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Note: Visit our Web site at www.blackbaud.com for the latest documentation and information.

Exporting is the process used to extract selected information from your Financial Edge database to use in another
software application. You can export data from each program in The Financial Edge to update or view in an
application outside of The Financial Edge. For example, you can export data to analyze or manipulate in a
spreadsheet program or to create a custom report.

Note: Exporting is the process used to extract selected information from your database to use in another
software application.

The export process consists of identifying information to extract from your Financial Edge database, determining
the file format for the information, and transferring the information to a specified location. While the processes
and capabilities of Query and Export overlap, Export is a more advanced data extraction and reporting tool. It can
better organize one-to-many relationships and other complicated types of data into simpler formats. For more
information about queries, see the Query Guide for The Financial Edge.

The security settings you establish in Administration apply to Export. For example, if you prohibit data entry clerks
from viewing budgets, they cannot export budget information in Export. If you deny a group access to all Export
options, Export does not appear on the navigation bar for those users.

Accessing Export Records

Tip: You can add Export favorites to the navigation bar, home page, or Favorites menu. For more information
about using favorites, see the Program Basics Guide.

The Export page contains the commands necessary to complete all exporting functions. From this page, you can
find, add, open, delete, and run exports.

To access the Export page, select Export from the navigation bar. The Export page appears.

#% The Financial Edge
File Edit Yiew Go Favortes Tool: Help

4 Back & Eorward I Community Services Inc. ™ + General Ledger ~

E. Export

Mew Open Delete Export F_lnd...|

Shorkcuts

Type: | <Al Typess j Format: | <&l Farmats> j

Marme Diezcription Expart type File farmat Date last run Last run by

accaunt expart alues  11/19/2002 Supervisor
Ending Balance Expart Account Microzoft hocess 2w Data.. 11/21/2002 Supervizor
Project Contacts Project Comma-Separated Values  11/20/2002 Supervizor
Test export Account Character Separated Values 10/22/2002 Supervisor

coount Comma-5 eparates

are
Monthly Reparts ﬂ—l ﬂ

web Links ™ Only show my exports

Welcome to General Ledger
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Finding and Opening Export Records

To open export records from the Export page, in the grid, double-click an export, or select one and click Open.

There are several tools you can use to locate saved export records. You can use the Type and Format fields to
filter the grid by export type or export format, or mark Only show my exports to display only the exports you
created. You can also search for saved exports using the Find button on the action bar.
» Locating and opening an export record using the Find button
1. From the navigation bar, select Export. The Export page appears.

#% The Financial Edge

File Edit “iew Go Favortes Tools Help

4 Back & Forward ] Community Services Inc. ™ ¢ General Ledger =

H-r Home Mew Ogen Delete Esport Find. |

Sharteuts

Type'l(AH Types> j Fnrmat'|<A\| Formatss j

Description File farmnat Date |ast run
Mic .. 11/ 02 Su

account expart Account Comma-Separated Values  11/19/2002 Supervisar

Expart type Last run by

nt

Ending Balance Expart Account Microsoft Access 2.x Data.. 11/21/2002 Supervisar
Project Contacts Project Comma-Separated Values  11/20/2002 Supervisar
Test export Account Character Separated Values 10/22/2002 Supervisor

thly Reparts LI—I LI
eh Links ™ Only shove my exparts

“Welcome to General Ledger |

2. Click Find. The Find screen appears.

Find
Figld: IName j
Find what: |

fd atch: IAny part of field 'I r
Eitid Firat | EindNe:-:tI Clogze |

3. In the Field field, select a search category such as “Name” or “Export type”.

In the Find what field, enter specific field information you want to find. For example, if you entered
“Name” in the Field field, you can enter the first three letters of the name to narrow the search.

In the Match field, select the part of the field to search.

To find only records with identical upper and lower case characters, mark Match case.
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7. When you have entered your search criteria, click Find First or Find Next. The program selects the first or
next record matching your criteria.

#: The Financial Edge [Sample Data) MRS
File Edit “iew [Go Favontes Tools Help
* Back & Eoryvanc J Community Services Inc, ™ = General Ledger ™
Shartcuts E
=w Export
‘F"'r Horme: Mew Open Delete Expart Find... ‘
Tope: [ <t Types> | Fomat [ cal Fomats =l
MName | Drescription | Expart type | File farmat Date last run Last run by
account budget export Account Microsoft dccess 2.4 Data.. 11/18/2002 Supervisor
account export Account Comma-Separated Yalues  11/19/2002 Supervisor
Endlng Balance Export Find Access 2. Data.. 11/21/2002 Supervisor
P s 11/ 02 Supe
Test expart I |Nama j Ir Separated Values 10/22/2002 Supervisor
Find what, [Project
Match IAny partof field ¥ ™ Match case
FlndFu§t Eind Mext | Close |
ard n
Maonthly Reports ﬂ—l —’I
wWeb Links I Only shaw my exports
‘Welcome to General Ledger |

8. Once you locate the export, select it and click Open. The selected export record appears.

E, Project Contacts =] E3 I

File Edit Wiew Favortes Tools Help

ESaveandEl033v| = 'X| F] @.|

Filkers I Include I
<Al Projects =

<Al Project Attributes=

Selected Filters

Projects
Project Attributes

< Back | Hest = | Eancell

E xpart Noﬂl

4

9. On the export record, you can view information or make changes.
10. To save the export record and return to the Export page, click Save and Close.
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Parts of an Export Record

You create an export by setting parameters in the export record. The export record consists of two tabs, the
Filters and Output tabs, where you identify specific output fields and criteria, and select which records to export.

Filters Tab

Note: If you want to include all records in the export, you do not need to use the Filters tab. For new exports,
all records are included by default.

On the Filters tab, you select criteria that determines which records to include in an export. For example, to
create an account export that includes only expense accounts, on the Filters tab, choose Selected in the Include
column for Categories. The Selected Categories screen appears on which you select the Expense category. By
selecting the Expense category, all other account categories are “filtered out”, and only expense accounts are
included in the export. For more information about filtering criteria, see the Program Basics chapter of the
Program Basics Guide.

E. New Account Export [_ (O] =]
File Edit “iew Favortes Toolz Help
[ Save and Close -| [ X|E@|||§' ? - ‘

1: Filters |2: Dutputl

@8 0pen 7 Clear &ll Filkers
Filters I Include Selected Filkers
Accounts all <Al Accounts
Funds Al <Al Funds =
Account Attributes all <Al Account Attributes =
Departmentis) all <Al Department{si=
Categories all <Al Categories =

< Baclt | Ment » | I:ancell EHDD[lNDﬂl

| | Y

Output Tab

On the Output tab, you select fields from a tree view that correspond with data you want to include in the export.
The Output tab consists of the Available Fields box and the Output box. You can resize the two boxes, and you
can drag and drop fields back and forth between the two boxes.

Glossary: A criteria group in Export is a set of related fields from the same record type. For more information
about criteria groups, see “Using Criteria Groups” on page 15.
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The Available Fields box contains a tree view of all criteria groups available for the export type you selected. You
can narrow the fields listed in the Available Fields box by selecting a specific criteria group in the field located

above the box, which defaults to <All>.

Each criteria group contains related fields you can add to the export. To view the related fields, click the plus sign
next to the criteria group. For example, in an account export, Notes is one available criteria group. Click the plus
sign next to Notes and several related fields appear, including Author, Date Added, and Last Changed By.

Tip: When adding fields to the Output box, the quickest methods are to double-click fields or to drag and drop

fields from one box to the other.

To add a field to the Output box, select a field from the tree view in the Available fields box, and click Select. Two
quicker methods are to double-click fields or to drag and drop fields from one box to the other. When you select
certain fields to export, field-specific output criteria screens appear where you can define additional
characteristics records must meet to be included in the export. For more information about output criteria

screens, see “Output Criteria Screens” on page 20.

£. New Account Export
File Edit View Favortes Tools Help

E]Saveandclosev|n x||} @|||§'| ? '|

(=] x|

1: Filters 2 Output |
Awailable Fields: Output:
|<AII> j Hew Account Export
-y Notes
?F;r?sir:tinns — El Added By
: il Date Added

“ @ DateLast Changed

Author

i
f
0 Date
B Datesdded
0 DateLast Changed
[ Description
@ Import 1D
@ Last Changed By
B Motes
[ System Record ID
B Tile
B Type
B vBA UserField
D
o

2l efault Transaction Attibubes
[ efault Transaction Codes
T T P P
4] | v

LR

Remove  Critzria...

[ Create control report & Freviers € it

< Back | TlEwt | Eancall

Export Nnﬂl

Output Tab Buttons

Note: Creating an export using the Blackbaud Conditional Word Merge or Blackbaud Simple Word Merge
export format adds extra buttons to the toolbar for these functions. For more information about conditional
and simple merges, see “Using the Word Merge Process in Export” on page 31.

There are several buttons on the Output tab you can use to select information for an export. Use the up and
down arrows to search for items in the Output box. Use the Next and Back buttons to move back and forward

between the Output tab and Filters tab.

Find. Use the Find button to search for values in the tree view in the Available Fields box.

Select. Use the Select button to select fields to export. If you select a field that is a one-to-many group or
summary, a field-specific output criteria screen appears. If you select a one-to-one field, the field is moved to
the Output box. For more information about output fields, see “Understanding Export Output Fields” on

page 15.
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Note: When editing an export file associated with a Custom Report, the Remove button is disabled. You cannot
delete any fields in an export used in a Custom Report.

Remove. Use the Remove button to remove selected fields from an export.

Criteria. Use the Criteria button to view criteria for a selected field. This button is enabled only when you select
a one-to-many group or a summary field in the Output box.

Cancel. Use the Cancel button to exit the Output tab or the Filters tab. The program returns to the Export page
without saving changes.

Export Now. Use the Export Now button to process an export.
Export Types

Tip: You can set a default export type in Options.

The first step in the export process is to select a record type to export. Each export can include only one export
type, and the fields included in the export are only those related to that record type. For example, if you select to
create a General Ledger Account export, only fields found on account records are available to export. You select
the export type on the Create a New Export screen.

Create a Mew Export I

=

Froject
Tranzachon
Recuring B atch

Expart farmat: I Microzaft 'waord Merge File j

¥ Include Header

Create Mow I Cancel

You can create these export types in The Financial Edge:
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Financial Edge Export Types

General Ledger

Accounts Receivable
Account

( . _ Client
Project (With Projects and Grants Charge
mstalled? Credit
Transaction i
‘ Deposit
Recurring Batch Invoi
nvoice
Grants
Payment

Product and Billing Item

Accounts Payable . .
Recurring Invoice

Vendor

i Refund
Invoice ror
Purchase Order (With Purchase Orders Te u y
installed) ransaction
Credit Memo _
Recei Cash Receipts

eceipt .
Deposit
Payment
Payment
Product

Recurring Invoice Student Billing

Bank Advance Deposit
Bank Adjustment (With Cash Management Billing Schedule

installed Charge

Credit

Deposit

Financial Aid

Individual

Organization

Payment

Product and Billing Item
Refund

Student

Transaction

Fixed Assets
Asset

Transaction

Export Formats

Note: An export format determines the way exported data appears and the software application with which it
is used. Export formats include Microsoft Excel, Microsoft Access, and Lotus 1-2-3.

You must also select a format for data exported from your database. The export format determines how data
appears in the data file and the application with which it is used. Export formats are especially important for
exported information you plan to update in another application and then import back into The Financial Edge. In
Options, you can assign a default export format to use when creating new exports.



EXPORT 9

If you select to use the Blackbaud Simple Word Merge or Blackbaud Conditional Word Merge export format, you
can use a wizard to merge information from an export file with a Word document template. For more
information about creating merges, see “Using the Word Merge Process in Export” on page 31.

If you plan to use the export file in Custom Reports to create a custom Crystal report, use one of these *.MDB
formats: Blackbaud Report Writer Database, Microsoft Access 2.x Database, Microsoft Access 95 Database,
Microsoft Access 97 Database, or Microsoft Access 2000 Database. For more information about using Custom
Reports, see the Reports Guide for that program.

You select the export format on the Create a New Export screen or on the Export Options screen. For more
information about the Export Options screen, see “Export Styles” on page 10.

Tip: You can set a default export format in Options.

The export formats available in Export include:

¢ Blackbaud Conditional Word Merge e Internet Document (HTML)

¢ Blackbaud Report Writer Database e Lotus 1-2-3 (WK1)

(MDB)

¢ Blackbaud Simple Word Merge ¢ Lotus 1-2-3 (WK3)

¢ Blackbaud XML Export (XML) ¢ Microsoft Access 2.x Database

¢ Character Separated Values ¢ Microsoft Access 95 Database

e Comma-Separated Values ¢ Microsoft Access 97 Database

e dBase lll ¢ Microsoft ADO Recordset 2.1
(ADO)

o Excel 3.0 (XLS) ¢ Microsoft ADO XML Recordset 2.1
(XML)

e Excel 4.0 (XLS) ¢ Microsoft Word Merge File

e Excel 5-7 (XLS) ¢ Rich Text Format Microsoft/Word
Table (RTF)

e Excel 97-2000 (XLS) o Text

¢ FoxPro Database ¢ WordPerfect Merge File

Additional Fields and Options For Export Formats

Additional fields and options appear on the Create a New Export screen depending on the export format you
select.

Include Header. If you select Character Separated Values or Microsoft Word Merge File as the export format,
the Include Header checkbox appears. Mark this option to include the output field names as column headers.
We recommend using column headers for exports of records you intend to update in another application and
then import back into The Financial Edge.

Separator. If you select Character Separated Values as the export format, the Separator and Qualifier fields
appear. In the Separator field, select the character value, such as a comma, you want to use to separate field
data in the export. For example, this is a row of project data from a character separated data file, using
commas as the separators:

Supervisor,01/08/2002,Rogers Endowment,1008,Endowment



10 CHAPTER

Qualifier. In the Qualifier field, specify the character to use, such as a quotation mark, to distinguish punctuation
from character separators. For example, you have a comma that separates the city and state in an address
field. Without a qualifier, the program may think the comma indicates a new field. By placing a text qualifier at
the beginning and end of your field, the program knows all text contained between the text qualifier is part of
the same field. In this example, the text qualifier is quotation marks:

"Party Rent-All","Active","643 Main St.<cr>Mt. Pleasant, SC 29464"

Export one-to-many records. If you select Microsoft Access 2.x Database, Microsoft Access 95 Database, or
Microsoft Access 97 Database as the export format, the Export one-to-many records checkbox appears. To
use a relational style, mark the checkbox. To use a flat style, leave the checkbox unmarked. The following
section discusses relational and flat styles in greater detail.

Export Styles

Glossary: Export style describes how data in the data file is presented. In The Financial Edge, there are two
export styles you can use, flat style and relational style.

Export style is a term used to describe how extracted data is presented in the data file. In The Financial Edge,
there are two export styles you can use, flat style and relational style. Most export formats present only the flat
style view of data, but the Blackbaud Report Writer and Blackbaud XML Export formats use only the relational
style. Furthermore, for the Microsoft Access 2.x Database, Access 95 Database, and Access 97 Database export
formats, you can use the relational or flat style. For more information about export formats, see “Export
Formats” on page 8.

On the Export Options screen, you can change the export format and style independently of each other, for a new
or previously saved export record. You can also change the export name and description, and the VBA macro
used. To access the Export Options screen, select Tools, Export options from the menu bar of the export record
screen. For more information about using VBA macros in Export, see the VBA help file. To access the VBA help file,
from the menu bar, select Help, FE:VBA Help.

Export Options I
Export name: I
Deszcription;
YE& Macro: I =]
Export type: I.&ccount VI
E=port format: I@ Microgoft Access 2% Database j

v Export one-to-many records in separate tables

W Other users may n this export

W Other users may modify this expart

Ok, I Cancel |

Flat Style Exports

Glossary: In a flat style view of data, the export displays information in grid format where each row contains a
different record and each column displays a field within that record.

Most export formats support a flat style view of data. In this style, the export displays information in grid format
where each row contains a different record and each column displays a field within that record. For example, in
an account export, each row displays all the field information extracted for the account.
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Flat style exports are used most often for creating simple Crystal reports. For more information about creating a
flat style export, see “Creating an Export” on page 21.

There are two tools you can use to help you visualize the final output of a flattened export data file. First, select
View, Export field names from the menu bar to view the column header name assigned by the program to each
field selected for exporting. When you select this view option, the field names in the Output box change and

become their column header name.

E. account export

E] Save and Close -

File Edit ¥Yiew Favortes Tools

H x| &@&

Help

IS[=l E3

Available Fields:

[ <>

=

----- [ AddedBy

----- [ Adjustment Date

----- 0 Adustment Reason
----- B Amount

----- 0 DatsAdded

----- [ Date Last Changed
----- 0 Fiscalvear

..... i

----- 0 Last Changed By
----- }  Motes

----- 0 ScenaralD

----- [ Spstem Record D
----- [ WEA User Field

i1 Find..
[ Create control report. &8 Freview € Erint

e

-

COutput;
account export

Y

Azcount

----- [ AcctGlacct Account_number
----- [ AcctGlAcct Description

----- [ AcctGlacct Cashilow

----- [ AcctGlAcct Working_capital
----- [ AcctGlacct Class

----- [ AcctGlacct Impaort D
Budgets

----- [ AcctBdgt 1 _Amount

----- [ AcctBdgt 1_Datetdded

----- [ AcctBdgt 1_Fiscal Year

----- [ AcctBdgt 1 Import ID

< Bask | Mewut » | Eancell

Export Nﬂﬂl

i
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Once you have identified the header names, you can view a sample of your data file by selecting File, Preview
Export File from the menu bar. The Preview Export File Layout screen appears displaying a grid view of the first
fifteen rows of the export. Data is arranged in rows and columns as it will appear in the actual export. The column
headers you viewed in the Output box are the column headers used in the grid. A field at the bottom of the

screen displays the number of columns that will appear in your export.

K iew Export File Layout _ O]
AcctGlLAcct_Account_number I AnctGLAoct Description I AoctGELACCE Cashiflaw I AnctGLAsct e
07-1000-00 Operating Cash doccount Cazh and Cash Eguivalents Current Aszets
07-1080-00 Petty Cazh Cazh and Cagh Eguivalents Current Aezets
01-1310-00 Securities Cazh and Cash E quivalents Current Azsets
07-1300-00 Grantz Receivable Cazh Flows from Operatin... Current Szsets
07-1400-00 Allowance for Doubtiul e, Cazh Flows from Operatin... Curent Aezets
01-1450-00 Interest Receivable Cazh Floves from Operating.. Current Agzets
07-1500-00 Advances Cazh Flows from Operatin... Current Sssets
07-1560-00 Fledges: Recervable Cazh Floves from Operatin... Current Azzets
01-1800-00 Land & Improvements Cazh Flovs from Investing.. | Noncurment dazets,
01-1850-00 Equiprient & Furniture Cazh Flows fram Investin.. | Naoncurent Azsets,
01-1870-00 Accumulated Depreciation Cazh Flows from Operatin... Noncurment deeets,
07-1980-00 Long-Term Investments Cazh Floves from Operatin... Moncurment dazzets,
01 -2000-00 Ancaunts Payable Cazh Flovs from Operating.. Current Liahilities
01-2150-00 Federal withhaolding Payable  Cazh Flows from Qperatin... Current Liabilities
01-2170-00 FICA Paypable Cazh Floves from Operatin... Current Liabilities
4] | i
|This export will have 10 colurnng, The first 15 records that meet the selected criteria are displayed. 5

Relational Style Exports

Note: A relational style export is an export in which the information for each selected criteria group is
displayed in a separate table. Each row in the table may or may not correspond to a separate record.
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A relational style export is an export in which the information for each selected criteria group is displayed in a
separate table. Each row in the table may or may not correspond to a separate record. For example, if you export
the account and budget information shown below in relational style, each of the two groups appears in its own
separate table rather than all in one grid as it would in a flat style export.

E. account export [_ (O] =]
File Edit “iew Favortes Toolz Help

[ Save and Close -| [ 'X|E&| ? - ‘
1: Filters b

Available Fields: COutput;
|<AII> j account export
_____ 0 Added By — EI Account
. I B Account number
----- 0 Adustment Date L
. I B Description
----- B Adustment Reason
R 0 Cashflow
----- 0 Amount i e[ working capital
----- 0 Date Added D e
----- B Date Last Changed
----- 0 Fiscalvear -0 Import D
----- 8 Import (D =By Budgets
----- 0 LastChanged B -8 Amount
LA | - 0 DateAdded
----- 0 Motes .
T || I 0 Fiscalvear
----- 0 ScenariolD 0 Impot D
----- 0 SpstemRecord ID P
----- 0 WBA UserField | =
[ Create control repart & Freview © Frint

< Baclt | Ment » | I:ancell

| | Y

Note: Unlike flat style exports, relational style exports can include an unlimited number of records. Therefore,
specifying the number of records to export on an output criteria screen is optional.

A relational style export of these criteria groups creates three tables: a key table to define how records are linked,
a table with account information, and a table for the budget information.

The pictures below show each of the tables as they appear when created in a Microsoft Access Database format.
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Table 1: The Key Table — defines how records are linked

B Acct : Table

I [l B3
Acct IDKEY |AcctGLAcct LI| AcctBdgt 1 LINK

[na R Ay R R TR - |

4]

10
1
12
13
14
15
16

L e I R R R

]

10
11
12
13
14
15
16

Record: H| i || 1k |H |H&| of 270

L e n R e L

Table 2: Budget Information

B AcctBdgt_1 : Table
AcctBdgt_1_ID|AcctBdgt 1 _Ar|AcctBdgt 1 _De

AcctBdgt 1 _Fif

AcctBdgt_1_lm| AcctBdgt 1_LINK

[_ [0 x]

Recard: M

1 160000
215225
39500
412225
512725
£ 500
7 17500
& 1500
9/780
10 2500
11 7625
12 7650
13 500
14 3125
15 1980
16 2520
17 480
13 1045
19 2100
20 400
21 6100

22 336775
1

.3

0141452002 2001
01142002 2001
0141452002 2001
014142002 2001
0141452002 2001
014142002 2001
011452002 2001
014142002 2001
014142002 2001
01142002 2001
011472002 2001
0141452002 2001
01142002 2001
0141452002 2001
014142002 2001
0141452002 2001
014142002 2001
011452002 2001
014142002 2001
014142002 2001
01142002 2001
01/14/2002 2001

M k¥ of 63

WIGLASATTT
WIGLASATTT
WIELASATTT
WIGLASATTT
WIELASATTT
WGELASATTT
WELASATTT
WIELASATTT
WELASATTT
WGLASATTT
WGLASAT1111
WIGLASATTT
WIGLASATTT
WIELASATTT
WIGLASATTT
WIELASATTT
WGELASATTT
WELASATTT
WIELASATTT
WELASATTT
WGLASATTT
WGLASAT1111

35
37
41
43
45
47
49
a1
53
55
57
59
61
63
g5
67
g4
71
7a
7
g1
95
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Table 3: Account Information

B AcctGLAcct : Table

AcctGLAcct_ID| AcctGLAcct_Ad AcctGLAcct Di| AcctGLAcct_Cj

3 f 01-1000-00
2 01-1050-00
3 01-1910-00
4/01-1300-00
& 01-1400-00
£ 01-1450-00
7 01-1500-00
8 01-1550-00
9 01-1800-00

10 01-1850-00

11 01-1870400

12 01-1950-00

13 01-2000-00

14 01-2150-00

15 01-2170400

16 01-2450-00

17 01-2975-00

18 01-3000-00

19 01-2400-00

20 01-4100-00

21 01-4150-00

22 01-5810-00

Operating Cash Cash and Cash Current Assets
Petty Cash Cash and Cash Current Assets
Securities Cash and Cash Current Assets
Grants Receival Cash Flows fror Current Assets
Allowance for D Cash Flows fror Current Assets
Interest Receiva Cash Flows fror Current Assets
Advances Cash Flows fror Current Assets
Pledges Receiv: Cash Flows fror Current Assets
Land & Improvel Cash Flows fror Noncurrent Ass
Equipment & Fu Cash Flows fror MNoncurrent Ass
Accumulated D Cash Flows fror Noncurrent Ass
Long-Term Inves Cash Flows fror Noncurrent Ass
Accounts Payal Cash Flows fror Current Liabilitie
Federal Withhol Cash Flows frar Current Liabilitie
FICA Payable  Cash Flows fror Current Liabilitie
Accrued Interes Cash Flows frar Current Liabilitie
Due to Other Fu Cash Flows fror Current Liabilitie
MNet Assets Cash Flows fror Moncurrent Ass
Grants Payable Cash Flows fror Current Liabilitie
Grant Revenue-|

Caontributions-Di

Professional Fe

Unrestricted Me WGELASAT1111
Unrestricted MNe WGELASATI111
Unrestricted Me WGELASAT1111
Unrestricted MNe WGELASATI111
Unrestricted Me WGELASAT1111
Unrestricted MNe WGELASATI111
Unrestricted Me WGELASAT1111
Unrestricted MNe WGELASATI111
Unrestricted Me WGELASAT1111
Unrestricted MNe WGELASATI111
Unrestricted Me WGLASAT1111
Unrestricted MNe WGELASATI111
Unrestricted Me WGLASAT1111
Unrestricted MNe WGELASATI111
Unrestricted Me WGLASAT1111
Unrestricted MNe WGELASATI111
Unrestricted Me WGLASAT1111
Unrestricted MNe WGELASATI111
Unrestricted Me WGLASAT1111
Unrestricted MNe WGELASATI111
Unrestricted Me WGLASAT1111
Unrestricted Me WGELASATI111 =

Record: 14 4[] T » e [r#| of 270 4| | »

You can use the relational style for these export formats: Blackbaud Report Writer, Blackbaud XML Export
formats, Microsoft Access 2.x Database, Access 95 Database, and Access 97 Database.

Blackbaud Report Writer and the Blackbaud XML Export formats automatically use the relational style. To use the
relational export style for the Access export formats, mark Export one-to-many records in separate tables on the
Create a New Export screen or on the Export Options screen. To access the Export Options screen, select Tools,
Export Options from the menu bar of the export screen.

Understanding Export Output Fields

Note: Output fields are the fields you select to include in your export. These fields correspond to fields found in
The Financial Edge.

You have many options when deciding the type of information to export. Certain output fields have additional
formatting options. For example, you can set up multiple criteria groups for one-to-many and summary fields,
and specify filtering criteria for the entire group. If you export batch information, you can create a criteria group
for total batch amount that is filtered to include only transactions in the current month. You can then create a
second total batch amount criteria group filtered to include only transactions in the previous month.

Using Criteria Groups

Note: A criteria group in Export is a set of related fields from the same record type.

Criteria groups in Export are groups of related fields from the same record type. For example, the Account criteria
group contains only fields found in an account record.

The Output tab of an export record displays all the criteria groups in the Available Fields box. There are three
types of criteria groups: one-to-one groups, one-to-many groups, and summary groups. The terms one-to-one,
one-to-many, and summary illustrate the relationships between fields within criteria groups.
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One-to-One Criteria Groups

Note: A one-to-one criteria group is composed of fields for which only one value exists in your database.

A one-to-one criteria group is composed of fields for which only one value exists in your database. For example, in
an account export, the Account group contains fields such as Account number, Description, and Class. This group

qualifies as a one-to-one criteria group because each of these fields can have only one assigned value on an
account record.

You can identify one-to-one criteria groups in two ways. First, in the Available Fields box, each one-to-one
criteria group is designated by an icon depicting a single table. Second, when you select an output field from a
one-to-one criteria group, the Criteria button is disabled and you cannot assign any additional criteria to the
group.

1: Filters
Available Fields:

B

I

- [E Account

-E Atributes

-y Motes

Default Tranzaction Attributes
- Default Tranzaction Codes
-F®y Budgets

- B8 Budget surmmary

One-to-Many Criteria Groups

Note: A one-to-many criteria group is composed of fields for which several values exist in your database.
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A one-to-many criteria group is composed of fields for which several values exist in your database. For example,
in an account export, Budgets is a one-to-many criteria group because each budget can be associated with more
than one account. You can identify one-to-many criteria groups in two ways. First, in the Available Fields box,
each one-to-many criteria group is designated by an icon depicting multiple tables.

1: Filters
Available Fields:

B

=

-E Account

- EH Attibutes

Mates

- Default Tranzaction Attibutes
- Default Tranzaction Codes
B Budgsts

~EE Summary

- B Budget summary

+ [

BEEEE

Second, when you select an output field from a one-to-many criteria group, an output criteria screen appears

with additional filtering options specific to that criteria group. For more information about criteria options, see
“Output Criteria Screens” on page 20.

Summary Criteria Groups

Note: A summary criteria group is composed of fields of calculated data rather than field information that is
available directly from the database.

A summary criteria group is composed of fields of calculated data rather than field information that is available
directly from the database. For example, in an account export, there are two summary criteria groups: Summary

and Budget summary. The Summary criteria group contains fields for beginning balances, ending balances, and
net assets calculations.

1: Filters |
Available Fields:

f <> ]

[ Account

Attributes

Mates

Drefault Tranzaction Attributes
Default Tranzaction Codes
-2y Budgets

Summary

Budget surmmary

¥

] [ - - -




18 CHAPTER

Like one-to-one criteria groups, in the Available Fields box, each summary criteria group is designated by an icon
depicting a single table. However, unlike one-to-one criteria groups, when you select an output field from a
summary criteria group, an output criteria screen appears with additional filtering options specific to that criteria
group. For more information about output criteria screens, see “Output Criteria Screens” on page 20.

Using Multiple Criteria Groups of the Same Type

In Export, you can define multiple criteria groups for one-to-many and summary fields. This means that you can
define multiple instances of the same group type, each with its own unique filtering criteria. This feature is useful
for comparing similar items. For example, you can create an account export that compares this year and last
year’s ending balances for the previous fiscal period.

» Creating multiple criteria groups of the same type

1. After selecting Account group information for the export, in the Available Fields to Export box, select the
Ending Balance field in the Summary group. The Ending Balance output criteria screen appears on the
General tab. For more information about output criteria screens, see “Output Criteria Screens” on
page 20.

Ending Balance E I
2 Filters |

Include these dates

Date: [ <Spexific fiscal period> x| 1143002002
Fizcal year: IThis fiszal year j Period: IThis fizcal period 'I
Include accounts with -
Type: |Bath =]
Clags: I,.'_-._|| j
[].4 | Cancel |

2. Inthe Fiscal year field, select “This fiscal year”.
3. Inthe Period field, select “Last fiscal period”.
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4. Click OK. The Ending Balance group now appears in the Output box.

File Edit “iew Favoites Toolz Help

E. New Account Export M=] &3 I

Default Transaction Attributes
Default Transaction Codes
Sumnmary

&~ E Beginring Balance
Ending Balance

~[  Ending Balance
Debits

Credits

Met Achivity

-
« | v

i1 |Fifd...

[ Create control report % Freview ©

Bt

...... B Ending Balance

ESaveandClosev|u X|E@||I§' ?'| ‘
1: Filters g
Awvailable Fields: Cutput:
|<A"> j Mew Account Export
"~ 0 VBA User Field |78 peco
. i ¢ el Account number
[ ‘working capital :
. - E] Summary
Altributes =-E Ending Balance
Motes 2

< Back | Hest = | Eancell

E xpart Noﬂl

| v

5. For the second criteria group, in the Available fields box, select the Ending Balance field again. A screen
appears to notify you that this field already appears in a group and asks if you want to add a new group.

Click Yes. The Ending Balance output criteria screen appears on the General tab.

In the Fiscal year field, select “Last fiscal year”.

In the Period field, select “Last fiscal period”.

Ending Balance

2: Filters I

Include theze dates

Date: |<Specific fizcal period:

x| 10s31 42001

Fizcal year: I Laszt fizcal year

j Period:

ILa&t fizcal period 'l

Include accounts with -

[ |Bath

Class: |A||

Lel Lo

)4 | Cancel
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9. Click OK. The second Ending Balance group now appears in the Output box.

E. New Account Export M=] &3 I
Toolz Help

File Edit “iew Favorites

ESaveandClosevlu X|E|§|||g‘ ?vl
1: Filters b
Awvailable Fields: Cutput:
|<AII> j Mew Account Export
o el working capital 2| EI Acoount
’ ¢ el Account number
Attributes :
Mot E|--- Summary
oies =& Ending Balance

Default Transaction Attributes 0 Ending Balance

? gz::;:r;lansactlon Codes 5 Ending Balancs 2
Beginning Balance +@ Ending Balance
Ending B alance

i1 |Fifd... -t Remove  Crizria,..
™ Create control report % Preview € Fiint
< Back | Hest = | Cancel | EHDDrlNDﬂl
| /

10. Continue to add more fields, or click Export Now to run the export.

Output Criteria Screens

Note: You can also use the Criteria button in the Output box to access an output criteria screen for any
one-to-many or summary criteria group.
In an export record, when you select to export fields from one-to-many or summary criteria groups, an output
criteria screen appears. On this screen, you can define additional characteristics records must meet to be

included in the export.
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The type of criteria screen that appears depends on the field you select. For example, in an account export, if you
select a field in the Transactions criteria group, the Transactions criteria screen appears. On the General tab, you
can select the number of transactions to export for each account, define a date range of transactions to include,
and select the type of transactions to include. On the Filters tab, you can filter by several types of transaction
filters. Selections made on the Filters tab apply to only the items in the criteria group, not the entire export. Not
all output criteria screens have a Filters tab.

Tranzachtions I

2 Filters |

For each Account, enter the number of Transactions to export: |1

Include these dates

Date: { <5 pecitic fiscal periods> (= | 30122004 to 03731 /2004

Start fizcal pear: IThis fiscal pear j Start periad: ILa$t fiscal period 'I
End fiscal year: | This fiscal year =| End period: ILastfiscalperiod vl

Ineiude: IHeguIar and encumbrance transactions 'I

Ok, | Cancel |

Multiple criteria screens appear when you select certain export fields. For example, in a client export, if you select
a field in the Phones criteria group (found in the Address criteria group), two criteria screens appear — one for
specifying how to export addresses and one for specifying how to export contact information.

Warning: When using multiple criteria groups of the same type, to ensure that each column of exported
information contains only one type of data, it is very important to use the correct number in the number to
export field.

It is important to use the correct number in the number to export field. For example, you can create a client
export including all payers responsible for each client. To do this, select the Payer name field. On the criteria
screen, in the number to export field enter the highest number of payers a client might have, for example 4. This
export produces a list of clients and their associated payers. If a client has only one payer, only one is listed for
that client. If a client has four payers, four payers list for that client.

Creating an Export

Using Export, you can extract records from your database to use in other applications. For example, once you
export a file of records, you can edit it in Excel, and then import the file to back into The Financial Edge to update
the database. The appearance of export data files may differ depending on the export format and style you select
to use. You can use a control report to view or print information about the data included in the export. The
following procedure guides you through creating an account export in a comma-separated values format.
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» Creating an export
1. From the Export page, click New. The Create a New Export screen appears.

Create a Hew Export I

Tranzachion
Recuring Batch

Export format: I Microsoft */ord Merge File j

| [V Include Header

Create NDﬂI Cancel

Note: On the Export Options screen, you can change the export format and export style independently of each
other at any time. For more information about the Export Options screen, see “Export Styles” on page 10.

2. Select the export type and the export format. For this example, we create an account export in
comma-separated values format. For more information about export formats, see “Export Formats” on
page 8.

3. If you select “Comma-Separated Values”, “Character Separated Values”, or “Microsoft Word Merge File”
as the export format, the Include Header checkbox appears. Mark this option to add column headers for
the fields included in the export.

Note: We recommend using column headers for exports of records you intend to update in another
application and then import back into The Financial Edge.
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4. Click Create Now. The New Account Export screen appears displaying the Filters tab.

?]

E. New Account Export H=] E3 I
File Edit “iew Favoites Toolz Help

ESaveandClosevlu X||3 |3,|||g'

1: Filters |2: Dutputl

Filkers I Include I Selected Filters
Accounts all <Al Accounts:
Funds all <Al Funds>
Account Attributes All <Al Account Attribukes =
Departmentis) all <Al Departmentis)>
Categories All <Al Categories =
< Back | Hest = | Cancel |

E xpart Noﬂl

| v

5. Select criteria to determine which records to include in an export. For this example we filter by selected

account numbers.

E. New Account Export
File Edit Miew Favorites

Toolz: Help

ESaveandEIDSEvln 'X||3 @||I§'

2|

I[=] E3

1: Filters |2: Dutputl

Filkers | Include I Selected Filters |
Accounts Seleched 01-1050-00, 01-1 01-1400-00 ﬂ
Funds All <Al Funds =
Account Attributes all <Al Account Attributes =
Department(s) All <Al Department{s)=
Cakegories all

<Al Categories>
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6. Select the Output tab.

E. New Account Export M=] &3 I

File Edit “iew Favoites Toolz Help

ESaveandClosevlu X|E|§|||g‘ ?vl ‘
1: Filter
Awvailable Fields: Cutput:
|<AII> j Mew Account Export
- EF Account
Altributes
Motes

Default Transaction Attributes
Default Transaction Codes
Budgets

Summary

Budget summary

i1 |Fifd... 5 - A Famoys Otz

™ Create control report % Preview € Fiint

< Back | Hest = | Eancell EHDDrlNDﬂl

| | v

7. Inthe Available Fields box, a tree view lists all the criteria groups available for the export type you are
creating. Click the plus sign next to a criteria group to view all of the fields available for that criteria
group. For more information about criteria groups, see “Using Criteria Groups” on page 15.

For this example, we expand the Account criteria group.

. New Account Export

Account number
Activenactive
Added By
Annotation
Annatation Auta Dizplay?
Cash flow
Categony

Class
Contraaccount™?
Controlacoount?
Date Added

d Flzmowz  Crisia,.

Lo FEiats

Tip: When adding fields to the Output box, the quickest methods are to double-click fields, or to drag and drop
fields from one box to the other.
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8. To add fields from the tree view to the Output box, select the field and click Select. The field moves to the

Output box. For this example, we add the Account number field.

File Edit Wiew Favortes Tools Help

E. New Account Export =] B3 I

----- 0 AddedBy

----- [ Annotation

----- [ Annotation Auto Display?
----- [ Cash flow

----- [ Categom

----- 0 Class

----- 0 Conraaccount?

----- 0 Contolaccount?

----- [ Date Added

----- [ Date Last Changed il
1] | >

ii Find... Select Remove  Critzriz..

™ Create contral report. 5 Preview € Fint

ESaveandEl033v|n 'X||E|3.|||Q‘ ?v| ‘
1: Filkers :: |
Awvailable Fields: Output;
|<AII> j Mew Account Export
ER=T — (= Account
, Ll Account number
----- A 2. count rumber
----- 0 Activenactive

< Back | Hest = | Eancell

E xpart Noﬂl

v

Note: We recommend including import IDs in exports of records you intend to update in another application

and then import back into The Financial Edge.

You must have the appropriate security rights to output credit card, bank account, and Social Security
numbers. If you have rights, when you add these fields to the export file, a screen appears where you can
select whether the numbers should be masked or unmasked in the export file. If you do not have rights,
these numbers are always masked in the export file. For more information, see the Security chapter of

the Administration Guide for The Financial Edge.
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9. Continue until you have added all the fields you need for that criteria group.

E. New Account Export M=] &3 I

File Edit “iew Favoites Toolz Help

ESaveandClosev|u X|E@||I§' ?'| ‘
1: Filters |
Awvailable Fields: Output:
|<A"> j Hew Account Export
— =B Account

&?gi'Tgon [ A Account number

Last Changed By g::;rflrot:ﬁn

System Record 1D Warking capital

WBA User Field Class

Woorking capital Import 1D

Budget Manager

[-Fgy Motes

- Default Transaction Attributes
- B Defaulk Transaction Codes
[-Fy Budgets

[

Ty Remove  Critzria..

™ Create control report % Preview € Fiint

< Back | Hest = | Eancell EHDDrlNDﬂl

| | v

Tip: In Options, you can set default values to export for yes/no fields.

10. Expand the next criteria group with fields you want to export. For this account export, we expand the
Budgets criteria group.

E. Mew Account Export Hi=l
Elle Edit View Favortes Tools Help
ESaveandClosevlu )(||3@|||g' ? - ‘
1: Filkers i
Available Fields: Output:
|<.6«II> j MNew Account Export
[+ E Default Tranzaction Codes ;I =B Account
Account number
ER- Description
----- | Added By
. Cazh flow
----- [ Adustment Date ‘working canital
----- [ adustment Feazon g cap
Class
----- 0 Amount oot 1D
----- B DateAdded P
----- [ Date Last Changed
----- B Fiscal vear
----- B ImportID
----- [ Last Changed By
----- l  Motes
----- | Scenaro D il
< | »
i-i |Find... y
" Create control repart € Freview € Bint
< Back | Mext » | Cancel | Export Noﬂl
| | Y
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11. Select a field from the criteria group to add to the Output box. For this example, we select the Amount

field. The Budgets output criteria screen appears.

Budgets
Far each Account, enter the number of Budgets to export:

Include budgets for -

Scenario [D: IUU j b ain Dperating Budgst

Fizcal year: |<.-’-‘«|| Yearss j

Order Budgets by

Order by |<n0 specific order: j &) Sscending €0 Descending

] | Cancel |

Note: A one-to-many criteria group is composed of fields for which several values exist in your database. For
more information about one-to-many criteria groups, see “One-to-Many Criteria Groups” on page 16.

Because Budgets is a one-to-many criteria group, when you select a field from the group, an output
criteria screen appears. On output criteria screens, you define additional characteristics records must
meet to be included in the export and determine the number of items to export per record type. Criteria
set on the Budgets output criteria screen applies to all fields added to Budgets criteria group. For more
information about output criteria screens, see “Output Criteria Screens” on page 20.

12. Enter a number in the For each Account, enter the number of budgets to export field.

Note: When using multiple criteria groups of the same type, to ensure that each column of exported
information contains only one type of data, it is very important to use the correct number in the number to
export field. For more information, see “Using Multiple Criteria Groups of the Same Type” on page 18.

For this example, we enter “1”. For more information about using the number to export field, see

“Output Criteria Screens” on page 20.
13. Select a budget scenario in the Scenario ID field.
14. Select a year in the Fiscal year field.
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15. Select an item to sort by in the Order by field, and mark Ascending or Descending for the sort order.

Budgets I
For each Account, enter the number of Budgets to export: |1_

Include budgets for -

Scenario [D: IDD j tdain Operating Budget

Fizzal pear. ILa&t fizcal pear j

Order Budgets by

Order by IDate Added j (Ol " Descending

Ok, | Cancel |

16. Click OK and you return to the Output tab. The Amount field appears in the Output box.
17. Continue adding fields until you have added all the fields you need for the Budgets criteria group.

E. Mew Account Export

5] ]

File Edt “iew Favortes Took Help

ESaveandE\use'|u X‘E @.||Q| w '|

1: Fiers 72 gt

Available Figlds: Output:
|<AI\> j Mew Account Export

- [ Defaclt Trarsaction Atrbutesa E'“___E“iu"l -
Default Transaction Codes 1 CZ;:“:I';V\"WW e
E-Ey Budgets oo
D paety [ Description
< Adiustment Date 1 m onTD
0 Adustmert Reason port .
0 Amount 0 Working capital
0 Date Added R Eudgets
[l Date Last Changed 0 g:t?::ﬂdad
[l Fiscal Year
[ Import 1D [ Fiscal vear
[ Lest Changed By 0 import D
[ Motes 0 Secenaio D
i
[ System Recod ID
0 VB User Field
=

'+ Find

e Lritzria..

[ Create control report 45 Frevies € Bt

< Beel I Nest > I Eancall Expart Mo
|

18. To print or preview a control report listing the selected criteria groups, output fields, and field header

names for the export, mark Create Control Report and select Print or Preview. The control report prints
or previews after the export processes.
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19. To preview a sample of your data file, select File, Preview Export File from the menu bar. The Preview
Export File Layout screen appears displaying a grid view of the export.

i Preview Export File Layout [_ O]

Print

AcctGLACe_Account_number I AcctGLicct Cazhflow I AcctGLacet_Clazs I AcctGLA

07-1000-00 Cazh and Cash Equivalents Urrestricted Met Azsets Operating I:
01-1040-00 Cazh Floves from Operatin... Urrestricted Met fesets Student Billi
07-1133-00 Cazh Flows from Operatin... Unrestricted Met Azsets Accounts B

20. Click Close to exit the preview screen. You return to the Output tab.

Tip: In Options, on the File Locations tab, you can define default file locations for export files.

21. Click Export Now to run the export. The Export file name screen appears.

Export file name EHE I
Save i Ia Files =] « &5 B3~

EI My Pictures
[:I ppt
CIRESTORED

Export files [ | SampleD ata_GLReports

FE Help P Test

ImportFiles Cluls

[*gen

MOB

misc

My eBooks

by files

File narne: I j Save I
Save az type: | Comma-5 eparated Values =] Cancel |
F

22. Browse to the location where you want to save the exported data file and enter a file name in the File
name field.

Tip: In Options, you can set the program to save export records automatically.

23. Click Save. You return to the export record and processing screens appear. When the export finishes, a
screen appears telling you the number of rows exported and the time elapsed.
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24. Click OK. If you selected to preview a control report, the control report screen appears.

25.
26.
27.
28.

L 1atl b M o= | & && | =] Toan oo 1ot 11

Community Services Inc.
Export Control Report

Oufpatdsts b cmatud: € AFike Expo of fike haconnt Budgut £ £V

Group Field Header

hegount
1. hscemt nomter
2.Cuhdlowr

53 Lhot_hooo mmi_numbar
ot Lcat_Carkdlow

+. Do cption
5. ImportTD
6 Working capital

03 Lioot_Du aziptio
53 Lhsot_Tmpo i D
M3 Lhoot_Woding_capinl

A
A

3.Clue AoctELhcet_Cluv
Ao
A
A

Bulgt(l)
7. hmount AgetBL711_01_Amonzt
& Duk Addad AGotBLF11_01_DakAdded
. Fiso al Yuar AootBd g1l _01_Fical’
10, Inport I AoetBlgrl_01_Fnperr ID
11. fomnario ID AGotBLA11_0]_fasnazi _ID

Click X to exit and return to the export record.

Click Save and Close. The Save Export As screen appears.

Enter a name and description for the export record and mark if other users can run or modify this export.
Click Save. You return to the Export page.

Running an Export from the Export Page

You can use saved export records as templates for exports you run frequently. For example, if you use an Excel
spreadsheet to track the activity of certain accounts at the end of each month, you can create an account export
with the activity of selected accounts. At the end of each month, you can run the saved account export to update
the spreadsheet with the specified account information.

To save time, you can run an export directly from the Export page without having to open the export record. This
function makes it quick and easy to update an export data file to include new data entered into the database
since the last time you ran the export.
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» Running an export from the Export page
1. From the Export page, select the export to run and click Export. The Export file name screen appears.

Export file name =T I
Save i I 5 Export files j - IC:F -

Account Budgets C5W
Contact phone. CSY

Contact phone_2 C5W

%

My Docurnents

File: name: Account Budgets. CSY j Save I
My Network F...
Save as type: I Comma-Separated Values j Cacel |

7

2. The export’s data file name appears in the File name field. You can either overwrite the existing data file
or save the updated data file as a new record.

To overwrite the existing data file with the updated data file, click Save. A message screen appears asking
if you want to replace the existing file. Click Yes.

To save the updated data file as a new record, enter a new name in the File name field and click Save.

3. A processing screen appears. Once the export finishes processing, message appears indicating the
number of rows exported and the elapsed time. Click OK and return to the Export page.

Using the Word Merge Process in Export

Warning: You must have Word 2000 or Word XP installed on your computer to create Word document merges
in The Financial Edge.

Export is integrated with Microsoft Word features so you can use information exported from your Financial Edge
database to create custom documents such as form letters, mailing labels, envelopes, and mass e-mail and fax
distributions directly from Export.

The merge process consists of merging a document template, such as a form letter, with variable information
exported from The Financial Edge. This process produces documents with the same basic format and text, yet
each individual document is customized with specific Financial Edge information. For example, you can create a
form letter to send to all accounts receivable clients notifying them of an increase in costs for services. The text of
the letter is essentially the same for all clients, but the address section is customized with the recipient’s name,
address, and account number.

You can create two types of Word merges in The Financial Edge, simple and conditional.

¢ Simple merges produce a series of documents using the same document template, customized with
information exported from The Financial Edge.

¢ Conditional merges create a series of documents using multiple text formats, customized with fields of
information exported from The Financial Edge, that differ based on specified conditions.

The procedures in this section guide you through creating simple and conditional merges in Export.
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Creating a Simple Word Merge

Use the simple merge process to merge an export file with a single document template to produce a group of
documents customized with fields of information exported from The Financial Edge. For example, in General
Ledger, you can create memos to send to project contacts. The text and format of the memos are exactly the
same, but the project balance and budget information each memo contains is specific to the project the recipient
is assigned to.

This is an overview of the process you would use to create the project memos described in the previous example:

Tip: While you can create the document template directly from Export after selecting the fields to export, we
recommend creating the document in Word first and later inserting it. This makes it easier to identify which
fields you need to export.

Step 1. In Word, create the document template for the memo, leaving placeholders where you want to later
include data.

Step 2. In Export, set up the export. Select the Contact name, Address, and Project ID fields.

Step 3. Click Edit merge file on the toolbar to access Word. Insert the document template you created in step 1
into the blank Word document.

Step 4. Insert the field names you included in the export file into the placeholders created for that information.
For example, if you left a placeholder for the project contact name, insert the Contact name field.

Step 5. Return to the export record and run the merge. A Word file containing the merged documents is saved in
the location you designate. You can preview these documents and make necessary changes before saving the
export record.

» Creating a simple merge in Export
1. Once you complete the planning of your documents, open Word.

2. Create the document template by typing the document in Word, leaving placeholders for the fields of
information to add later. For example, for this memo we create a header including this information:

Date: 11/14/2003
To: <Project Contact Name>
From: Shawn Jackson
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Subject: Project performance YTD

FE. BB1_6.doc - Merge document for Mew Project Export
JEi\e Edit “iew Insert Fomat Tools Table ‘indow Help
DEdaa@l o [ans: @2 fmestwrmn =12 -8B 2 1 |==|E
J‘:,’g Inzert Financial Edge field +  Inzert Word Field » ES&VE and retum to FE?IUMEIQE‘
[l Y i po o345 Gy
. Date: 1111442003
T <Project Contact Mame>
From: Shawn Jackson
Subject:  Project performance YTD
B
el
F
= 2
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We enclose the field name in brackets < > to designate a placeholder. These placeholders help identify
where Financial Edge information should be inserted.

3. When you finish, save the document template in a location you can easily access again.

From The Financial Edge, access General Ledger. On the navigation bar, click Export. The Export page
appears.

5. Click New. The Create a New Export screen appears.

Create a New Export I

Wwihat tupe of export do pou want to create’?

Account

Tranzaction
Recuring B atch

Ewpart farmat; ckbaud Simple Word Merge j

Create Mow I Cancel

6. Inthe What type of export do you want to create? box, select “Project”.

Tip: You can set a default export format in Options. For more information about export options, see the
Options chapter of the Program Basics Guide.

7. Inthe Export format field, select “Blackbaud Simple Word Merge”.
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8. Click Create Now. The New Project Export record screen appears displaying the Filters tab.

E. Mew Project Export H=] E3

Eille Edit View Favortes Tools Help

E]Saveandﬁlosevlu X||3|§.|||g' ?'| ‘

1: Filters |g; Dutputl

&0 0pen 7 Clear &l Filers

Filters | Include | Selected Filkers
Projects all <Al Projects=
Project Attributes all <All Project Attributes=

9. Select criteria to determine which records to include in an export. For this example we filter by a range of
selected projects. For more information about filtering, see the Program Basics Guide.

E. Mew Project Export =]

File Edt Yiew Favontez Toolz Help

[ save and Elosev| EH ¥ | ] @| | Q| ? v|@Edit ward merge file... |

1: Filters |2: Dutputl

Filters I Include I Selected Filters
Projects Selected 0011 ko 1010
Projact Attributes Al <Al Project Attributes >

10. Click Next or select the Output tab. The Output tab appears.

E. New Project Export M= B3

Elle Edit View Favortes Tools Help

[ save and Closev| = )(| ] @| | g| ? v|Edit word merge file... ‘

1: Filterz

Available Fields: Output:

|<A||> j Mew Project Export
[#- E] Project

Contacts
Attributes

Budgets
: Surnmary
[+ Project budget surmmary

i1 |Find...
[" Create control report & Freview 0 Frint

¢ Bak | Mest » | Eancell MBIQBNDﬂl
| |

11. Inthe Available Fields box, a tree view lists all the criteria groups available for projects. Click the plus sign
next to a criteria group to view all fields available for that criteria group. For more information about
criteria groups, see “Using Criteria Groups” on page 15.

| B




EXPORT 35

For this example, we expand the Contacts criteria group.

=. Mew Project Export

@b ] [f New Project Expon

N+ B Project

Address

City

Contact name:
Country
County

Full &ddress
MZ City

MZ Suburb
Qrgarnization
Position
State/Province
System Recaord (D

Tip: When adding fields to the Output box, the quickest methods are to double-click fields, or to drag and drop
fields from one box to the other.

12. To add fields from the tree view to the Output box, select a field and click Select. The field moves to the
Output box. For this example, we add the Contact name field.

13. Click OK and you return to the Output tab. The Contact Name field appears in the Output box.

. Hew Project Export

Output:

Mew Project Export
3 [=I-Fgy Contacts

[ Contact name

Address

City

Contact name:
Country

Crnet

Note: If you select a one-to-many field, enter “1” as the number to export on the output criteria screen. For
more information about one-to-many criteria groups, see “One-to-Many Criteria Groups” on page 16.

14. Expand the next criteria group with fields you want to export. For this project export, we expand the
Project criteria group.
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15. Select a field from the criteria group to add to the Output box. For this example, we select the Project ID
field. The Project ID field moves to the Output box.

[_[O] %]

E. Hew Project Export

File Edit View Favortes Tools Help

ESaveandElosev| ] X| ) &|| s
1: Filters
Awvailable Fields:

? v| E dit ward merge file... ‘

|<AII> Mew Project Export
P Cantacts
E :Er:soialtg =l Cortact name
[ Last Changed By EI'" F"UIECE_
[ it |0 | I B Project ID
[ Start date
L B - TR,

16. Expand the next criteria group with fields you want to export. Continue until you have added all the fields
necessary to export. For this project export, we expand the Summary criteria group and select the
Beginning Balance, Ending Balance, and Net Activity fields. We also expand the Project budget summary
group and add the Original project budget field.

E. Hew Project Export

File Edit View Favortes Tools

ESaveandCI033v|u X||1 @||I§'

=] B

Help

? v| E dit ward merge fils... ‘

1: Filters
Awvailable Fields:

f <l

-y Media

Budgets

=k Surnmary

| E Beginning B alance
- Beairning B alance
Ending Balance

-l Ending Balance

i Met Activity

= Project budget summmary

= Original project budagst

(8 (1riciral project budg
Adjusted budget

| Total budgets adiustment ™
4 »

i Find...

" Create control repart € Freview O Bint

Output:
Hew Project Export

= Project
-~ Project 1D
Contacts
Contact name
Summary
E| Beginning Balance
.l Beginning Balance
=@ Ending Balance
(| Ending Balance
=l Project budget summany
- B Original project budgst
(. Original project budget

< Back | Mext » | Eancell

Merge Noﬂl

| Y
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On the toolbar, click Edit merge document. Word opens automatically to a blank document to use to
create your template document.

\TE. BB1_13.doc Merge document for Mew Project Export HE S

JEi\e Edit Wiew Insert Fomat Tools Table Window Help
b=

DeRaaekzel- a0 @2
[t]

JTII’HESNEWHOMEI’V - 12 =

J 2 Irsert Financial Edge field ~  Insertword Field =[5 Save and return to FE7 to Merge ‘

Lelefn]

[Page 1 Sec 1 yr o [arr” i cot | [FEC | [ER B e

You already created the text for the document template in steps 1 through 3 — now you need to insert it
into this blank document. From the file menu, select Insert, File. The Insert File screen appears.

Browse to the location where you saved the document template. Select the Word *.doc file and click
Insert. The text for the document template appears in the new Word document.

\TE. BB1_13.doc - Merge document for New Project Export

JEi\e Edit Wiew Insert Fomat Tools Table Window Help

D2Ea gz ilo-lagm -@32

J G2 Irsert Financial Edge field ~  Insertword Field = [5 Save and return to FE7 to Merge ‘

JTII‘HESNEWHUI‘HEH = 12 =

B 7ul=s=

O N R R E T T R Ry~

"
H
H

Diate: 111442003

To: =Project Contact Mame=
From Shawn Jackson

Subject Project performance ¥YTD

Eegarding project <Project ID=, these are the latest statistics:

N e Beginning balance = <Beginning Balance>
® Ending balance = <Ending Balance>
®  Original project budget = <Original Project Budget>

Let me know if you have questions or comments. We will discuss these statistics at the nesxt
project meeting

=z
[Page 1 Sec 1 i [fea7  nis coli||rec [ BT oV TEGK




38 CHAPTER

20. Highlight the placeholder for which you want to insert the first field of information. For this example, we
highlight the <Project Contact Name> placeholder in the header so we can insert the Project contact

name field in its place.

il BB1_13.doc - Merge document for New Project Export
J File Edit “iew Insett Fomat Tools Table ‘window Help

IDEHagk 2R - &

« @) 3| TimestewRomen 12 ¥ [ B 7 U |[==

i— =
1= w
= x

J G
e

Ingert Financial Edge field = [rzei /o Field = u Save and retun to FET to Meige |

Date

i To:
- From:
Subject:

Project performance Y'TD

Fegarding project <Project ID=, these are the latest statistics:
N * Beginning balance = <Beginning Balance>

e Ending balance = <Ending Balance>

®  Original project budget = <Original Project Budget>

Let me know if you have questions or comments. We will discuss these statistics at the nest
. project meeting,

Sec 1 1f1 At 11" nz ol &

21. Once the placeholder is highlighted, click Insert Financial Edge field on the toolbar. A list of the exported

fields appears.

\TE. BB1_13.doc - Merge document for New Project Export

JEi\e Edit Wiew Insert Fomat Tools Table Window Help

[0 @g|n. @ O| 00z« @2 Tmestewronan - 12 ~ | B 2 B [[=

J ‘i Insert Financial Edge field '\h\sarl “/ord Field - [ Save: and return to FEF to Merge ‘

1 Project 3
Contacts
Summary
Project budget summary

Date 11/14/2003
. To <Froj
- From: Shawn Jackson
Subject: Project performance YTD

Regarding project <Project ID=, these are the latest statistics:

. ® EBeginning balance = <Beginning Balance>
» Ending balance = <Ending Balance>
»  Original project budget = <Criginal Project Budget=>

Let me know if you have questions or comments. We will discuss these statistics at the next
N project meeting,

Sec 1

| Page 1

[T

Inz cols | [REC|[iRE [T [ovm] | 3
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22. Select the first field you need from the list. For this example, we select the Project contact name field.

The program field name for Project contact name appears in the memo replacing the <Project Contact
Name> placeholder.

\TE. BB1_13.doc - Merge document for New Project Export

JEi\e Edit Wiew Insert Fomat Tools Table Window Help
JD =& ‘§&| E|lﬂ - %D|TUUZ - @’_’JTlmesNewHuman =12~ B £ 1 ”EE
J« »

7 Insent Financial Edge field = [rsert /ord Field - [ Save and return to FE7 to Merge ‘

[x]

Date: 117144200

e
- From AW TACHED

Subject Project performance ¥TD

Eegarding project <Project ID=, these are the latest statistics

_ ®» Beginning balance = <Beginning Balance>
s Endingbalance = <Ending Balance>
®  COriginal project budget = <Criginal Project Budget>

Let me know if you have questions or comments. We will discuss these statistics at the nest
Z project meeting

1 [t Li®  Inz cols+ ||rec [ BT BV CEGK

23. Repeat these steps to continue placing the fields in the appropriate placeholders. For this example, we
also add the Project ID, Beginning Balance, Ending Balance, and Original project budget fields.

i3l BB1_13.doc - Merge document for New Project Export M= E3
JEl\e Edit ¥iew Insert Format Tools Table Window Help
brulE

DR altalo-|leqm 32

J %2 Insent Financial Edge field ~  Insert Word Field » 5 Save and returm to FE7 to Merge ‘

JTimesNeanman .12

Date: 111142003
. Ta: «PyCotets_1_01_Contact namen
- From Shawn Jackson

Subject Project performance TTD

Regarding project «P1GLP]_Project IDw, these are the latest statistics

_ ® Beginming balance = «PP1SmryBegBal 1_Beginning Balancen
* Endingbalance = «FiFiSmryEndBal_1_Ending Balance»
®  Ornginal project budget = «PiPjBdgtSmryOrgPriBdgt 1_Criginal projon

Let me know if you have questions or comments. We will discuss these statistics at the next
project meeting

-

+

- B
" z
H] EER | »
|PagE 1 Sec 1 11 |N 3.5 Ln 14 Col 1 HEG] Mk SESTH e E

24. To return to Export to continue the merge process, click Save and return to FE7 to Merge. You return to
the New Project Export screen.
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25.

26.
27.

28.

29.
30.

To run the merge, click Merge Now. The Export file name screen appears.

Expont file name
Save jn: Iﬁ Files =] =% 3~
b (IMy Pictures
Ca Camp BB (5 ppt
|1 doc e | Records _Guide_for_Cazh_Feceipts
|1 Export files CIRESTORED
| IFE Help (5 SampleData_4
=] ImportFiles: e | SampleData_GLRAeports
1 gen [0 wewP Test
|1 MDE Caws
| misc @ assighments. doc
) My eBooks @ Export glozzary terms. doc
Ca My filez @ tember_Info_form_layout. doc
4| |
File name: I j Save I
Save a3 ype! |Blackbaud Simple Woard Merge j Cancel |
v

You can save the merged documents in the default location or browse to a folder in a different location
using the Save in field.

In the File name field, enter a name for the merged documents.

The Save as type field defaults to “Blackbaud Simple Word Merge”. Leave the data type as “Blackbaud
Simple Word Merge”. This saves the merged documents as a *.doc file you can open in Word.

Click Save and a processing screen appears. Once the export is complete, a screen appears displaying the
number of rows exported.

Click OK to return to the export record.

Before saving, you can view the merge documents and make changes to the Word document or to the
exported data.

¢ To view the merged documents, open Word and then open the saved *.doc file. (You can find the *.doc
file on the File menu list of recently saved documents.)

¢ The Word document opens to the first page of the merged document. This single Word document
contains all of the merged documents created from the export, each appearing on a separate page.
Project-specific information now appears in each place you inserted a field name.
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¢ To view the other documents created, scroll down to view the next page.

JEi\e Edit “iew Insert Fomat Tools Table ‘Window Help Aciobat il
D2Eae ak(=@|o an)m: - @"’HTimesNeanman ce-lBrulESliEEEE
mm

Diate: 11/14/2003
: To: Mr John Regers
- From Shaven Jackson
Subject Project performance YTD

Eegarding project 1008, these are the latest statistics:

_ ® EBeginning balance = 180304.53
s  Endingbalance = 18030493
e Criginal project budget=0

Let me know if you have questions or comments. We will discuss these statistics at the nest
project meeting

m

= = EEEK
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31. You can edit the document directly in Word. When finished, save and close the document, exit Word, and
return to your export record.

32. To save the export record, click Save and Close on the toolbar. The Save Export As screen appears.

33. Enter a name and description for the export. To give others rights to run or modify this export record,
mark Others can run this export and Others can modify this export.

34. Click Save. The export record is saved and appears in the list on the Export page.

Creating a Conditional Word Merge

The conditional merge process is essentially the same process as a simple merge in that both use Microsoft Word
integrated features to produce documents customized with information exported from your Financial Edge
database. However, with the conditional merge, you can create more complex merges that use multiple
document templates rather than a single document template. Furthermore, you can define conditional “If/Then”
statements that determine which document a recipient should receive.

For example, in Accounts Receivable, you need to create letters for clients with information about the upcoming
classes they are scheduled to attend — one letter for clients attending the Family Management class, one for
clients attending the Anger Management class, and one for clients attending the Alcohol and Drug Recovery class.
You can create an export file of all individual clients, and using the conditional merge process, you define
conditional statements that match each client with the letter for the class he or she is scheduled to attend.
Furthermore, each letter is customized with information specific to its recipient, such as his or her name and
address.

This is an overview of the process you would use to create the client letters described in the previous example:

Tip: While you can create the document template directly from Export after selecting the fields to export, we
recommend creating the document in Word first and later inserting it. This makes it easier to identify which
fields you need to export.

Step 1. In Word, create three unique letters, one letter for clients attending the Family Management class, one
for clients attending the Anger Management class, and one for clients attending the Alcohol and Drug
Recovery class. Leave placeholders for exported information.
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Step 2. In Export, create an export file including all individual clients. Include the client’s name, address
information, and the class he or she is scheduled to attend.

Step 3. Using the Conditional Word Merge Wizard, select the export field to use as the condition and define
conditional statements to match recipients with the appropriate letter they should receive according to the
class they are scheduled to attend. For this scenario, one conditional statement would be, “Use this
document when Description is equal to Family Management”.

Step 4. Click Edit merge document to access Word. Insert the letter created for the first condition into the blank
Word document.

Step 5. Insert the Accounts Receivable field names you selected in the export into the placeholders created for

that information. For example, if you left a placeholder for the clients’s name, insert the Client name field
here.

Step 6. Repeat steps 4 and 5 for the other two letters.

Step 7. Run the merge. A Word file containing the merged documents is saved in the location you designate. You
can preview these documents and make any necessary changes before saving the export record. For
information about editing conditional merge documents, see “Editing Conditional Word Merge Documents”
on page 54.

» Creating a conditional merge in Export
1. Once you complete the planning of your documents, open Word.

2. Create the first document template by typing the document in Word, leaving placeholders for the fields of
information you will add. For example, we create the first letter for clients scheduled to attend the Family
Management class. The letter begins with a header with the client’s address and a salutation. We leave
placeholders for the client’s name and each address field.

<Client’s name>
<Address>

<City>, <State> <Zip>
Dear <First name>,

We enclose the field name in brackets < > to designate a placeholder. These placeholders help identify
where Financial Edge information should be inserted.

i3] Document] - Microsoft Word ME
JE\Ie Edit View Insett Fomat Tools Table Window Help Acrobat

IDzEaakel--lean w - @ ’:Hﬁmaswewﬂuman 2. B O|lEE=(EEEE?
|®

E| ------- P 2o 3o 4o E oo E - - -

Mowember 12, 2003

<Client’s name>
<Address>
<=City=>, <State> <Zip>

Dear <First name=,

Tou are scheduled to attend our next session of <Family Management/Attribute>. This course
begins Thursday, Movember 20t at 7:00pm. We will meet each Thursday for three weeles at the

fj‘ Reiner Family Health Center, 113 Main Street. The final class will be December 11t
1
@
” T
=|e[E] =]« | »
| Page 1 Sec 1 41 [z In7 colze |[ReC| [RK EAT [oval |G

3. When you finish, save the document template in a location you can easily access again.
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4. Repeat steps 2 and 3 for the other conditions in this series of documents. For this example, we also create
document templates for clients attending the Anger Management class and those attending Alcohol and

Drug Recovery class.

5. Open The Financial Edge to Accounts Receivable. On the navigation bar, click Export. The Export page

appears.

6. Click New. The Create a New Export screen appears.

Create a New Export I

W'hat type of export do pou want to create?

it
Charge
Credit
Deposit

Iwoice

Payment

Product and Billing [tem
Recurring Invoice

. |Refund

Retum

Ewpart format; Blackbaud Conditional “Word Merge

5]

Create NDﬂI

Cancel

Tip: You can set a default export type and export format in Options. For more information about user options,

see the Program Basics Guide.

7. In the What type of export do you want to create? box, select “Client”.
8. In the Export format field, select “Blackbaud Conditional Word Merge”.

9. Click Create Now. The New Client Export record screen appears displaying the Filters tab.

E. Mew Client Export
Eile Edit View Fawvortes Tools

Help

g&é Conditional merge wizard. ..

I[=] E3

" Clear Al Filbers

Filters I Include I Selected Filkers
Clienks all Al Clients =
Organizations, Individuals all <Al Grganizations Individuals =
Client Attributes all <Al Client Attributes=
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10. Select criteria to determine which records to include in an export. For this example, we filter by client

record type so the export includes only individual client records. For more information about filtering
records, see the Program Basics Guide.

E. Mew Client Export 9= E3
File Edit View Favortes Tools Help

ESaveandEI033v|u X||1 @||IQ'| ?-

'{té Conditional merge wizard. . ‘

1: Filters |2: Dutputl

Filkers I Include I Selected Filkers |
Clients All <Al Clients =
Organizations, Individuals Selected ﬂ
Client Attributes &l ZAll Client Attribukes:

11. Click Next or select the Output tab. The Output tab appears.

E. Mew Client Export

5] ]
File Edt “iew Favortes Took Help

ESaveandC\use'| u X‘ E &||Q

1 Fiters 120 p"(,it'}'

Awailable Fields: Output:
|<AI\> j Mew Client Export

E Client
Altributes
Motes

Medis
Actions
Relationships
Payers
Statements

? -| 5(:(4 Conditional merge wizard,

= Statement Copies
Address

™ Create contral repart. & Frevies © Bt

< Back I T{Ent> I Cancsll

Merge Mow
|

12. Inthe Available Fields box, a tree view lists all the criteria groups available for clients. Click the plus sign

next to a criteria group to view all of the fields available for that criteria group. For more information
about criteria groups, see “Using Criteria Groups” on page 15.
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For this example, we expand the Client criteria group.

E. Mew Client Expoit

nl

Added By

Annatation

Annotation Auto Display?
Assess finance chages?
Autodisplay annatation or.
Automnatically apply credit
Auvtomatically apply paym
CFD& rumber

Clignt 1D

Client name

Client name 1D

Clignt PIN

Client type

Clignt user [0

Credit available

Credit lirnit amourt

Credit rating

Date Added

Tip: When adding fields to the Output box, the quickest methods are to double-click fields, or to drag and drop

fields from one box to the other.

13. To add fields from the tree view to the Output box, select a field and click Select. The field moves to the
Output box. For this example, we add the Client name field. The Client name field moves to the Output

box.

E

=« Mew Client Export

=] Clignt
[ AddedBy

Annotation

Annotation Auto Display

Aszess finance charges?

Autodisplay annotation o

Automatically apply credi

Automatically apply paym

CFD& number

Client ID

Client name 0
limest PIK)

14. Expand the next criteria group with fields you want to export. For this client export, we expand the

Attributes criteria group.

Note: If any of the fields you select is a one-to-many field, enter “1” as the number to export on the output
criteria screen. For more information about one-to-many criteria groups, see “One-to-Many Criteria Groups”

on page 16.
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15.

Select a field from the criteria group to add to the Output box. For this example, we expand the Adult

Education Services group and select the Description field. The Description field moves to the Output box.

File Edt “iew Favortes Tools

ESaveandE\usev| u x ‘ I} @.

Help

i e

? v| 5(;:5(4 Conditional merge wizard,

E. New Client Export [_[F]x

1: Fiters 2 Ouiput |
Available Figlds:

Ly

Output:
Mew Client Export

=

Total purged returm count

WBA User Field

= Attrbutes

Referred by

Client as of

=] Adult Education Services
il

Date
Comments
Import 1D

=, Mok

il
il
i

16.

Total purged returm amou;l

=] Client
“@ Client hame
= Altributes
1By Adult Education Services
‘@ Description

Expand the next criteria group containing fields you want to export. Continue until you have added all the

fields necessary to export. For this client export, we expand the Address criteria group and select the

Address, City, State/Province, and ZIP/Postal code fields. We also expand the Name sub-group and
select the First name field.

E. Mew Client Export

File Edt “iew Favortes Took Help

ESaveandE\usev| = X\ E @.||Q

? v| ’(i‘é Conditional merge wizard,

5] ]

1: Fiters 2 Output |
Available Figlds:

Output:
Mew Client Export

[ <>

=-BRy Statement Copies
BBy Address
- Address

Cart

City

Courtiy

Courty

Full address

NZ City

Region
State/Province
Suburb

Synchronize addiess?
System Record ID
B

=

-

-

=~ Client
“0 Client name
=] Attributes
-Gy Adult Education Services
“ @ Description
BBy Addiess
ol Addess
[
0 StatePiovince
0 2P/Postal Cods
=B Name
‘B Fitst name

17. On the toolbar, click Conditional merge wizard

screen appears.

. The Blackbaud Conditional Word Merge Wizard — Step 1
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18. Select the export field from the tree view to use as the condition for the documents. For this example, we

19.

select the Description field found in the Adult Education Services group.

% Blackbaud Conditional Word Merge Wizard

Step 1.

Select the export field belov that you want to use for the condition:

]|

E& Export Fields
E‘.

Clignt
“f  Client name
= E Attributes
: E| Adult Education Services

Address

Selected Field:  Attributes\Adult Education Servicesi\Descnption

< Back |

Mext » |

Cancel |

Click Next. The Blackbaud Conditional Word Merge Wizard — Step 2 screen appears.

"

% Blackbaud Conditional Word Merge Wizard

Step 2.

Document = | Ornzr 7,4 Dzlsiz

Uze the grid below to zetup a different merge document for each condition.

]|

D escription | Conditiorn

Compare ta

< Back

Errshy

Cancel
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20. Click New Document. The Conditional Merge Document screen appears.

— Use this document when Description is ...

Ok I
Condiion: = |
Cancel
thiz walue: |

Edit merge document

Document description:

Conditional Merge Document I

21. In the Condition field, select “equal to”.

22. Inthe this value field, enter the first field value to use as a condition. In this example, we enter “Family
Management”. This will match clients scheduled to take the Family Management class with the Family
Management letter.

23. In the Document description field, enter a name for the document. For this example, we name the
document “Family Management”.

Condiional Merge Document |
~ Lse this d t when D escription is ... I
2 [N aocument when L'escriplion s oK

Condition: I h -
quua E J Cancel |
thiz walue: IFamin Management
Edit merge document
Document description: [Famiy Management

24. Click Edit merge document. Word opens to a blank document titled “Merge document for condition

‘equal to Family Management’”.

FE. BB1_33.doc - Merge document for condition "equal to Family Management’

JEl\e Edit ¥iew Insert Format Tools Table Window Help

Dedaal .o [en: @32 mesiwkmn -2 -8 7 0 [2==|=

J‘:,’g Inzert Financial Edge field +  Insert Word Field + ESave and returh to FE?loMerge‘

O] IR KNI KRNI RN SRRy
=

= =] [k K | » =

[Page 1 Sec 1 i [ar” Int coli | |Rec | [rH B 7R
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25. You already created the text for the document template in steps 1 through 3 — now you need to insert it
into this blank document. From the menu bar, select Insert, File. The Insert File screen appears.

26.

Insert File I
Laak in: I[:l doc j - | o Bl + Todls -
|_ 1 Calendar wizard_files
| New weh
File name: || j Fange. .. | B Insert '|
Files of type: IWord Dacurments (*,.dac) j

Browse to the location where you saved the document template for the first condition. Select the Word
*.doc file and click Insert. The text for the document template appears in the Word document.

\TE. BB1_33.doc - Merge document for condition "equal to Family Management’

JEi\e Edit Wiew Insert Fomat Tools Table Window Help

JD @u‘§@|g|n-‘gm|wuz v@"’JT\mESNEWF\DmaanZv B I QHEE

J G2 Irsert Financial Edge field ~  Insertword Field = [5 Save and return to FE7 to Merge ‘

Elﬂ“-u-‘-l.w.-"z--‘.--‘a--- B I I - S A R SR

N <Client’s name>
<Address>
=City=, <State=> <Zip>

MNowember 11, 2003

Dear <First name=,

Youare scheduled to attend our next session of <Family Management/Attribute™ This course
beging Thursday, Movember 20t at 7:00pm. We will meet each Thursday for three weeks at the
Reiner Family Health Center, 113 Main Street. The final class will be December 11t

If you are unable to attend all three classes in this course, you need to call our office at (843)
896-4568 to reschedule. Tou will not get credit for taking this course unless you attend all three

: classes
. Please let us know if you have any questions. We look forward to working with you :
@
_ Sincerely, 3
H=l EEE | >

[Page 1 Sec 1 1 [At5E"  nzs colt | [rec [ BT [BVR EGK
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27. Highlight the placeholder for which you want to insert the first field of information. For this example, we
highlight the <Client’s name> placeholder in the header so we can insert the Client name field in its place.

\TE. BB1_33.doc - Merge document for condition "equal to Family Management’

JEi\e Edit Wiew Insert Fomat Tools Table Window Help

DeEa el rlo-leacw @2

J G Irsert Financial Edge field +  Ireert /ord Field - [ Save and return to FE7 to Merge ‘

(TN oz e s

JT\mesNewF\Dman -12~-B I O |

Mowember 11, 2003

- =< Clien
<Address=
<City>, <State> <Zip>

Dear <First name=,
You are scheduled to attend our next session of <Family Management/Attribute>. This course

. beging Thursday, Movember 20t at 7:00pm. We will meet each Thursday for three weelks at the
N Reiner Family Health Center, 113 Main Street. The final class will be December 11t

If you are unable to attend all three classes in this course, you need to call sur office at (343)
896-4568 to reschedule. You will not get credit for taking this course unless you attend all three

: classes.
. Please let us know if you have any questions. We look forward to working with you, :
@
i Sincerely, 2
=|a[= 3

[Page 1 Sec 1 T T = i R e

28. Once the placeholder is highlighted, click Insert Financial Edge field on the toolbar. A list of the exported
fields appears.

FE. BB1_33.doc - Merge document for condition "equal to Family Management’

JEl\e Edit ¥iew Insert Format Tools Table Window Help
Dedagkelo-lenjn: G2
e field = Insert iword Field - [ Save and returm to FE7 to Merge‘

Bt 2N e s e e o

Attributes ¥
Address  »

| Tines NewRoman =12 < | B 2 ©0 [=

ert Financid

Mowember 11, 2003

=Client
<Address=
=City=>, <State> <Zip>

Dear <First name=,

You are scheduled to attend our next session of <Family Management/Attribute>. This course
) beging Thursday, Movember 20t at 7:00pm. We will meet each Thursday for three weeks at the
N Reiner Family Health Center, 113 Main Street. The final class will be December 11t

If you are unable to attend all three classes in this course, vou need to call our office at (843)
896-4568 to reschedule. Touwill not get credit for taking this course unless you attend all three

: classes.
. Please let us know if you have any questions. We look forward to working with you :
@
N Sincerely, 3
=|a[=] »

[Page 1 Sec 1 gt [ftLs Ins colt|[rec [k BT [oVR TR
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29. Select the first field you need from the list. For this example, we select the Client name field. The
program field name for Client name appears in the letter replacing the <Client’s name> placeholder.

\TE. BB1_33.doc - Merge document for condition "equal to Family Management’

JEi\e Edit Wiew Insert Fomat Tools Table Window Help

DeEa el ilo-lecjw @2

JT\mesNewF\Dman -12~-B I O |

J G Irsert Financial Edge field +  Ireert /ord Field - [ Save and return to FE7 to Merge ‘

(TN oz e

Mowember 11, 2003

N #Clients. Client_narmes

<Address=
<City>, <State> <Zip>

Dear <First name®=,

Youare scheduled to attend our next session of <Family Management/Attribute™ This course
beging Thursday, Movember 20t at 7:00pm. We will meet each Thursday for three weeks at the
Reiner Family Health Center, 113 Main Street. The final class will be December 118,

- If you are unable to attend all three classes in this course, you need to call sur office at (343)

896-4568 to reschedule. You will not get credit for taking this course unless you attend all three
classes.

Please let us know if you have any questions. We look forward to working with you,

Sincerely,

T A EE i R e

R LAE]

30.

JEi\e Edit “iew Insert Fomat Tools Table ‘indow Help

IDeEaleglrlo-lamm: 32

| Times NewRoman =12 = [ B 7 ® ”—:
J 2 Insert Financial Edge field +  [rs=il /ord Field + [ Save and retumn to FE7 to Merge ‘

mﬂ"-|-‘-1-HI-“2--‘I--‘3---\---4---\‘--5‘--|‘-'6“'

Nowember 11, 2003

- «Clients_Client_namey

wClientsAddr 1 01_Addresss

«Clients Addr 1_01_Citys,

aClientsAddr 1 01 State Prowvincen«ClientsAddr 1 01 _ZIP Pestal Codes

Z Dear «ClientsAddr 1 01 Name First names,
You are scheduled to attend our next session of «ClientsAttrSpecAttr 1 01 Descriptions. This

course beging Thursday, Movember 20t at 7.00pm. We will meet each Thursday for three weeks
at the Reiner Family Health Center, 113 Main Street. The final class will be December 11th

If you are unable to attend all three classes in this course, vou need to call our office at (843)

: 896-4568 to reschedule. Tou will not get credit for taking this course unless you attend all three
m classes

Please let us know if you have any questions. We lock forward to working with you

Sincerely,

+

=|=[E)=]s

[Page 1 Sec 1 i [[ft3e Inis coler ||Rec [k BT B TR

R LAE]

Repeat these steps to continue placing fields in the appropriate placeholders. For this example, we also
add the Address, City, State/Province, ZIP/Postal code, First name, and Description fields.

FE. BB1_33.doc - Merge document for condition "equal to Family Management’

31. To return to Export to continue the merge process, click Save and return to FE7 to Merge. You return to

the Conditional Merge Document screen.
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32.

33.

34.

35.

36.

37.

38.

39.

Click OK. You return to the Blackbaud Conditional Word Merge Wizard — Step 2 screen and the new
condition appears in the grid.

% Blackbaud Conditional Word Merge Wizard

Step 2.

Uze the grid below to zetup a different merge document for each condition.

1‘ Mew Document = | Opan % Delie.

Description | Condition Compare ta I

Farnily M anagermant equal to Farnily b anagerment

Click New Document. The Conditional Merge Document screen appears. Repeat steps 21 through 32
until you have created a document for each condition.

Once you have added program fields to each document template, click Finish. You return to the New
Client Export screen.

Click Merge Now to run the merge. The Export file name screen appears.

Export file name [ 2] I
Save i Ia Files j = EF Ea~
- Access files a SampleD ata_GLReports
Adobe @ Praoject contacts update.DOC
History Custarn report files
s doc:
@ Exnport files
Deskiop GL report files
m Histony
- ImportFiles
[#gen
by files
My Pictures

File: name: I j Save I
Save az type: IBIackbaud Conditional Word Merge j Cancel |

7

You can save the merged documents in the default location, or you can browse to a folder in a different
location using the Save in field.

The conditional merge process produces a file folder that contains several files including the merged
documents file. In the File name field, enter a name to use for both the file folder and the merged
documents file. For this example, we enter “Letters for Adult Education Services”.

The Save as type field defaults to the “Blackbaud Conditional Word Merge”. Leave the data type as
“Blackbaud Conditional Word Merge”. This saves the merged documents as a *.doc file you can open in
Word.

Click Save and a processing screen appears. Once the export is complete, a screen appears displaying the
number of rows exported.

Click OK to return to the export record.
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40. You can view the merged documents and make any necessary changes to the Word document or to the
exported data before saving the export record. To view the documents, open the file folder you just

41.

42.

created.

& C:\Files\Adult Education Services [_ O] x|

File  Edit “iew Favorites Tools  Help

& Back -~ = - | Q4 Search L) Folders @l FrEalr e ) | [Ed-
Address I[:I C:\FileshAdult Education Services j @GD

Adult Education Services. DOC

Conditior_1.00C

Condition_2.DOC

Condition_3.D0OC
E]DATAHTML

MERGE.DOC

|E object(s] [Disk free space: 27.7 GE) [132KE [\ My Computer v

The folder generated by the merge process contains several files — *.doc files for each condition you
created (named Condition_#); an *.html file named DATA that lists all the exported Financial Edge
information included in the documents; the MERGE.doc file; and the *.doc file with the same name as the

folder.

Open the *.doc file with the same name as the folder — in this example, Adult Education Services. This
* doc file contains all of the merged documents created from the export, each appearing on a separate

page.

il Adult Education Services.DOC - Microsolt Word

JEi\e Edit “iew Insert Fomat Tools Table ‘Window Help Aciobat

DEda ek’ o [@o)o: @2 mesiwromn -2 -8 7 0 |= ===
|mE
W e s e — ]

N Shawn T. Goodwin
76 Parks St
Springfield, VA 44543

Mowember 12, 2003

Dear Shawn,

Tou are scheduled to attend cur next session of Alcohol and Drug Recovery. This course begins
Tuesday, November 19 at 700pm. We will meet each Tuesday for three weeks at the Reiner
Family Health Center, 113 Main Street. The final class will be December 10t

If you are unable to attend all three classes in this course, you need to call our office at {843)

896-4568 to reschedule. Tou will not get credit for taking this course unless you attend all three
classes.

Please let us know if you have any questions. We look forward to working with you,

-
£
- Sincerely, @
- ¥
=|=[=] =]+ 3
[Page 1 Sec 1 o [arr” i cot | [FeC | [ER B | Eve T

The Word document opens to the first of the generated documents. Client-specific information now

appears in each place you inserted a field name.

To view the other documents created, scroll down the screen to view the next page.

If you need to make changes to documents, you have two options:

¢ If you need to make minor changes to only a few documents you can make those directly to the

documents in Word.
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43.

44,

45.

¢ If you need to make the same changes to several letters, it is better to make those changes directly to
the document template using the Conditional merge wizard. For detailed instructions, see “Editing
Conditional Word Merge Documents” on page 54.

When finished making changes, save and close the document, exit Word, and return to the export record.
To save the export record, click Save and Close on the toolbar. The Save Export As screen appears.

Enter a name and description for the export. To give others rights to run or modify this export record,
mark Others can run this report and Others can modify this report.

Click Save. The export record is saved and appears in the list on the Export page.

Editing Conditional Word Merge Documents

After you run a conditional merge, you can make changes or updates as needed. If you find you need to make
changes to multiple documents, you can make these changes directly to the document templates using the

Conditional merge wizard.

» Editing conditional Word merge documents

1.
2.
3.

From the open *.doc file of merged documents, identify the changes that need to be made.

Close the *.doc file and return to the export record.

On the Output tab, click Conditional merge wizard. The Blackbaud Conditional Word Merge
Wizard — Step 1 screen appears.

% Blackbaud Conditional Word Merge Wizard

Step 1.

Select the export field belov that you want to use for the condition:

E& Export Fieldz

= E Client

- el Client name

- B Attrbutes

E| Adult Education Services
: [ [ it

Selected Field:  AttributesZAdult Education Services\Description

< Bach Mest » Cancel
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4. Click Next. The Blackbaud Conditional Word Merge Wizard — Step 2 screen appears.

5.

i Blackbaud Conditional Word Merge Wizard I

Step 2.

Uze the grid below ta setup a different merge document for each condition.

Jocument = | Open .

Description Condition Compare to I
Family Management equal to Family b anagement
Anger Management equal to Anger Managemeant
Alcohol and Drug Recovery equal to Alcohal and Drug Recoveny

In the grid, select the document you need to edit, and click Open. The Conditional Merge Document

screen appears.

Conditional Merge Document I

— Usge thiz document when Description iz ... T I

Cancel

Condition: I equal ta ﬂ

thiz walue: IFamiI_l,J Management

@ Edit merge document

Document description: [Famiy Management

Click Edit merge document. Word opens the saved merge document you selected.

\TE. BB69_2.DOC - Merge document for condition ‘equal to Family Management”

JEi\e Edit Wiew Insert Fomat Tools Table Window Help

DeEa ek alo-lac)w @2

JT\I‘HESNEWHDI‘H&I’] =12 = | B I U |§ =) —

J % Irsent Financial Edge field ~  Insertword Field = [5 Save and return to FE7 to Merge ‘

[x] R I T T R T S R S R SR R

Mowember 13, 2003

- «Clients_ Client_namey

«ClientsAddr 1_01_Address»

aClientsAddr_1_01_Cityn,

aClients&ddr 1 01_State Provincen«Clientséiddr 1 01_ZIF Postal Coden

N Dear «Clients_ Client_names

Youare scheduled to attend our next session of «ClientsAtirSpechttr 1 01 Descriptions. This

course begins Thursday, Movember 20t at 7:00pm. We will meet each Thursday for three weeks
at the Reiner Family Health Center, 113 Main Street. The final class will be December 118

If you are unable to attend all three classes in this course, you need to call our office at (843)
: 896-4568 to reschedule. You will not get credit for taking this course unless you attend all three
m classes.

=|=[=]=]4

LS

[Page 1 Sec 1 i [fe i nz coi |[rec [E BT [EVR TEGK

You can edit the text of the document, fix punctuation, run the Spelling and Grammar check, and insert

additional Financial Edge fields.

When you finish making changes, click Save and return to FE7 to merge. You return to the Conditional

Merge Document screen.
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9. Click OK. You return to the Blackbaud Conditional Word Merge Wizard — Step 2 screen. From this screen
you can select another document to edit and repeat steps 5 through 9.

10. When you finish editing, click Finish. You return to the Output tab.

11. Click Merge Now to run the merge again and update the documents with the changes. The Export file
name screen appears.

Expont file name
Save i Iﬁ Files j = o B
Arcess files @ My Pictures
Adobe [ SampleD ata_GLReports
Adult Education Services Froject contacts update. DOC
Custam report files Simple Mail Merge test DOC
doc
Expart filzs
GL report files
Hiztaory
ImportFiles
[*gen
My filez

File name: -"J'.u:lult E ducation Services DO j Save I
Save a5 upe: IEIackbaud Conditional “Word Merge j Cancel |

7

12. Without making changes to the file name, type, or location, click Save. This will replace the original
merge documents with the edited versions.

Once the export is complete, a screen appears displaying the number of rows exported.
13. Click OK to return to the export record.

14. You can now open the *.doc file to view the updated documents and make sure all the necessary changes
were made.
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