relationships from relationships tab 159
solicitor assignments
from the relationships tab 322
from the solicitor’s constituent record 324
solicitor goals
from campaign record 340
from constituent record 338
from fund record 340
education button 25
education information
adding from bio 1 tab 47
relationships
adding from relationships tab 139
defined 137
establishing user options for individual constituent
records 9
establishing user options for organization
constituent records 12
event record
action, adding 251
opening actions 235

F

filters, relationship tree 166
financial information, see bank information
finder number 190
fund
copying solicitor goals to 334
editing solicitor goals from 340
entering solicitor goal 332
goal 293
fund goal, defined 293
fund relationships 143

G

generating a mail merge from the letter menu of a
constituent record 196, 210
goal
appeal 293
campaign 293
defined 294, 296
fund 293
solicitor
creating 329
defined 294
deleting 341
editing 337
viewing 336
unspecified 295

H

head of household 40, 118

hidden solicitor, defined 294

hide addresses that do not receive mail. 88
hide nonmailing addresses 88

hide spouse address 88

hiding solicitor information 307

hierarchy, solicitor 295

inactive
action track, defined 232
action, defined 232
constituent 27, 63
solicitor 308
inactive solicitor, defined 294
indicator 87
individual record
adding
address information 35
individual records
adding
bank information, primary 54
biographical information 33, 56
business information, primary 49
constituent code 58
credit card information 57
education information, primary 47
marital information 39
new constituent record 30
organization relationship, primary 49
solicit code 45
spouse information 39
aliases button 23
converting to organization 217
defined 22
deleting 81
editing 81
individual relationships 116
individual to organization, converting 217

L

label truncation, testing addressees/salutations 110
legend
options, selecting for the relationship tree 170
relationship tree 170
letter
constituent records 195
creating, constituent record from 195
editing letter merge field information 206
generating a mail merge from the letter menu
196, 210
organizing the letter menu 214
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removing from the letter menu 213

letter menu 195

link, defined 3

linking addresses 146

linking constituent address from the addresses tab
95

linking, addresses 151

linking, addresses from relationships tab 151

linking, constituent address from the relationships
tab 151

linking, relationship addresses 146

M

mail constituent record 86

mail, tracking addresses 86

mailing ID 190

marital information 39

marketing segment 190

marketing source code 190

matching gift, organization records 74
media object, defined 3

media tab
adding a media object 186
defined 184

merge constituents 221

merge fields, editing from the letter menu 206
merge nonconstituents 224

moves management, defined 232

N

navigating
action records
opening 236
toolbar 241
action tracks
opening 236
constituent records
opening 4
toolbar 7
Nonconstituent Merge Utility 224
nonmailing address, hide 88
note
action records 259
notes tab
adding a note 181
defined 179
notes, action records 259
notification reminder 255

O

opening, see navigating
org 1tab

adding
bank information 76
constituent addresses 68
matching gift information 74
solicit codes 72
copying preferred to alternate 102
defined 59
org 2 tab
adding
constituent codes 80
credit card information 79
miscellaneous information 78
defined 63
organization records
adding
banks 76
constituent addresses 68
constituent codes 80
credit card information 79
matching gift information 74
miscellaneous information 78
organization constituent records 65
solicit codes 72
aliases button 60
converting to individual 219
defined 59
deleting 81
editing 81
establishing user options 12
organization relationships 125
organization to individual, converting 219
organizing
constituent record letter menu 214
letter menu 214

P

phone sharing 157

Plug-Ins, merging nonconstituents 224
preferences, see user options 242
primary addressee, selecting 107
primary salutation, selecting 108
profile, printing 34, 62

R

record
combining constituents 221
combining nonconstituents 224
merging constituents 221
merging nonconstituents 224
records
action record
adding 245
attributes 258
deleting 264
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notes 259
constituent record
appeals 190
attributes 176
converting record types 217
creating a letter 195
defined 14
individual 22
mailing information 86
media 184
notes 179
organization 59
relationship tree 162
relationships 114
converting
individual to organization 217
organization to individual 219
relationship
bank, adding from relationships tab 135
bank, defined 133
copying and sharing addresses 146
defined 3, 114
deleting from relationships tab 161
editing and deleting 159
editing from relationships tab 159
education
adding from the relationships tab 139
defined 137
fund
adding from relationships tab 145
defined 143
individual
adding from relationships tab 120
breaking address link from relationships tab
155
copying address to the relationships tab 147
defined 116
linking from relationships tab 151
individual, sharing phone numbers 157
organization
adding from relationships tab 128
breaking address link from relationships tab
155
copying address to the relationships tab 147
defined 125
linking from relationships tab 151
organization, sharing phone numbers 157
relationship tree
applying filters 166
defined 3
selecting legend options 170
viewing
from the menu bar 164
from the toolbar 164
relationships 114
relationships tab
adding a bank relationship 135
adding a fund relationship 145

adding an education relationship 139

adding an individual relationship 120

adding an organization relationship 128

assigning a solicitor from relationships tab 312

breaking address link from relationships tab 155

copying an address 147

defined 114

deleting a relationship 161

deleting a solicitor assignment from
relationships tab 326

editing a relationship 159

editing a solicitor assignment from relationships
tab 322

education 137

fund relationships 143

linking a constituent address 151, 157

organization relationships 125

school, see education

sharing phone numbers 157

viewing a solicitor assignment from relationships
tab 316

reminders, action record 255
reports, solicitor 298

S

salutation, defined 3
selecting
legend options for the relationship tree 170
primary addressees 106
primary salutations 107
sharing addresses 146, 151
sharing phone numbers 157
sharing, addresses from relationships tab 151
sharing, relationship addresses 146
solicit code
defined 3
individual records 45
organization records 72
solicitor 291
assignments
creating 311
defined 294, 296, 311
deleting 326
editing 321
viewing 316
defined 293, 294, 295
details 305
goal
creating 329
deleting 341
editing 337
goals 329
hidden, defined 294
hiding information 307
inactive 294
making constituent 300
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making inactive 308 team captain, defined 293
reports 298 test label truncation button 110
summary 298 toolbar
team action record 241
assigning captains 349 constituent record 7
creating 343 tracks, action 266
defined 296 tree, relationship 162
viewing captain assignments 351
teams 343
solicitor goal, defined 294 U
solicitor hierarchy, defined 295
solicitor team, defined 295 unspecified goal, defined 295
spouse user options
hide address 88 action records 242
individual relationship record 118 constituent records
information 39, 118 defined 9
summary, solicitor performance 298 establishing for individual records 10

establishing for organization records 12

! Vv

tabs
actions, defined 19 viewing
addressees/salutations 18, 105 gift details for a solicitor assignment 320
addresses 17, 86 relationship tree from the toolbar 164
appeals 18, 190 solicitor assignments
attributes 18, 176 from relationships tab 316
bio1 17, 22, 33 from the solicitor’s constituent record 318
bio 2 17, 28, 56 solicitor details 305
events 19 team captain assignments 351
gifts 18
honor/memorial 19
media 18, 184
membership 19 W
netcommunity 19 writing letters from the letter menu 210

notes 18, 179

org117,59, 68

org 1, defined 17

org2 17, 63,78

prospect 19

relationships
bank relationships 133
defined 18
education relationships 137
financial relationships 133
fund relationships 143
individual relationships 116
organization relationships 125
school relationships 137

volunteer 19

tabs of a constituent record 16
team

defined 295

solicitor
assigning captains 349
creating 343
defined 295
viewing captain assignments 351
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