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chapter 1

What Is In This Guide?

In the Batch Guide, you learn to work with constituent, gift, and time sheet batches. You can use the different
types of batches to quickly enter and update information in your database and run reports based on that
information. You can also learn about the following:

¢ “The Life of a Batch” on page 16

e “Validating a Batch” on page 60

¢ “Understanding the Multi-User Capabilities of a Gift Batch” on page 92
e “Committing a Batch” on page 203

e “Batch Reports” on page 291

How Do | Use These Guides?

The Raiser’s Edge user guides contain examples, scenarios, procedures, graphics, and conceptual information.
Side margins contain notes, tips, warnings, and space for you to write your own notes.

To find help quickly and easily, you can access the Raiser’s Edge documentation from several places.

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

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

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

To narrow your search in the help file, enclose your search in quotation marks on the Search tab. For example,
enter “Load Defaults” instead of Load Defaults. The help file searches for the complete phrase in quotes
instead of individual words.
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To add a constituent to the database, you can use the Records page to create a constituent record that contains
the appropriate information. When you add many constituent records to the database at once, this process may
take a long time, depending on the number of constituents to add. Batch is an alternate method to add
constituents, gifts, and time sheets to your database. With Batch, you can enter and update information on
constituent and gift records quickly because you do not need to open each individual constituent or gift record to
add or update information. Instead, you select the fields you want to add or update and the program lists these
fields in a spreadsheet, called a batch, so you can efficiently enter information in the database.

There are three types of batches: constituent, gift, and time sheet.

¢ To add new constituent records to the database, use a constituent batch.

¢ To add new gifts, pledge payments, or recurring gifts to your database, use a gift batch.
e To add new time sheets to a constituent record, use a new time sheet batch.

To update or add information on the donor’s constituent record, use the Constituent Window option in a gift or
time sheet batch to access and modify information on a donor’s constituent record.

Note: To move around The Raiser’s Edge without the use of your mouse, you can use shortcut keys. Several
examples of shortcut keys are listed throughout this guide. In addition, all shortcut keys available for Records
fields are available for Batch fields. For example, on a constituent record, you can press F3 on your keyboard to
add a constituent’s first name to the Nickname field. This same shortcut key exists for the Nickname field in a
batch.

To create records for the gifts or constituents entered in a batch, you need to commit the batch to the database.
When you commit a batch, the program checks for duplicate constituents, gifts, and time sheets. If the program
finds a problem with an entry in the batch, it creates an exception and does not add the constituent, gift, or time
sheet record to the database. If exceptions are created, you can edit the entry and recommit the information to
the database.

Before you use Batch to add constituents, gifts, or time sheets to your database, please understand and practice
how to enter constituents, gifts, and time sheets from the Records page of The Raiser’s Edge. Many options
available on constituent, gift, and time sheet records are available in Batch and work in a similar manner. This
chapter focuses on constituent batches. For more details about gift batches, see “Gift Batch” on page 71.

Batch Setup Information

Before you begin to work with constituents in Batch, it is important that you understand some basic setup
information that will help when you process constituents in a batch. This section outlines the information you
need to be aware of before you process constituents in a batch. This section also offers a basic overview and
directs you to more detailed sections and procedures in this chapter to help you get started. Setup information
includes user options and business rules, as well as batch templates.

User Options

User options are preferences you set that affect how The Raiser’s Edge looks and runs on the workstation you
use. User options are login-specific, which means that if you log into any workstation with your password, your
preferences are active on that workstation. When you log off that workstation, your preferences are not active
for any other user. Before you begin to work with constituents in a batch, it is important to set up user options.
Several user options are specific to Batch. For example, you can automatically save an open batch at specified
time intervals, select the format for constituent names in batch reports, and specify how to add default entries to
a batch. For constituent batches, you can set user options to:

¢ Automatically save a batch when you close out of the batch.
¢ Automatically save a batch at regular intervals, such as every five minutes.
¢ Specify how you want constituent names to appear in a constituent batch.
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¢ Automatically ask you to save the batch before you save information in a Constituent Window.
¢ Display the default row in the first row of the Data Entry grid.

¢ Specify whether to enter defaults in your batch when you press F2 within a field, select a field, or begin a new
row in the batch.

¢ Specify individual and organization report formats.
¢ Specify a color in the default row of a constituent batch row.
For detailed information about setting these user options, see “User Options” on page 9.

Business Rules

You set business rules to control certain functions and displays in The Raiser’s Edge. Unlike user options, business
rules affect all users of the program. Several business rules affect the way you use Batch. For example, each
constituent batch has a unique batch number associated with it. In business rules, you can select a meaningful
format for the batch number. In addition, many business rules for constituent records also apply to constituents
entered in Batch. For example, if you mark Automatically update spouse having same last name in the
Constituent options folder of Business Rules and include the Spouse field in a batch, the last name of a
constituent’s spouse updates when you change the last name of a constituent. For constituent batches, you can
set business rules to specify batch numbers and select the format in which you want them to appear.

For detailed information about setting these business rules, see “Business Rules” on page 14.

Batch Templates

When you work with batches, you can easily create a new batch based on an existing batch to create a
“template”. To create a batch template, you simply need to search for an existing batch in your database and
copy the batch field list from that batch into your new batch. When you copy a field list to a new batch, you
essentially use the existing batch as a template. In your new batch, you can add additional fields and remove
unnecessary fields as needed.

To copy a field list from another batch, click Load from Existing Batch on the Fields tab of the Constituent Batch
Setup screen. This feature saves you time because you do not need to re-create a field list you already used in
another batch. When you load fields from another batch, the program replaces any fields in the Data entry fields
box with the fields selected in the existing batch. When you click this button, the Open screen for batches
appears so you can search for the existing batch from which you want to copy fields. After you select the Data
entry fields for a batch and save the batch, you can copy the field list to use as a template when you create a new
batch. For more information about creating batch templates, see “Creating a Batch Template by Loading Fields
from an Existing Batch” on page 24.

Frequently Used Terms

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

Batch. Batch is a method of data entry you can use to quickly create many new constituent, gift, or time sheet
records. There are three types of batches — constituent, gift, and time sheet. A batch resembles a
spreadsheet and each row of the spreadsheet contains information for a single gift, constituent, or time sheet
record.

Data entry grid. When you set up a constituent batch, you define the columns that appear in the Data Entry
screen from the Fields tab of the Constituent Batch Setup screen. The columns list in the order you select on
the Fields tab.
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Default row. When displayed, the Default Row is the first row in the Data Entry grid and contains the default
values you selected on the Defaults tab of the Constituent Batch Setup screen. When you add constituents to
the batch, any information you enter in the Default Row can appear as a default for each new constituent in
the batch. In User Options, you can display or hide the Default Row, choose a color in which to display this
row, and select how to add the defaults for each constituent.

Validate. When you validate a batch, the program checks the batch for duplicate constituents and other data
entry errors that may cause exceptions when you commit a batch to the database. For example, you enter
prospects in a constituent batch and add Mark Adamson in this batch. However, Mark Adamson already has a
constituent record in your database. When you validate the constituent batch, the program alerts you that
Mark Adamson already has a constituent record. If no changes are made to the batch and you commit the
batch to the database, the exceptions will not commit to the database.

Navigating in Batch

You can create new constituent batches and access existing constituent batches from the Batch page. To access
the Batch page, click Batch on the Raiser’s Edge bar.

@ The Raizer's Edge

File Edit “iew Go Favortes Tools Help

4 Back & Furwa|d| Open in separate window

= Dt l
i Home wi—
-

iﬁ Fecards ] Mew Gift Batch... ] Mew Constituent Batch.. ] Mew Time Sheet Batch... | | Open 3 Delete ﬁ Find
@ Query Type: I Constituent hd
IE: Batch number Deseription Created By Created On Batch Type Times Committed
=y Export 35 Supervizor 08 105 Constituent
38 Supervizor 08/12/2005 Constituent
42 Supervizor 08/1322005 Constituent
43 Supervizor 08/13/2005 Constituent
KA i
[T Only show my batches [T Only show batches not committed
NetSolutions Recently Accessed Batches Quick Find
y Batch 45 =] &
el | 5oich 4 I L
n Batch 32 LI
WWelcome to The Raiser's Edge 7 4

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

The grid displays all the constituent, gift, and time sheet batches in your database. To create a new constituent
batch, click New Constituent Batch. To narrow the batches that display in the grid, you can use the Type and
Display fields. For example, to display only constituent batches in the grid, select Constituent in the Type field.

To specify that only the batches you create appear in the grid, mark Only show my batches. To specify that only
non-committed batches appear in the grid, mark Only show batches not committed.

The Batch page also contains a list of recently accessed batches. To open any batch in this list, click the batch. To
quickly find a batch, enter a batch number in the Quick Find field and click the binoculars to display the Data
Entry screen for the batch that matches your entry.
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Accessing a Constituent Batch

Warning: If you do not have security rights to open a constituent batch, the Other users may access this batch

checkbox is not marked, or if you did not originally create the batch, you receive the message “User not
authorized to access this batch.”

From the Batch page, you can open any constituent, gift, or time sheet batch in your database. To open a batch,
you must have appropriate security rights. For more information about security, see the Configuration & Security

Guide. Also, if Other users may access this batch on the Constituent Batch Setup screen is not marked, you
cannot open the batch unless you originally created it.

» Opening a constituent batch from the Batch page
1. On the Raiser’s Edge bar, click Batch. The Batch page appears.

#% The Raiser's Edge

Elle Edit View Go Favoites Tools Help

4 Back & Folward| Open in separate window

= .
%[., Eatch
] New Gift Batch ] New Constitugnt Batch ] New Time Sheet Batch «|Open ¢ Delete ﬁ Find
@Cluer_«,.* Type: | Constituent 'I
l‘: Batch number Description Created By Batch Type Times Committed
= g Export 35 Supervisor 08/ ] Constituent
E 38 Supervizor Constituent
42 Supervizor 0841372008 Constituent
43 Supervizor 0841372008 Constituent
NS ¥
[T Only show my batches ™ Only show batches not committed
Recently Accessed Batches Quick Find
Batch 45 = )
Batch 44 I _I
Batch 32 =l

‘Welcome to The Raiser's Edge 7

Tip: To narrow the number of batches that appear in the grid, select Constituent in the Type field. The Display
field affects whether recurring or non-recurring gift batches display in the grid.

2. Inthe grid, highlight the constituent batch you want to open.
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3. On the action bar at the top of the page, click Open. The Data Entry screen appears.

£ Batch 32 [_[5]
File Edit View Constituent Favortes Took Help
[ seveandCiose- | Il RS- (& b¢ | by wa | o]z 2 -
First Mame | Middle Name | Last Mame | Org MName Address City Address State
Individual Mr. Frank. Pietce 5632 40z Valley Brook. ... Athens (<1}
Individual Ms, Alison Roger 5633 506 Morth Murra,., Charleston 5C
Individual Mrs, Margo LaRue 5634 11 Peachtree Court Atlanta (<1}
Individual Mr. Jason Hills 5635 453 Chimney Lane | Montgomery AL
| i

Press F3 for loday's date, F7 for calendar ‘ Constituent 4 of 4 | | Hidden columns exist i

4. Make any necessary changes to the batch and click Save and Close on the toolbar. You return to the Batch
page.

Batch Toolbar

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

The toolbar contains buttons that represent common commands for a constituent batch. To save time during
data entry, you can use these buttons as alternatives to menu commands.

[ save and Close -

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

Save the constituent batch

Commit the constituent batch to the database

.

Print a report — Click the down arrow and select a report to print.

Preview a report — Click the down arrow and select a report to preview.
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Access the Constituent Batch Setup screen

&)

Check for duplicate constituents in the batch

alidate the constituent batch

<

Access AddressAccelerator screen

Add constituent batch to favorites

i

Access help from online help files, user guides, online support, or the Blackbaud Web site

Buttons

At the bottom of the Constituent Batch Setup screen, several buttons appear to help you navigate through the
tabs and set up your batch.

¢ Back

Go to the previous tab

Mest >

Go to the next tab

Cancel

Close the screen

Save

Save the constituent batch setup

[rata Entry

Open the Data Entry screen for a constituent batch
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User Options

User options are preferences you set that affect how The Raiser’s Edge looks and runs on the workstation you
use. User options are login-specific. If you log into any workstation with your password, your preferences are
active on that workstation. When you log off that workstation, your preferences are not active for any other user.
Several user options are specific to Batch. For example, you can automatically save an open batch at specified
time intervals, select the format for constituent names in batch reports, and specify how you want to add default
entries to a batch. For more information about User Options, see the Program Basics Guide.

4

Defining user options

This procedure explains how to set up user options specific to Batch. For complete information about User
Options, see the Program Basics Guide.

1.

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

Select the Batch tab.
From the tree view on the left side of the Options screen, select General. General batch options appear
on the right side of the screen.

Optons |

Adriniztration I Calor I Printing I File Locations I tMemberzhip Scanning |
General I Home I Recards I Buerny I Export I Fieparts I Hail Batch

B
% Y'ou can use these optiohs to set perzonal preferences for creating or unning batches,

ral :
: v &utomatically save batches on close

Gift batches

Default batch information ¥ Automatically save batches evens: IE— minutes
L EFT optiohz

F!epc'rl niane format ‘r'ou can choosze which name format you are using when entering
 Individual constituents in a gift batch or time sheet batch.
+ Drganization Constituent name format; IFirst name Last name j

Wwhen gaving information entered in the constituent window,

W Alwaps azk before saving

Fieset to System Defaults | 0k I Cancel Apply

4. To automatically save the information entered in a batch when you close the Data Entry screen, mark

Automatically save batches on close.

To automatically save the information entered in an open batch at regular intervals, mark Automatically
save batches every [ ] minutes. When you mark this checkbox, enter the time interval used to
automatically save the batch. For example, if you want to automatically save an open batch every five

minutes, enter “5” in the field.

In the Constituent name format field, select the format for the constituent names you enter in a batch.
For example, to have the first name appear before the last name for a constituent, select “First name Last

name”.



10 CHAPTER

7. To have The Raiser’s Edge display a message before it updates the database with information entered in
the constituent window, in the When saving information entered in the constituent window frame, mark
Always ask before saving.

8. From the tree view on the left side of the Options screen, select Default batch information. The default
options appear on the right side of the screen.

Optons

Adriniztration I Calor I Brinting I File Locations I tMemberzhip Scanning I
General I Home I Becards I Huerny I Export I Feparts I HMail Batch

o
% Y'ou can use these optiohs to set perzonal preferences for creating or unning batches,

General
Gift batches
:Default batch information

v Use default row in data entry grid

‘fou can choose how to access the batch defaults when entering

EFT optionz ) =
information in & batch.
Heport nare forrmat
e Individual = F2 - Insert default values when F2 is selected
‘- Organization

" Auta-insert by figld - when focus iz placed in a field

* Auto-insert by row - when focus iz placed in a row

Fieset to System Defaults | 0k I Cancel Apply |

9. To display the default row in the first row of the Data Entry grid, mark Use default row in data entry grid.

10. Select whether to enter defaults in your batch when you press F2 within a field, select a field, or begin a
new row in the batch.

11. If you use the optional module Electronic Funds Transfer, you can select EFT options from the tree view
on the left side of the Options screen. For more information about this user option, see the User Options
section of the Electronic Funds Transfer (EFT) Guide.
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12. From the tree view on the left side of the Options screen, select Individual under the Report name
format heading. The individual name options appear on the right side of the screen.

prons |

Adrinistration I Calor I Printing I File Locations I Membership Scanning I
General I Home I Becards I Query I Esport I Fieparts I HMail Batch

g
% You cah uze these options to et personal preferences for creating or running batches.

General rou can chooze how to print individual namesz on all batch reparts.
Gift batches

Diefault batch information
W EFT options

Report name format

- Individual
Organization

dividual name

Rezet to Spgtem Defaultsl ak I Cancel | Apply

13. Inthe You can choose how to print individual names on all batch reports field, select Use addressee from
Individual, Use addressee from Configuration, or Use Individual name. If you select Use addressee from
Individual or Use addressee from Configuration, additional fields appear on this screen so you can select

the specific addressee to use.
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14. From the tree view on the left side of the Options screen, select Organization under the Report name
format heading. The individual name options appear on the right side of the screen.

Options I
Adrinizstration I Calor I Printing I File Locations I Memberzhip Scanning I

General I Home I Becards I Query I Export I Feparts I HMail

e
% You can use these options to set personal preferences for creating ar running batches.

G,aneral ‘r'ou can choosze how to display constituent names on the record
Gift batches title bar for organizations.
D:Efault bat':_h information = Use organization name only t* |Include contact name
- EFT optiong
Report name format |F prezent uze: I.t’-'«lurnni tailing j
- Individual _
Otherwize uze; |<FuII Marme: j
Include first available contact:
Prirnar

M it >
1{ ¥

Eg;prgla e Lonallons ﬂ

<

<«

olunteer Coordinator

W Include constituent |0 ﬂﬂ
Sample: The v Corp., Mr. William H. Smith and ks, kargaret ‘

Rezet to Spgtem Defaultsl ak I Cancel | Apply |

15. Inthe You can choose how to print organization names on all batch reports field, select Use organization
name only or Include contact name. If you select Include contact name, additional fields become
enabled so you can select the specific contacts to include.

16. If you mark Include contact name, select a format for the contact name in the If present use field. If that
format is not entered on the contact’s constituent record, select an alternative in the Otherwise use field.

17. To select the contact types to include, highlight a contact type in the Contact types box and click the right
arrow to move it to the Include first available contact box. If you include multiple contact types, use the
up and down arrows to arrange them in order of importance.

Note: To undo any changes you made and reestablish all program settings, click Reset to System Defaults.

18. To include the constituent ID at the end of the organization name, mark Include constituent ID.
19. To save your changes, click OK.

» Displaying the default row

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

Options
Adriniztration ] Calor ] Printing ] File Locations ] tMemberzhip Scanning ]
General ] Home ] Recards ] Buerny ] Export ] Fieparts ] Hail Batch

=,
%‘1 4 Tou can ugze these options to set personal preferences for creating or running batches.

eral .
Gift batches [ Automatically save batches on close

Default batch information [ Automatically save batches eveny: I_
EFT optionz

Feport name format
Individual
Organization

Fieset to System Defaults 0k | Cancel Apply

3. From the tree view on the left side of the Options screen, select Default batch information. The default
options appear on the right side of the screen.

Options
Admirstration i Color 1 Printing l File Locations 1 temberzhip Scanning 1
General 1 Home 1 Becords 1 Huey { E wport 1 Reportz 1 Hail Batch

P
% 4 "ou san use these options to set personal preferences for creating or running batches.
B

General

Gift batches

|: fault batch information:
EFT optiors '_‘(u:nu can ch_nnse how to access the batch defaults when entering

information in a batch,

[V Use default row in data entry grid

Report name format

Individual " F2 - Inzert default walues when F2 iz selected
Organization . . . .
i~ Auto-inzert by field - when focus iz placed in a field

f+ Autc-inzert by row - when focus is placed in a row

Rezet to Spztem Defaultz ak | Cancel Apply
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Note: If you hide the Default Row, it does not affect your ability to add defaults to a batch. The Default Row is
a tool to see and easily change the current default settings for a batch.

4.

To display the default row in the first row of the Data Entry grid, mark Use default row in data entry grid.
5.

Select whether to enter defaults in your batch when you press F2 within a field, select a field, or begin a
new row in the batch.

Select the Color tab.

From the list on the left side of the Options screen, select Batch. The color options for the Default Row
appear on the right side of the screen.
opions T

General I Home | Becords I Huey I Ewport I Reports I Hail I Batch

administration Colar Printing I File Lozations I temberzhip Scanning
ey

Mt Tou can uge color options to set perzonal preferences for color in the navigation program.
General

|F pou have zelected to view the default row for batches, pou may
T alemdar alzo choose a color for the default row.

(ueue

: A
Legends Default row color: ||:| qua vI@l

Fieset to System Defaults | 0k I Cancel Apply

8. In the Default row color field, select the color in which you want to display the Default Row.
9. To save your changes, click OK.

Business Rules

You can set business rules to control certain functions and displays in The Raiser’s Edge. Unlike user options,
business rules affect all users of the program. Several business rules affect the way you use Batch. For example,
each constituent, gift, and time sheet batch has a unique batch number associated with it. In business rules, you
can select a meaningful format for the batch number. In addition, many business rules for constituent records
also apply to constituents entered in Batch. For example, if you mark Automatically update spouse having same
last name in the Constituent options folder of Business Rules and include the Spouse field in a batch, the last
name of a constituent’s spouse is updated when you change the last name of a constituent. For complete
information about business rules, see the Configuration & Security Guide.
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» Defining the batch number format

Before you begin to use Batch, decide how to format the batch numbers. Constituent, gift, and time sheet
batches use the same format, and batch numbers are not duplicated between them. For example, if you
create a constituent batch with a batch number of 2005-193, the program cannot create a gift batch with the
same number.

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.

#% The Raiser's Edge

Elle Edit View Go Favoites Tools Help

4 Back & Folward| Open in separate window

(Configuratio

H

E— b General b International
b Tables b Business Rules
Tables
T 7 b addressees / Salutations b Fields
SE\J;T,SUEHZS b attributes b Mernbership Categories
Attributes ¥ Financial Institutions b Custom Yiews
" b General Ledger b Reporting Hierarchies
Financial
Institutions b Letters

General Ledger
Letters
Intemnational
Business Rules
Fields

Membership
Categories

Custorn Yiews

Reporting
Hierarchies

General

@ Use the General page to enter basic information, such as your organization's address and phone
number

‘Welcome to The Raiser's Edge 7

| I B

Warning: To access the Business Rules link in Configuration, you must have security rights.

2. Click Business Rules. The Business Rules page appears.

3. On the Business Rules page, select Batch options from the tree view. The Business Rules screen displays
the batch-related options.

= =
General When generating Batch numbers...
General 3 Duplicates ] . ]
— 8 Crteria Ds will be generated using the nest available number.
ables
- 2] Individuals The next available batch number is 1 Change Number
Addressees / Organizations
Salutations | Q. Options [ Prsfis numbers with currsnt year [+

Attrbutes e display

Membership [T Rasat numbering at the start of & new yeat

Financial Insitutions
I Separate pref from nurber using [

General Ledger

Letters counts

o 2 Gift options Sample: 35788

. General options When adding a gift to a batch, warn if constituent has...

- ¥ Dutstending plecigs balances

Fields “Sat"“e”tlﬂp“t?“s ¥ Outstanding recurting its

~ 2] General options

Membership Drmmassd aptons 'IZ Elutsta:dlng Legls:atlnn fees

Categories Email optians ¥ Lapsed membership

Custom Views ma" options Process credi cards and ACH gitts through [|Certy -

Reporting Hierarchies

General options
Lctivity options
Event options

2

Business Rules

Apply predefined and customized validation rules to records in The Raiser’s Edge
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Note: When you create a new batch, the program updates the next available batch number listed in the When
generating Batch numbers frame. The program uses this number as a reference point to begin searches for the
next unused batch number.

4. To generate batch numbers, The Raiser’s Edge searches for the lowest available number that occurs after
the batch number listed in the When generating Batch numbers frame. You can click Change Number to
find and change the reference number the program uses to find a unique batch number. When you click
Change Number, the Change Next Available Batch Number screen appears.

Change Next Available Batch Humber |

“'ou can chanage the number that the system starks from
ko find a unigue [0 by typing it in below. Click the up
arrow i the box to find the first available batch number.

Mext available batch number: |1 M

OF Cancel |

5. In the Next available batch number field, enter the number you want The Raiser’s Edge to use when it
begins to search for the next unique batch number. If you click the search button in the Next available
batch number field, the program searches for the next unique batch number available.

6. Click OK. You return to the Business Rules page.

7. To display the year the batch is created before the batch number, mark Prefix numbers with current year.
When you mark this checkbox, select whether to display the year in two or four characters.

Note: Batch numbers must be unique. Before you can Reset numbering at the start of a new year, mark Prefix
numbers with current year.

8. If you include the year before a batch number, Reset numbering at the start of a new year is enabled. If
you mark this checkbox, the program resets the next available batch number to 1 at the beginning of the
year.

9. If you include the year before a batch number, Separate prefix from number using is enabled. When you
mark this checkbox, enter the symbol to separate the sections of a batch number. For example, if you
enter a hyphen in this field, the program formats the batch number as 2005-35768.

10. The Sample display shows an example of the batch number with the format options you select. If this
display does not show the batch number as you want it to appear, modify the settings on this page.

11. After you change business rules, your changes are updated right away.

The Life of a Batch

This chapter explains each step in the life of a constituent batch and provides examples and procedures for each
process. Regardless of whether you use a constituent, gift, or time sheet batch, every batch goes through the
following steps.

Setup. Before you add constituents to a batch, you must set up a batch. To set up a batch, select a batch number,
define the fields to enter for each constituent, and specify any necessary defaults for these fields. For
example, to create a constituent batch to add the names and addresses of new prospects to the database,
select the appropriate name and address fields when you set up the batch. For more information about how
to set up a constituent batch, see “Constituent Batch Setup” on page 17.

Note: The program uses a batch number to identify a specific batch. Each constituent, gift, and time sheet
batch must have a unique batch number.
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Data Entry grid. The Data Entry grid is a spreadsheet. Every field you select to appear in the batch has a column
in the spreadsheet. When you add a constituent batch, you add each new constituent on a separate row. For
more information about how to enter data into a constituent batch, see “Constituent Batch Data Entry” on
page 35.

Validation. When you finish adding constituents to your batch, you can validate the batch. When you validate a
batch, The Raiser’s Edge determines if errors in data entry will prevent constituents in the batch from being
added to your database successfully. We strongly recommend you validate a batch before or while you
commit it to the database. For more information about how to validate a constituent batch, see “Validating a
Batch” on page 60.

Commit a batch to the database. When you commit a constituent batch to the database, the program
transfers the information entered in the batch to create new constituent records. For more information about
how to commit a constituent batch, see “Committing a Batch” on page 62.

Constituent Batch Setup

To use Batch to add constituents to your database, you must first define basic information about the batch. This
information includes the batch number, the fields present in the batch, and defaults for these fields. When you
click New Constituent Batch on the Batch page to create a new constituent batch, the Constituent Batch Setup
screen appears so you can view and define basic information about the batch.

Constituent Batch Setup Ed |

1:Batch Header |2:Fields| §:Defaults|

Batch Statistics |
Mumber of constituents: 5 Last committed on:
Created on:| 02)21/2005 §:29:39 AM Created by: Supervisar
Last changed ony 02)21)2005 10:59:25...
Batch number: IB ﬁ

Description: |Prospects obtained from the Open House on 02)10/2005

[ Other uzers may access this batch

< Back | Mest » Cancel Save [rata Entry

The Constituent Batch Setup screen is divided into three tabs: Batch Header, Fields, and Defaults. At the bottom
of each tab, several buttons are available to help you move between the tabs. For more information about the
buttons on this screen, see “Buttons” on page 8.
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Batch Header Tab

On the Batch Header tab, you select a batch number and enter a description to explain the contents of the batch.
This tab also displays Batch Statistics, such as the number of constituents in the batch and the name of the user
who created the batch.

Constituent Batch Setup |
1:Batch Header |2:Fields | §:Defaults|
Batch Statistics |
Murnber of constituents: 5 Last committed an:
Created on:| 02)21)2005 8:29:39 AM Created by: Supetvisor
Last changed on: | 02/21/2005 10:59:25, .,
Batch number: IB ﬂ

Description: |Prozpects obtained from the Open House on 02)10/2005

W Other users may access this batch

< Back | Mest » | Cancel Save [rata Entry

Batch Statistics

At the top of the Batch Header tab, the Batch Statistics grid displays a variety of information, such as:

¢ The number of constituents currently entered in the batch.

¢ The user name for the person who originally created the batch.

¢ The date and time the batch was created, last changed, and last committed.

Although you cannot edit this information, the program updates this grid every time you save the batch.

Number of constituents. The Number of constituents display shows the number of constituents currently
entered in this batch.

Created on. The Created on display shows the date and time the batch was first created.

Note: You specify how system dates and times are formatted on the Regional Settings Properties screen. You
specify dates in the Short Date Style field on the Date tab and times in the Time Style field on the Time tab. To
access the Regional Settings Properties screen, open the Windows Control Panel and click Regional Settings.

Last changed on. The Last changed on display shows the date and time the batch was last changed. Until you
save the batch for the first time, a date and time do not appear in the Last changed on display. Every time you
save the batch, the date updates. If the batch is open on more than one workstation, the Last changed on
display shows the date and time the main database was last updated.
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Last committed on. The Last committed on display shows the date the batch was last committed to the
database. A date does not appear in this field until you commit the batch.

Created by. The Created by display shows the user name of the person who originally created the batch. For
example, if this batch was created by the Supervisor, “Supervisor” appears in this display.

Batch Numbers

The Raiser’s Edge tracks each constituent, gift, and time sheet batch with a unique number, called a batch
number. When you create a new batch, the program automatically generates a batch number and assigns it to
the batch. You can choose to use this number or select your own number. If you select your own number, you can
assign numbers and letters to the batch you create.

When the program generates a batch number, it selects the lowest unused batch number and formats the batch
number based on specifications you enter in Configuration. To define this format, click Business Rules on the
Configuration page. For information about how to define the batch number format, see “Defining the batch
number format” on page 15. If you select your own batch number, verify that this batch number has not been
used for another gift or constituent batch. For information about how to verify the batch number has not been
used, see “Determining whether a batch number has been used” on page 19. Regardless of how you select the
batch number, it must be unique for each batch you create.

When you open a batch, the batch number appears in the top corner of the screen. When you click on the Batch
page, the batch number appears next to each corresponding batch in the grid. From a gift record, you can
determine which batch number is associated with a specific gift. Open the gift record and select File, Properties
from the menu bar. The batch number is listed on the Properties screen.

» Determining whether a batch number has been used

Each constituent, gift, and time sheet batch must have a unique batch number. If you select your own batch
number, you need to determine whether the batch number has been used for another batch.

1. On the Raiser’s Edge bar, click Batch. The Batch page appears.

@4 The Raiser's Edge

File Edit View Go Favortes Tools Help

4 Back & Folwardl Open in separate windouw

= Qatef
B Horme %‘Eﬂﬁ—
-

] Mew Gift Batch... | "] New Constituent Batch... "] Mew Time Sheet Batch «|0pen ¥ Delete ﬁ Find

Iﬁ Records
; = Type: | Constituent <
oo | 7
Batch number Description Created By Created On Batch Type Times Committed
3 Supervisor 200 Constituent
3 Supervisor Constituent
42 Supervisor 08/13/2005 Constituent
43 Supervisor 08/13/2005 Constituent
‘ 2
[T Only thow my batches ™ Only shaw batches mot committed
Recently Accessed Batches Quick Find
Batch 45 =] I
Batch 44 I _I
Batch 32 =l

‘welcome to The Raiser's Edge 7 A

2. Click New Constituent Batch. The Constituent Batch Setup screen appears.
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3. Select the Batch Header tab.

Constituent Batch Setup E2

1:Batch Header |2:Fields| §:Defaults|

Batch Statistics |
Last committed on:
Created by:

Mumber of constituents: ]
Created on: | 09062005 11:20:22..,
Last changed on; 09/06/2005 11:20:22. ..

Batch number: |32 ﬂ

Supervisar

Deseription: | Prozpects obtained from the Open Houze on 09/06/2005.

[¥ Other users may access this batch

Press F¥ to zoom

% Each | Ment » | Cancel | Sawe | Datagntryl

4. Click the batch number lookup button next to the Batch number field. The Open screen for batches
appears.

i, Open

Find: I Batch j

] |
Cancel |

Optiohs |
@ Find Now |

Find B atches that meet these criteria;

Batch number: I

Batch description: I

j Created on; I ml
=

- Created by: I vl Mew Search |

B atch type: I Constituenk

[~ Exact match anly
™ Display only open batches

j Last committed ar: I ﬁl

™ Display recuring batches
I Include for bank deposit?

Expand Results |

Note: To access a complete list of used batch numbers, you can also leave the criteria fields blank and click

Find Now.
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5. In the Batch number field, enter the batch number to verify and click Find Now. For example, to
determine whether “4” has been used as a batch number, enter “4” in the Batch number field and click
Find Now. If you cannot locate a batch associated with this number, the batch number has not been used
before and you can use it for the new batch you are creating.

i, Open

Find: I EBatch ﬂ

Eatch Mumber Eatch Description Eatch Type Date Added

i |

Cancel

Options |
KI 2
Find Batches that meet these criteria;
Batch rumber: |4 ﬂ Created on: I ml 4 Find Now
Batch description: I j Created by: I vl New Search |
Batch type: |Gift j Last committed on:l ml Q
[T Exact match anly ™ Dizplay recuring batches
[ Display only open batches [ Include for bank deposit? Expand Besults |

| 1 record found.

6. After you verify whether the batch number has been used, click OK to return to the Batch Header tab of
the Constituent Batch Setup screen.

Batch Description and Access

Note: In the Description box, you can enter up to 255 characters to describe the contents of the batch.

A batch description explains why you add the individuals or organizations as constituents in your database. For
example, you can enter the description “Prospects obtained from Prospect Direct Mailing sent on 2/5/2005.” This
description appears on the Open screen so you can determine the purpose for the batch before you open it. We
recommend you add a description so you can quickly find a particular batch.

When you create a batch, you can enable others to use and enter information into the batch. To enable other to
use and enter information, mark Other users may access this batch. If a batch contains sensitive information,
such as a constituent’s net worth or credit card numbers, you may not want to mark this checkbox and limit batch
access to the person who created the batch.

Fields Tab

Note: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For
example, press ALT + 2 on your keyboard to select the Fields tab or ALT + 3 to select the Defaults tab.
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On the Fields tab, you can select the fields to appear on the Data Entry screen for the constituent batch. For
example, if you create a constituent batch to enter new prospect names and addresses, you can use the Fields
tab to select the appropriate name and address fields for which you want to add information.

Constituent Batch Setup Ed |

1:Batch Header  2:Fields I§:Defaults|

Conztituent fields:

2 Conztituent Information -
- Annotation text

- AnanymoUE

- Auto dizplay annotation’?

- Birth date

- Birthplace

- Congtituent iz a solicitor?

- Congtituent iz an honor/memor:
- Deceased

- Deceased Date

- Ethnicity

- Firat Mame

- Figral Year Startz

- [ender

- ID
g ILI_I
i Fird... |

Select the fields to be uzed for data entry in thiz batch.

[rata enty fields:

nadic
- Title 1
- First Mame
- Middle Hame
- Lazt Mame
- Gender
- Addrezs Address Lines
- Addrezs Phone number
- Addresz Phone type
- Constituent Code Code
- Constituent Code Date From
-+ Conatituent Code Date To
- Org Mame

Load from Existing Batch...

Do

¢ Back | Mest » | Cancel |

Save

| [rata Entry

Note: The Constituent fields box displays a list of all fields available to include in a constituent batch. When a +
symbol appears next to an entry in the Constituent fields box, click the + symbol to view a list of field names
grouped under the heading. The Data entry fields box displays all fields you selected to appear on the Data Entry

screen for the constituent batch.

You can use action fields in a constituent batch to add advocacy actions to your database. For example, you can
use the Action Date and Delivery Method fields to track actions related to advocacy activities. For more
information about advocacy actions, see the Actions chapter of the Constituent Data Entry Guide.

Required Fields for Constituent Batches

Note: The Key Indicator field determines whether the constituent record is for an individual or an

organization.

The Key Indicator, Last Name, and Org Name fields automatically appear in the Data entry fields box because
these fields are required for all constituent batches. Also, the program automatically includes any fields made
required with the Fields link in Configuration. For example, if you make Birth date a required field, you must
include the Birth date field in all constituent batches. For more information about how to designate required
fields, see the Configuration & Security Guide.
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If you attempt to remove a required field, such as Key Indicator, from the Data entry fields box, you receive a
message that indicates you cannot remove a required field from the batch.

The Raiser's Edge [ x|

@ ¥.ey Indicator' is required based on other zelected fields and cannat be removed from the
batch.

Selecting Fields for a Constituent Batch

To include a field in a constituent batch, highlight the field in the Constituent fields box and click the right arrow
to move the field to the Data entry fields box. For example, to include the Birth date field, highlight Birth date in
the Constituent fields box and click the right arrow to move it to the Data entry fields box. The order you list the
fields in the Data entry fields box is the order the program displays the fields on the Data Entry screen. To change
the order of the fields, select a field in the Data entry fields box and click the Up or Down button to move the
field to the appropriate location.

On occasion, you may need to enter multiple entries for a field on a constituent record. For example, a
constituent may have several phone numbers, such as Home, Business, and Alternate. To enter multiple phone
numbers for a constituent, you must include the Phone number field in the batch more than once. For example,
to enter a Home and Alternate phone number for each constituent, you must include the Phone number field
twice in the batch.

Note: We strongly recommend you enter a constituent ID, address, phone number, and constituent code for
every constituent in your database.
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Because you can include many fields in a batch more than once, fields do not disappear from the Constituent
fields box when you include them in the batch. The first time you include a field, the field name appears in the
Data entry fields box as usual. When you select the field again, the field name and selection number appear in
the Data entry fields box. For example, if you include the Phone number field twice, Address Phone number and
Address Phone number2 appear in the Data entry fields box.

Constituent Batch Setup Ed |

1:Batch Header  2:Fields I§:Defaults|

Conztituent fields:

= Constituent [nformation -
- Annotation text

- AnonymoLs

- Auto dizplay ahnotation’?

- Birth date

- Birthplace

- Congtituent iz a solicitor?

- Constituent iz an honor/memari:
- Deceazed

- Deceazed D ate

- Ethmicity

- First Mame

- Figzal ear Starts

- [ender

1D
4 Find... |

Select the figlds to be uzed for data entry in thiz batch.

[rata entry fields:

- Title 1

- Firat Mame

- Middle M ame

- Lazt Mame

- [ender

- Addreszs Address Lines

- Addrezs Phone number

- Addrezz Phore type

- Conatituent Code Code

- Congtituent Code Date From
- Congtituent Code Date To
- Org Mame

Load from E xizting Batch. ..

Down

¢ Back | Mext = | Cancel |

Save

| [rata Entry

Some fields cannot be included in a batch more than once. For example, if you include the Anonymous field in
the batch, then attempt to include the Anonymous field again, you receive a message that indicates the field is

already included in the batch.

The Raizer's Edge

€y

zelected mare than once.

‘Bnonymous’ has already been selected az a data entry field.  This field cannot be

Tip: You can use the Find button to quickly locate fields in the Constituent fields box.

When you select certain fields for a batch, other fields automatically appear in the Data entry fields box. For
example, when you select the Spouse Gender field, the Spouse Last Name field automatically appears in the Data

entry fields box.

Creating a Batch Template by Loading Fields from an Existing Batch

Note: If you already entered constituents into the batch, Load from Existing Batch is disabled.
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After you select the Data entry fields for a batch and save the batch, you can copy the field list to use as a
template when you create a new batch. When you copy a field list to a new batch, you basically use an existing
batch as the template for your new one. In your new batch, you can also add additional fields and remove
unnecessary fields as needed. To copy a field list from another batch, click Load from Existing Batch on the Fields
tab of the Gift Batch Setup screen. This feature saves you time because you do not need to re-create a field list
you already used in another batch. When you load fields from another batch, The Raiser’s Edge replaces any
fields in the Data entry fields box with the fields selected in the existing batch. When you click this button, the
Open screen for batches appears so you can search for the existing batch from which to copy fields.

» Creating a batch template by loading fields from an existing batch

When you load fields from another batch, The Raiser’s Edge replaces any fields in the Data entry fields box
with the fields from the selected batch.

Note: To access the Constituent Batch Setup screen from the Data Entry screen, select Tools, Edit Batch Setup
from the menu bar. To access the Constituent Batch Setup screen for a new batch, click New Constituent Batch
on the Batch page.

1. From the Constituent Batch Setup screen, select the Fields tab.

Constituent Batch Setup E2

1:Batch Header  2:Fields |§:Defau|ts|

Select the fields to be uzed for data entry in this batch.

Congtituent figlds: Data entry fields:
= Constituent [nformation - {1’
- Annotation test i Last Name
- Anonymous Org Mame Dawn |
- Auto dizplay annotation?
- Birth date

- Bitthplace » |

- Constituent iz a zolicitor?

- Constituent iz an honarmemaris

- Deceazed p |
- Deceazed Date

- Ethmicity

- First M ame

- Fizcal rear Starts
- Gender

-1 _
‘ I | [P . I ﬂJ
@ Find... | Load from Existing Batch... |

< Back | Ment » | Cancel | Sawe | Datagntryl

Note: If you already entered constituents into the batch, Load from Existing Batch is disabled.



26 CHAPTER

2. Click Load from Existing Batch. The Open screen appears so you can search for the batch to use to create
your new batch template.

ii, Open
Find: I Batch j

Batch Nurnber

Options |
4] | i
Find Batches that meet these criteria;
Batch number: I j Created on: I ml b Find Now
Batch description: | j Created by: I vl New Search |
Batch type: IConstituent j Last committed on: I ml Q
[T Exact match anly ™ Dizplay recuring batches
[ Dizplay only open batches ™ Inchude for bank deposit? Expand Besults |

|2 records found.

Note: In the Find Batches that meet these criteria frame, you can enter the first few letters or characters in
the criteria fields if you do not know the correct spelling or number. For detailed information about how to use
these fields, see the Program Basics Guide.

3. Onthe Open screen for batches, enter information in the criteria fields at the bottom of the screen to
help narrow the search and click Find Now.

4. When you locate the batch from which you want to create a template, select the batch in the grid.
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5. Click Open. You return to the Fields tab of the Constituent Batch Setup screen. The program copies the
field list from the batch you selected to the Data entry fields box and therefore provides a template to
work with so you do not have to remember which fields you need to add when you work with new

batches.
Constituent Batch Setup I

1.Batch Header 2 Field: | JDefaultz I

Select the figlds to be used for data entry it this batch.

Constituent fields: E

= Constituent [nformation - dicato U
- Annotation test Lazt Mame
- BRORYIOLE Org Mame Down
- Auto digplay annotation? Address Address
- Birth date Conztituent Code Code
- Birthplace * | Conztituent Code D ate From
- Congtituent iz a solicitar? " Congtituent Cade Date To
- Constituent iz an honar memoar:
- Deceased

<

- Deceazed Date —I
- Ethnicity
- First Marne
- Figcal Year Starts
- Gender
D -

‘ I | IS &, I _'IJ

itk Find... | Load from Existing Batch... |

< Back I Hest » | Cancel | Save | DataEntr_l,Jl

Warning: We recommend you search by one or two of the most helpful criteria types, because the results that
appear in the grid must match all the criteria you enter. Too much criteria information in the Find Batches that
meet these criteria fields can actually prevent you from finding the constituent.

6. You can add or remove fields from the Data entry fields box, as necessary.

7. To begin to add constituents to the batch, click Data Entry. For more information about the Data Entry
screen, see “Constituent Batch Data Entry” on page 35.

Defaults Tab

Defaults are guidelines you can set up to simplify data entry. For example, if you add only organization records in
a constituent batch, you can set the default for the Key Indicator field to Organization. Every time you add a new
constituent to the batch, the program enters Organization in the Key Indicator field. This saves you time because
you do not have to select an entry for the Key Indicator field for each constituent you add to the batch. After the
program enters a default in a field, you can change the default entry to select the text and type over it with the
correct entry. If you decide to add an Individual record to the batch while you add constituents to the batch, you
can change the default entry of Individual to Organization.

Note: The Key Indicator field determines whether the constituent record is for an individual or organization.
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On the Defaults tab, you can select a default for many of the fields you include in your batch. If you do not want
to specify a default value, you can leave any or all fields on this tab blank.

Constituent Batch Setup |
1:Batch Headerl ZFields  3:Defaults |

Y'ou can enter a walue in any of the fields below to create a default walue for that field.

General

Field I Default Yalue Hide? I -~ g |
I Indicator j
- Firsk Marne

| |Middle Name

- Lask Mame

- 2rg Mame

ID

- Address Address

| #ddress Phong bype Business
| |Address Phone number

- Business Org Mame

Business Profession Banking

e i i

hd

Business Position

¢ Back | et | Cancel | Save | [rata Entry

Adding a Default

The Defaults grid displays the fields you selected on the Fields tab of the Constituent Batch Setup screen. To add
a default, enter the field entry in the Default Value column as you normally would on a constituent record. If one
field is dependent on another, you cannot enter a default for the dependent field until you enter a default for the
independent field.

The order the fields display on this screen is the order they appear on the Data Entry screen. To change the order,
select the field to move and click the Up or Down button to relocate the field. When you change the field order in
the Defaults grid, the order updates in the Data entry fields box on the Fields tab.

Hiding a Field

Warning: You cannot hide the Last Name field because your entry in this field is different for each constituent
you enter.

To add information for a field on a constituent record, you must include the field in the batch. If you enter the
same information in a particular field for each constituent in a batch, you may want to add a default and hide the
field to reduce the number of fields that appear in the Data Entry grid. For example, your organization hosts an
Open House and you want to enter the names of the new prospects in a batch. Your organization records how
you receive the name of a constituent as an attribute. You can enter Open House as a default for the Origin
attribute description field and hide this field because this attribute is the same for all prospects entered in this
batch.

To hide a field, mark Hide? on the Defaults tab of the Constituent Batch Setup screen. From the Data Entry
screen, you can display the hidden columns. From the menu bar, select View, Hide/Show Columns. For more
information about how to display hidden columns, see “Viewing hidden columns in a batch” on page 54.
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Setting Up a New Constituent Batch

to add new constituents to your database.

Now that you understand the features and options on the Constituent Batch Setup screen, you can set up a batch

» Setting up a new constituent batch

Scenario: Your organization just held an open house and you have several new constituents to add to

your database as prospects. For these prospects, you want to record their name, constituent ID,
address, telephone number, and constituent code on their constituent record.

1. On the Raiser’s Edge bar, click Batch. The Batch page appears.

@4 The Raiser's Edge

File Edit View Go Favortes Tools

Help

4 Back & Folward| Open in separate windouw

|F||-‘|: Home

fif -

I-E | Export

Welcome to The Raiser's Edge 7

@ Cluery

%ﬁtﬂ Batch

] Mew Gift Batch... '] New Constibuent Batch... | ] Mew Time Sheet Batch, «|0pen ¥ Delete ﬁ Find

Type: | Constituent 'I

Batch number Drescription Created By Created On Batch Type Times Committed
3 Su [ 5 C ent
38 Supervizar 0841242005 Canstituent
42 Supervizar 0841342005 Canstituent
43 Supervizar 0841342005 Canstituent
(Sl =
[T Only show my batches I Orly show hatches mot committed
Recently Accessed Batches Quick Find
Batch 45

=
Batch 44

Eatch 32 =l

Warning: If you do not have security rights to create a constituent batch, New Constituent Batch is disabled.



30 CHAPTER

2. Click New Constituent Batch at the top of the page. The Constituent Batch Setup screen appears.

Constituent Batch Setup E2

1:Batch Header |2:Fields| §:Defaults|

Batch Statistics |
Mumber of constituents: ] Last committed on:
Created on: | 09062005 11:20:22.., Created by: Supervisor
Last changed on; 09/06/2005 11:20:22. ..
Batch number: |32 ﬂ
Description:

[¥ Other users may access this batch

Press F¥ to zoom

% Each | Ment » | Cancel | Sawe | Datagntryl

3. In the Batch number field, the program defaults the next available batch number. For this example, it is
not necessary to change the default batch number.

Note: The program formats the batch number in accordance with the settings you selected on the Business
Rules page in Configuration. For more information about how to define the format for batch numbers, see
“Business Rules” on page 14.

4. Inthe Description field, enter “Prospects obtained from the Open House on 09/06/2005”. The description
explains why you add the constituents to this batch.
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5. Mark Other users may access this batch. This batch does not contain sensitive information so it is not
necessary to limit access to the user who creates the batch.

Constituent Batch Setup E2 I

1:Batch Header |2:Fie|ds| §:Defau|ts|
Batch Statistics ]
Mumber of constituents: 1] Lask committed on:
Created on: | 09/08/2005 11:20:22,.. Created by SupeEryisor
Last changed on: | 0908 2005 11:20022...
Batch number; |32 ﬂ
Description: |Prospects obtained from the Open House on 03/08/2005.
v Other users may access this batch
Fress F¥ to zoom
< Hach I Mest » | Cancel | Save | [rata Entry |

6. Click Next at the bottom of the Constituent Batch Setup screen to display the Fields tab. The Key
Indicator, Last Name, and Org Name fields automatically appear in the Data entry fields box because
they are required fields for constituent batches.

7.

Constituent Batch Setup
1:Batch Header  2:Figlds |§:Defau|ts|

]|

Constituent fields:

Ba Spouze

Ba Business

#- Contact

Ba Individual Relationship
EB Organization Relationship
i Banks

- Education
B:a--.&ssigned Solicitors

g Actions

- Prospect

EB Tribute

& Yoluntesr

@k Firnd... |

Select the fields to be used for data entry in this batch,

Drata entry fields:

++ Key Indicatar
- Last Mame
. Org M ame

Load from Existing Batch...

LA

< Back I Hest » | Cancel |

Save

| Drata Entry |

In the Constituent fields box, click the plus sign next to Constituent Information to view all the fields in

this category.
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8. Select the Middle Name, First Name, and ID fields in the Constituent fields box and click the right arrow
to move this field to the Data entry fields box. The program moves the fields to the bottom of the list in

the Data entry fields box.

Note: You can include certain field names more than once. For example, if you include the Phone type field
twice, the program displays this field name as Phone type and Phone type 2 in the Data entry fields box.

9. Use the same selection method to include these fields in this constituent batch: Address, City, State, ZIP,
County, Phone type, Phone number, Constituent Code, Constituent Code Date From, and Constituent

Code Date To.

10. To move the First Name and Middle Name fields above the Last Name field in the Data entry fields box,
select the fields and click the Up button until the fields appears in the correct location. The order you
arrange the fields in the Data entry fields box is the order the fields appear on the Data Entry screen for
the constituent batch. You can move the fields up or down according to your preference.

Constituent Batch Setup I
1.Batch Header 2 Field: |§:Defau|ts|
Select the figlds to be used for data entry it this batch.
Conztituent figlds: Drata entry fields:
- Canstituent Infarmation -1 cato U
EB Spouze - Title 1
i Business - First Mame Down
- Contact - Middle Mame
Ba Individual Felationship - Last Mame
EB Organization Relationzhip * | - Org Mame
#-Banks -0
EB E ducation - dddress Address Lines
- Asigned Saolicitars - dddress City
i <
- Actions —I - Address State
EB Prospect - Address ZIP
i Tribute - Address Country
- Yolunteer - fddrezz Phone type
- Address Phone number
- Congtituent Code Code —
- Congtituent Code D ate From -
T mim ebibeemenbh e de Prale T o —I
itk Find... | Load from Existing Batch... |
< Back I Hest » | Cancel | Save | Drata Entry |

Note: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For

example, to select the Defaults tab, press ALT + 3 on your keyboard.
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11. To display the Defaults tab, click Next at the bottom of the screen. The Defaults grid displays all the fields
you selected on the Fields tab.

Constituent Batch Setup E2 I

1:Batch Headerl 2Field:  3:Defaults |

Y'ou can enter a value in any of the fields below to create a default value for that figld.

General

Field I Default Value Hide? I + Up |
| |Key Indicator j
- Title 1

| Firsk Mame

| Middle Mame:

Last Name

- Org Name

I

| |Address Address Lines
| |Address City

| |Address State

- Address ZIP

Address Country

A e o o s

I

< Back I TdEwt s | Cancel | Save | Datagntryl

12. In the Default Value column, select “Home” as the default for the Phone type field because all the
constituents you enter gave a home phone number.

Warning: Only hide a field if you enter a default, and you do not expect the value of this default to change for
any constituent entered in the batch.
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13. In the Hide? column, mark the checkbox in the Phone type row to hide the Phone type field. When you
hide a field, the field does not appear on the Data Entry screen for the batch.

Constituent Batch Setup E2 I

1:Batch Headerl 2Field:  3:Defaults |

Y'ou can enter a value in any of the fields below to create a default value for that figld.

General

Field Default Walue I Hide? I;I Up |

| Org MNarme

jin]

|| Address Address Lines
| Address City

| _|Address State

|| Address ZIP

| |Address Country

Do

| |Address Phone type Home

| |Address Phone number

| |Canstituent Code Cade Prospective Donor
- Constituent Code Dake From

A 1S M i

I

Constituent Code Date To

< Back I TdEwt s | Cancel | Save | Datagntryl

14. In the Default Value column, select “Prospective Donor” as the default for the Constituent Code Code
field.

15. In the Default Value column, enter today’s date as the default for the Constituent Code Date From field.

16. To save the information entered on the Constituent Batch Setup screen and display the Data Entry screen
for this constituent batch, click Data Entry. For more information about how to add constituents to the
batch, see “Constituent Batch Data Entry” on page 35.
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Constituent Batch Data Entry

After you select the fields and defaults for the batch on the Constituent Batch Setup screen, click Data Entry to
display the Data Entry screen for the constituent batch.

5 Batch 32 (=]

File Edit “iew Constituent Favartes Tools Help

ESaveandClee'|n£_;'.: |§' &'||& En|||?'
Key Indicator First Mame | Middle Mame | Last Mame Org Mame Address Address..| Address City Address State

Individual [ Frank. Pierce S69Z 40z Valley Brook ... Athens [}

Individual Ms. Alison Roger =13 ] 506 Morth Murra... Charlestan SC

Individual Mrs. Marga LaRue 5694 11 Peachtree Court Atlanta GA

Individual [ Jason Hills 5695 453 Chimney Lane | Monkgomery aL
KN 7
| Fress F3 for today's date, F7 for calendar | Conztituent 4 of 4 | | Hidden columns exist 4

There are three main areas on the Data Entry screen: the Default Row, the Data Entry grid, and the Status bar.

Default Row

Note: To easily differentiate the Default Row from the other rows in the Data Entry grid, we strongly
recommend you display the Default Row in a different color than the Data Entry grid.

When displayed, the Default Row is the first row in the Data Entry grid and contains the default values you select
on the Defaults tab of the Constituent Batch Setup screen. When you add constituents to the batch, any
information entered in the Default Row appears as a default for each new constituent in the batch. In User
Options, you can display or hide the Default Row, choose a color in which to display this row, and select how to
add the defaults for each constituent.

Before you begin to enter data in a constituent batch, select in User Options how to enter defaults in the batch.
There are three ways to enter defaults in the batch. In a field, you can press F2 to add the default for that field,
insert a default when you select a field, or insert all available defaults when you begin a new row in the batch. The
Default Row is a tool to easily see and change the current defaults for a batch.

When you display the Default Row, you can type over the default you want to change in the Default Row to
change the defaults. When you change the values in the Default Row, the changes update on the Defaults tab of
the Constituent Batch Setup screen. If you change an entry in the Default Row after you enter constituents in the
batch, the new default settings affect the constituents entered after you make the change. The new default
settings do not affect constituents already in the batch. For more information about how to display the default
row, see “User Options” on page 9.
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Data Entry Grid

In the Data Entry grid, each row in the spreadsheet that contains information becomes a constituent record when
you commit a batch to the database.

£k Batch 32
File Edit “iew Constituent Favortes Tools

Help

[_[5]x]

[ 5ave and Closs - | H =

ERes s == ke

Mr. Frank.
Ms. Alison
Mrs., Margo
Mr, Jasan

[ |

Middle Narne:

Fierce
Roger
LaRue
Hills

Last Narne

Crg Marme

5692
S693
5694
5695

Address Address..| Address City Address State

40z Valley Brook ... Athens [}
506 Morth Murra... | Charleston SC
11 Peachtree Court Atlanta GA

453 Chimney Lane | Monkgomery AL

Bl

| Fress F3 for today's date, F7 for calendar

| Constituent 4 of 4 | | Hidden columns exist 4

When you set up a constituent batch, you define the columns that appear in the Data Entry screen from the Fields
tab of the Constituent Batch Setup screen. The columns list in the order you select on the Fields tab. For more
information about the Fields tab, see “Fields Tab” on page 21.

When a column is not applicable to the constituent you enter, the field is locked and appears in the color you
select in the Locked cell color field on the Color tab of User Options. For example, when you add an organization
constituent record, individual fields, such as Marital status, are not applicable to this record. Any organization
fields are locked and appear in the color you select for a locked cell.
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Status Bar

The status bar at the bottom of the Data Entry screen displays helpful information about the constituents entered
in the batch. It is divided into three sections.

5 Batch 32 (=]

File Edit “iew Constituent Favartes Tools Help

) save and Olose~ | 8| & (&-| &8 | by | | 2| 2 -
First Mame | Middle Mame | Last Mame Org Mame Address Address..| Address City Address State
[ Frank. Pierce S69Z 40z Valley Brook ... Athens [}
Individual Ms. Alison Roger =13 ] 506 Morth Murra... Charlestan SC
Individual Mrs. Marga LaRue 5694 11 Peachtree Court Atlanta GA
Individual [ Jason Hills 5695 453 Chimney Lane | Monkgomery aL
KN 7
| Fress F3 for today's date, F7 for calendar | Conztituent 4 of 4 | | Hidden columns exist 4

¢ The first section of the status bar displays messages related to data entry. For example, when you have focus in
the Title 1 field, this section of the status bar displays “Press F7 for table lookup”.

¢ The second section of the status bar displays the row number for the active row versus the total number of
constituents in the batch. For example, if you enter 40 constituents in a batch and select the row for the tenth
constituent listed in the batch, “Constituent 10 of 40” appears in this section of the status bar. The total number
of constituents in the batch updates every time you complete the entry for a constituent.

¢ When you hide one or more columns in the Data Entry grid, the last section of the status bar displays the
message “Hidden columns exist”. You can hide columns on the Defaults tab of the Constituent Batch Setup
screen, or select View, Hide/Show Columns from the menu bar. For more information, see “Hiding a column in
a batch” on page 53. If you do not hide any columns in the batch, no message appears in this section of the
status bar.

Adding Constituents in the Data Entry Grid

After you set up a batch, you can begin to add constituents in the Data Entry grid. There is no limit to the number
of constituents you can enter in a batch. However, we recommend you commit the batch at a regular interval.
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» Adding constituents to the data entry grid

Scenario: You received a list of potential donors from your Open House. Set up a batch to add them to
your database. The first constituent you want to add is Frank Pierce, who lives at 402 Valley Brook
Drive, Athens, GA 30606. Frank’s home phone number is 706-555-1363 and his ID is 5692.

Scenario: Before you can add new constituents to a batch, you must set up the batch. Select the batch
number and the fields and defaults you want to include in the batch. This scenario uses the batch set
up in “Setting up a new constituent batch” on page 29.

Note: The first row of the batch may display the Default Row. When you add constituents to a batch, add the
constituent information in the rows below the Default Row. For more information, see “Default Row” on
page 35.

1.

Note:

From the Batch page, open the constituent batch with the description “Prospects obtained from the Open
House on 09/06/2005.” For more information about how to open a constituent batch, see “Accessing a
Constituent Batch” on page 6. The Data Entry screen appears for the constituent batch.

2% Batch 32 [_[5][=]

File Edit View Constituent Fawortes Tool Help
E]Saveandﬁ\ﬂse" = j|§' @"é‘:' i oA | J| J| W=

Key Indicator | Title 1 I First Name |M|dd\e Namel Last Name | Org Name D Address Address..l Address City Address State
Individual

Individual Mr. Frank. Pierce 5692 402 Valley Brook. ... Athens GA

]| G|

Press F3 for loday's date, F7 for calendar ‘Cunsliluenﬂ of1 |

| Hidden columns exist

To move from field to field in the Data Entry grid, use the arrow keys in conjunction with the Control key

on your keyboard. For example, <CTRL> + RIGHT ARROW KEY moves your cursor to the right.

2.

5.

Note:

On the first row, select “Individual” in the Key Indicator column because you to add a new individual
constituent record for Frank Pierce.

In the Title 1 column, enter “Mr.”.
In the First Name column, enter “Frank”.
In the Last Name column, enter “Pierce”.

Auto Complete occurs when you type the first few letters of information in a field, and the rest of the

information automatically defaults in. For example, if you type “M” in the Marital status field, then “Married”
automatically defaults.

6.

In the ID column, enter “5692”.
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10.
11.

12.
13.

In the Address Address Lines column, enter “402 Valley Brook Drive”. For more information about how to
add addresses, see the Constituent Data Entry Guide.

In the Address City column, enter “Athens”.

In the Address State column, enter “GA”.

In the Address ZIP column, enter 30606.

In the Address Country column, enter “United States”.

2% Batch 32

|| f402 valley Brook ... 30606 Urited States 706-555-1363 09062003 ;

In the Phone number column, enter “706-555-1363".

In the Constituent Code Date To field, enter the date one year from today because your organization has
mandated that a constituent remain a prospect for one year.

2% Batch 32

] 0605 United States P06-555-1363 n9/05/2002 03/05/2003
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Note: When you add or edit credit card information in a batch, The Raiser’s Edge automatically sends the
credit card information to the Blackbaud Payment Service when you leave the row. Depending on your Internet
connection, you may experience a slight delay. After The Raiser’s Edge securely stores the credit card
information, only the last four digits of the credit card number appear in the row.

14. To create a new row so you can add the next constituent to the batch, press TAB on your keyboard.
15. With the same methods you used to add Frank Pierce to the batch, add additional constituents.

¢ Ms. Alison Roger, who lives at 506 North Murray Drive, Charleston, South Carolina, 29406. Alison’s
home phone number is 843-555-8542 and her ID is 5693.

e Mrs. Margo LaRue, who lives at 11 Peachtree Court, Atlanta, Georgia, 30335. Margo’s home phone
number is 404-555-4234 and her ID is 5694.

e Mr. Jason Hills, who lives at 453 Chimney Lane, Montgomery, Alabama, 36110. Jason’s home phone
number is 205-555-5274 and his ID is 5695.

16. To save the information you entered in the batch and close the Data Entry screen, click Save and Close on
the toolbar.

Data Entry Screen Menu Options

This section contains basic procedures for the Data Entry screen menu, such as to add and remove fields from a
constituent batch, and hide and freeze columns in the Data Entry grid. For information about general menu
options, see the Program Basics Guide.

Selecting, Inserting, and Deleting Rows from the Data Entry Grid

You can use the procedures below to select, insert, and delete rows in a constituent batch. It is useful to select
rows to insert or delete rows or export data to another application. It is useful to insert rows in a constituent
batch to enter constituent information in the batch in a certain order. To maintain the order, you may need to
insert a row in the batch. You can also easily delete rows in a batch. For example, you may need to delete a new
constituent row because you accidentally added the constituent in the batch twice.

» Selecting rows from the Data Entry grid of a batch

Note: To select a row, you can also click on the gray square to the left of the row.
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4.

From the Data Entry screen of a batch, click in the row you to select, and select Edit, Select Row from the

menu bar. The row appears selected. For more information about how to open a constituent batch, see
“Accessing a Constituent Batch” on page 6.

2% Batch 32

File Edit View Constituent Fawortes Took

_[5]
Help

E]Saveandﬁ\ﬂse"u j|§' @"é‘:' 74| &|J|J| W=

Key Indicator | Title 1 I First Name | Middle Name I Last Name | Org Name | D | Address Address..l Address City | Address State
Individual
Individual Mr. Frank. Pierce 5692 402 Valley Brook. ... Athens GA
Individual |£l||5|jr| 5693 506 Morth Murra, .. |Charleston
5634 11 Pearhtree Court Atlanta GA
Individual TMr, Jason Hills 5695 453 Chimney Lane | Montgomery AL
]| G|
Press F3 for loday's date, F7 for calendar ‘ Constituent 4 of 4 | | Hidden columns exist 7

To deselect the highlighted row, click in any other row in the Data Entry grid.

With your cursor anywhere in the Data Entry grid, select Edit, Select All Rows. All rows now appear
selected.

To deselect the highlighted rows, click anywhere in the Data Entry grid.

» Inserting a row in the Data Entry grid of a batch

1.

From the Data Entry screen for a batch, select the row below which you want to insert a new blank row.

For more information about how to open a constituent batch, see “Accessing a Constituent Batch” on
page 6.

2% Batch 32

_[=5]%]
File Edit View Constituent Fawortes Tool Help
E]Saveandﬁ\ﬂse" = j|§' @"é‘:' i oA | J| J| W=
Key Indicator | Title 1 I First Name |M|dd\e Namel Last Name | Org Name | D | Address Address..l Address City | Address State
| [Individual
| |Individual Mr. Frank. Pierce

5692

402 Valley Brook. ... Athens GA
506 Morth Murra...

Individual

Charleston

11 Pearhtree Court Atlanta GA

453 Chimney Lane | Montgomery Al

]|

|

Press F3 for loday's date, F7 for calendar

Constituent 4 of 4 Hidden columns exist |~
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Note: To insert a new row, you can also right-click the selected row to access the shortcut menu. When the

shortcut menu appears, select Insert Row.

2. From the menu bar, select Edit, Insert Row. The blank row appears above the row where you placed your

cursor.

» Deleting a row in the batch

Note: To select a row in the Data Entry grid, click the gray square to the left of the row in the Data Entry grid.

1. From the Data Entry screen for a batch, highlight the row in the batch you want to delete. For more
information about how to open a constituent batch, see “Accessing a Constituent Batch” on page 6.

¥ Batch 32

File Edit View Constituent Favortes Took Help

BseveandCios=- [l | S- 3-8 o @ =] 2 -

[_[5]x]

Key Indicator | Title 1 | Firsk Mame | Middle Name | Last Mame | Org Name | D | Address Address..l Address City | Address State
| [Individual
- Individual Mr. Frank. Pietce 5632 40z Valley Brook. ... Athens (<1}
|Ali~:~-:wr| ger 506 Morth Murra, .. |Char\e:'-t-:-r|
Individual Mrs, Margo LaRue 5634 11 Peachtree Court Atlanta (<1}
Individual Mr. Jason Hills 5635 453 Chimney Lane | Montgomery AL
| i

Press F3 for loday's date, F7 for calendar ‘ Constituent 4 of 4 |

| Hidden columns exist |~

Note: To delete a row, you can also right-click the selected row to access the shortcut menu. When the

shortcut menu appears, select Delete Row.

2. From the menu bar, select Edit, Delete Row to delete the selected row.

The Raiser's Edge

@ 'ou hawve selected 1 row for deletion. Are you sure pou want o Delete it now?

3. To permanently delete the row from the Data Entry grid, click Yes.

Viewing Properties for a Constituent Batch

You can easily view the properties for a constituent batch. The Properties screen gives you detailed information
about a constituent batch, such as when the batch was created, the system record identification, and who

created the batch.
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» Viewing properties for a constituent batch

1. From the Data Entry screen of a constituent batch, select File, Properties from the menu bar. The
Properties screen appears. For more information about how to open a constituent batch, see “Accessing a
Constituent Batch” on page 6.

Properties E2

| Constituent Batch - 32

Property I Yalue I
System record ID 62
Description Prospects obkained from the Cpen Ho...
Created on 09/06/2005 11:20:22 AM
Created by Superyisor
Last changed on 09/06/2005 2:30:26 PM
Last changed be Superyisor

2. When you finish viewing the Properties screen, click Close. You return to the Data Entry screen of the
constituent batch.

Adding and Removing Fields from a Constituent Batch

You can add and remove fields from a constituent batch after you begin to enter constituent data. When you
remove fields that contain data, the data is not retained. If you add the field again, you must reenter the data. For
example, if you remove the Gender field from a batch, and then add it again, you must reenter the gender for
each constituent in your batch.

» Adding and removing fields from a constituent batch

1. From the Data Entry screen of a constituent batch, select Tools, Edit Batch Setup from the menu bar. The
Constituent Batch Setup screen appears. For more information about how to open a constituent batch,
see “Accessing a Constituent Batch” on page 6.
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2. Select the Fields tab.

Constituent Batch Setup I
1:Batch Header  2:Figlds |§:Defau|ts|
Select the fields to be used for data entry in this batch,
Caonstituent fislds:
#- Canstituent Infarmation |
#-Spouse - Title 1
Ba Buziness - First Mame Dictan
Ba Contact - Middle Marne
Ba Individual R elationzhip - Last Mame
Ba Organization Relationzhip * | - Org Hame
EB Barks - 1D
Ba Education - Address Address Lines
- Assigned Solicitars - Bddress City
i <
E!a--.&ctions —I - dddress State
& Prospect - Address ZIP
Ba Tribute - Address Country
- Yolunteer - Addrezs Phone type
- Addresz Phone number
- Congtituent Code Code —
- Constituent Code Date From _I
@t Find... | Load from Existing Batch. .. |
< Back I Mest » | Cancel | Save | [rata Entry |

3. Add or remove fields as necessary. For example, to add the Constituent Code field, select the Constituent
Code field in the Constituent fields box and click the right arrow to move the Constituent Code field to
the bottom of the Data entry fields box. For detailed information about the Fields tab, see “Fields Tab” on
page 21.

4. To save your changes and return to the Data Entry screen, click Data Entry.

Searching for Duplicate Constituents

When you select a single row from the Data Entry screen of a constituent batch, the Duplicate Search for [ ] menu
option is available. When you select Constituent, Duplicate Search for [ ], the program searches for duplicate
entries for the selected constituent in the database based on the duplicate search criteria specified in
Configuration. If any duplicates are found, the Duplicate Search Results screen appears.

When you are anywhere on the Data Entry screen of a constituent batch and select Constituent, Duplicate
Search for Batch from the menu bar, the program searches for duplicate entries in the entire batch based on the
duplicate search criteria you specified in Configuration. If any duplicates in the batch are found, the Duplicate
Search Results screen appears. For more information about how to set up duplicate search criteria, see the
Configuration & Security Guide.

You can also search for duplicate constituents in the database during the validation and the commit process. For
more information about how to search for duplicates during the validate or commit processing, see “Validating a
Batch” on page 60 or “Committing a Batch” on page 62.

» Searching for a single duplicate constituent

Note: To highlight a row in the Data Entry grid, click the gray square to the left of the row in the Data Entry
Grid.
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From the Data Entry screen of a constituent batch, select the row that contains the constituent who may

have a duplicate record. For this example, select the row that contains Mark Adamson.

2% Batch 32

File Edit View Constituent Fawortes Took

Help

E]Saveandﬁ\ﬂse"u j|§'|§'|,§:|m i e NEa |

_[=5]%]

Key Indicator | Title 1 I First Name | Middle Name I Last Name | Org Name D Address Address..l Address City Address State

Individual

Individual Mr. Frank. Pierce 5692 402 Valley Brook. ... Athens GA

Individual Ms. Alison Roger 5693 506 Morth Murra... Charleston SC

Individual Mrs. Margo LaRue 5694 11 Peachtree Court Atlants GA

Individual Mr. Jason Hills 5695 453 Chimney Lane | Montgomery AL
]| G|
Ready.

‘ Constituent 5 of & |

| Hidden columns exist

Note: The name of the selected constituent appears in the title for the menu option. For example, if you
highlight a row that contains Sarah Mitchell’s information, the menu option displays Duplicate Search for

Sarah Mitchell.

2. From the menu bar, select Constituent, Duplicate Search for Mark Adamson.

¥ Batch 32

[_[5]
File Edit View | Constituent Favortes Tooks Help
I Save and Clos ch For Mark Adamson k] o (=1 P
Duplicate S h For Batch
Key Indicat IPIEE SREn &7 B4 B | Last Marne | Org Name D Address Address..l Address City Address State

|_|trdividual B8 address Lookup

- Individual Validate with Addresshccelerator Pierce 55632 40z Valley Brook. ... Athens G

- Individual TS ST Roger 5533 506 MNorth Murra,., Charleston SC

| | Indiwidual Mrs, Margo LaRue 5694 11 Peachtree Court Atlanta iaf

| | Indiwidual Mr. Jason Hills 5655 453 Chimney Lane  Montgomery AL
KIS I
Feady. ‘ Constituent 5 of 5 | | Hidden columns exist 7

Note: The program searches only the database for duplicate constituents. If you enter Mark Adamson twice in
the same batch, no duplicates are found.
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3. If the program finds a duplicate for Mark Adamson, the Duplicate Search Results screen appears and
displays possible duplicates.

Duplicate Search Results E

The system found the following constituent name matching the duplicate criteria specified in Configuration.

Duplicate Constituents

x|

4. To view a constituent record, select the constituent in the Duplicate Constituents grid and click View.
Mark Adamson’s constituent record appears so you can determine if the entry duplicates his record.

RI=

File Edit Yiew Constituent Letter Favorktes Tools Help
ESaveandE\ose"u|§'@'@‘ M 4 » H | —+ | 2'|? B||| ?'|&'|@' ER

v Attibutes I v Media I v bclions | Honor/Memarial I v Wolunteer I v Prospect I v Membership I v Events I
v Biol | v Bin2 | v Addresses | v Addiessees/Salutations | v Relationships | v Bppeals | v Motes | v Gifts

r— Biographical r— Preferred Address - Home
Last name: IAdamson Aliazes | Country: |United States j Mare... |
First name: IMarK Address lines: [125 Smokerise 'wWay =]
Middle name: IDanieI LI
Titles: IM" j I j Clty: ICharIeston
Euffies I n j I j State: ISC 'l South Carolina
Mickname: I ZIP: |294D1 nl DF'EI:I
Maiden name: | Phones/Email{Links
o |3 DNCI Type |Number,|’EmaiI Addressl Shared?
' - Harrie 543-795-6695 Mot Shared
Gender: IMaIa j SSM: |259'53'1152 - Emnail madamnson@sncn.net  Cannok be Shared
Birth date: IDSJZBJ‘I 954 l Age: B0 ||
[" Deceased? Date: I ji ki =
: - r This constituent
b arital status: |Divorced -
I J ™ lzinactive I~ s a solicitor Details |
ﬂ“ [ Gives anonymously [~ Hasz no valid addresses
Solicit code: IDO not phone at work [~ Requests no email
Tiustee Education | v Business | Bank |

5. Once you view Mark’s constituent record, click Save and Close on the toolbar to close the constituent
record and return to the Duplicate Search Results screen.

To return to the Data Entry screen for the constituent batch, click OK.

7. If the entry in the batch for Mark Adamson duplicates a record already in your database, delete the row
that contains Mark Adamson’s information from the batch. For more information about how to delete a
row in a batch, see “Selecting, Inserting, and Deleting Rows from the Data Entry Grid” on page 40.
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» Searching for duplicate constituents in the batch

1. From the Data Entry screen of a constituent batch, select Constituent, Duplicate Search for Batch from

the menu bar. For more information about how to open a constituent batch, see “Accessing a Constituent
Batch” on page 6.

2§ Batch 32 HE

File Edit View | Constituent Favortes Took Help

E Save and Clos Duplicate Search for Mark Adamson Lm | | ? -
Key Indicat 2 2 | Last Marne | Org Name D Address Address..l Address City Address State

|_|trdividual B address Lookup

Individual yalidate with Addresshccelsrator Pierce 55632 40z Valley Brook. ... Athens G
| | Indiwidual TS ST Roger 5693 506 Morth Murra,.. Charleston SC

Indiwidual Mrs, Margo LaRue 5694 11 Peachtree Court Atlanta iaf

Individual Mr. Jason Hils 5655 453 Chimney Lane  Montgomery AL
KN I
Feady. ‘ Constituent 4 of 5 | | Hidden columns exist %

The Raiser’s Edge searches for duplicate entries in the batch based on the search criteria you specify in
Configuration. If no duplicate records are found, a message appears.

The Raizer's Edge E3

@ Mo Duplicates found.

2. If duplicate entries for a batch are found, the Duplicate Search Results screen appears.

Duplicate Search Reszults E2
The zystem found 2 duplicates based on the duplicate criteria entered it Configuration.
Duplicate Constituents | Close I
Conskituent Mame I Address I City, State I ZIP Goto |
Jason Hills

Jason Hills

To quickly access a duplicate record, select the duplicate constituent name in the grid and click Go to.
3. Click Close. You return to the Data Entry screen of the constituent batch.
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Accessing and Correcting Addresses for Constituents through a
Constituent Batch

Note: Before you use the Address Lookup or Validate with AddressAccelerator menu options in Batch, make
sure your AddressAccelerator data files are installed and linked correctly in User Options. For more information
about how to set up these user options, press F1 on any AddressAccelerator screen to access the help file.

When you have the address correction service, AddressAccelerator, you can search for the city, state, and/or ZIP
Code for a constituent’s address on the Address Lookup screen. To update a constituent’s address in Batch, select
Constituent, Validate with AddressAccelerator from the menu bar of a constituent batch. For more information
about AddressAccelerator, press F1 on any AddressAccelerator screen to access the help file.

» Looking up an address for a constituent

Note: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For
example, to access the Address Lookup screen for a batch, press CTRL + Q on your keyboard.

1. From a constituent batch, add the constituent information as seen on the screen below. For more
information about how to enter constituent information into a constituent batch, see “Adding
Constituents in the Data Entry Grid” on page 37.

§ Batch 36 M=

File Edit View Constituent Fawortes Tool Help
E]Saveandﬁ\ﬂse" = j|§' @'|| 1 o “ | e
Key Indicator | First Name | Last hame | 1D I Address Address, Address City Address State Address 2

Individual
Individusl James Davidson 1002 5688 Cedar Road | Richmond [

BN

]| G|

Ready. | Conslituent 1 of 1 i

In the Address field, enter “5688 Cedar Road”.
In the City field, enter “Richmond” and in the State field, enter “VA”.
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4. From the menu bar, select Constituent, Address Lookup. The Address Lookup screen appears.

Address Lookup

Open |
Cancel

RICHMOMD VA, 23243

RICHMOMD W, 23242

RICHMOMD W, 2324

RICHMOMD WA, 23240

RICHMOMD VA, 23238

EMD HD W, 23237 Jﬂ
4 4

Search criteria:

City: |Hichmcund Fird Mo
State: WA, | “irginia

e

The available City, State, and ZIP Codes default into the Address Lookup grid.

5. Select the appropriate ZIP Code and click Open. The ZIP Code you select appears in the ZIP field in the
batch.

» Correcting an address for a constituent

1. From a constituent batch, add the constituent information as seen on the screen below. For more
information about how to enter constituent information into a constituent batch, see “Adding
Constituents in the Data Entry Grid” on page 37.

5§ Batch 36 =

File Edit “iew Constituent Favoites Tools Help
E]Saveandtlose"u ﬂ|§'@"¥|m gl 2 -

Key Indicator I First Mame | Last Mame | pis] I Address Address ... Address City Address State Address ZIP

Individual
Individual Jake Smith 5599 659 St, Andrews Blvd,  Charleston SC 30343

Ready. |Cunstwluenl1 of 1 | ‘ 7

Note: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For
example, to access the AddressAccelerator screen for a batch, press ALT + C, V on your keyboard.

2. Inthe Address field, enter “659 St. Andrews Blvd.”.
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3. In the City field, enter “Charleston” and in the State field, enter “SC”.

. In the ZIP field, enter “30343".
5. From the menu bar, select Constituent, Validate with AddressAccelerator. The AddressAccelerator screen
appears.

Addresshccelerator x|

Current Address Information

Caonstituent 1D
Address Type:
Address: B53 5t Andrews Blvd

County:

CaRT

City: Charleston LOT:
State: 5C ZIP: 30343 DFLC:

Choosze the 'Jpdate Address' button to update the cunrent address information shown above with the walidated
addresz displayed below,

address: [£59 St Andrews Bled ™| &dd footnote 5 an address attibute

City: IEhalIeston
State: ISC vl Sauth Caralina Date To Use: IToda_l,J's date 'I
ZIP: [23407-7165  DPE: [59 Comment: | »]

County: |Eharleston

CART: ICD42 LOT: IDDU‘I? Walidate |

Update Address | LCancel |

Note: You can edit the address fields on the AddressAccelerator screen. Enter or change address information
in these fields as you like and click Update Address to validate the address information you enter.

6. AddressAccelerator locates the correct format of the address you specified. To update the mailing address
for the constituent, click Update Address. You return to the Data Entry grid. The updated address
information appears in the constituent row.
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7. If the address you type in the address fields in the data entry grid does not exist, the Zip Browser screen

appears.
RS9 Zip Browser
Address Entry Pre Dir. | Street Mame | Suffin | Past Dir. |;|
ROSLYM DR
Stale:ISE ROTHERWOOD DR
ROUMDTABLE CT
City: ICH."—\FELESTDN ROvAL CASTLE LM
ROYAL PALM BLWD
Address: |859 Saint Andrews EHSE$ lél}l
RUTLEDGE AVE |
RUTLEDGE BLWD
Update I Cancel SABIN ST
SAIMT AMDRE! BLYD
E/D | Primary | Building/Firm | E/0 | Secondary | Ziped | DR/cD =]
E 512-540 29407-7162
u} 5153-533 23407-F160
E 542-610 29407-7161 J
u} EO1-B17 29407-7142
E B12-632 29407-7170
0 B19-623 29407-7166
u} E25-635 23407-F174
E B32 REMAX REALTY 29407-7146
E E

PSYCHIATRIC SYC

| _>DI

From the Zip Browser screen, you can lookup states, cities, and street addresses to locate the
constituent’s correct address information.

8. Make any necessary selections and click Update. If the address cannot be validated, a message appears to
prompt you to search for the address. To search for the address, click Yes. If the address can be validated,
you return to the AddressAccelerator screen.

9. Click Update Address. The correct address information appears in the address fields in the Data Entry
grid.

0
1

Freezing and Unfreezing Columns in the Data Entry Grid

You can use the Freeze and Unfreeze menu options to lock and unlock all columns to the left of the column you
select. For example, you may want to freeze the Constituent Name column so you can always view the name of
the constituent for which you are adding address information. When you freeze a column, it remains stationary
and visible regardless of the horizontal direction you scroll. When you unfreeze a column, the columns move to
the left or right corresponding to the horizontal direction you scroll. If the selected column is already frozen or
unfrozen, the Freeze or Unfreeze options are disabled.
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» Freezing a column in a batch

1. From the Data Entry screen for a batch, put your cursor in any row of the right-most column to freeze. For
example, to freeze the first three columns in the batch, put your cursor in any row in the third column in
the batch and select View, Freeze from the menu bar.

¥ Batch 32 [_[5]
File Edit | “iew Constituent Favortes Took Help
[ 5evea  Hide/Show Cobmns. A== ?-
I Fresze
ey T MName | Middle Name | Last Mame | Org Name D Address Address.‘l Address City Address State
nireeze

| [Individe
- Individe Fiefresh Batch F5 Pierce 55632 40z Valley Brook. ... Athens G
- Individual s, Alizon Roger 5533 506 MNorth Murra,., Charleston SC

Indiwidual Mrs, Margo LaRue 5694 11 Peachtree Court Atlanta iaf

Individual Mr. Jason Hils 5655 453 Chimney Lane  Montgomery AL
KIS I
Feady. ‘ Constituent 4 of 5 | | Hidden columns exist 7

2. When you use the horizontal scroll bar, the selected column and all columns to the left of this column
remain stationary.

» Unfreezing a column in a batch

1. From the Data Entry screen for a batch, put your cursor in any row of the left-most column to unfreeze.
For example, if the first three columns in the batch are frozen and you want to unfreeze the second and
third column, put your cursor in any row in the second column in the batch and select View, Unfreeze
from the menu bar.

€} Batch 32 M=

File Edit | View Constituent Favortes Tools Help

[ 5avea  Hide/Show Columns.. b| e el=z)?-
Freeze I
Key Name | Middle Name I Last Name | Org Name | D | Address Address.‘l Address City | Address State

| [Indvide
- Individe FBefresh Batch F5 Pierce 5692 402 Valley Brook. ... Athens GA
- Individual Roger 5693 506 Marth Murra,.. | Charleston SC

Individual Mrs. Margo LaRue 5694 11 Peachtree Court Atlants GA

Tndividual Mr. Jason Hills 5695 453 Chimney Lane | Montgomery AL
KN 3|

Ready. Constituent 4 of 5 Hidden columns exist Z
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2. The selected column and all columns to the right of this column are unfrozen. You can move to the left or
right of the columns corresponding to the direction you scroll.

Hiding Columns and Viewing Hidden Columns in a Batch

If you select the same entry for a particular field for every constituent in a batch, you can enter a default and hide
the field. For example, you add the names of new prospects to a batch. Because each prospect has a constituent
code of Alumnus, you add Alumnus as the default for the Constituent Code Code field and hide the Constituent
Code Code field. You cannot hide the Last Name field because your entry in this field is different for each
constituent. You can use this procedure to determine the columns that are hidden or to display a hidden column.

» Hiding a column in a batch
Warning: If you have not entered a default for a field, you should not hide the field. Even though a hidden field
is not visible on the Data Entry screen, it is still included in the batch and you need to enter data in the field.

1. From the Data Entry screen for a batch, select View, Hide/Show Columns from the menu bar. The
Hide/Show Columns screen appears.

Hide/Show Columns E3 |

Columns:

kKey Indicator ﬂ
Title 1

First Marme
Middle Mame

Last Mame

Org Mame

10

Address Address
Address Ciky

ak | Cancel |

2. Unmark the checkbox next to the columns to hide in the Data Entry grid.

U I I I B I I

3. Click OK. The columns you unmarked are now hidden in the batch.
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» Viewing hidden columns in a batch

1. From the Data Entry screen for a batch, select View, Hide/Show Columns from the menu bar. The
Hide/Show Columns screen appears.

Hide/Show Columns E3 |

Columns:

kKey Indicator ﬂ
Title 1

First Marme
Middle Mame

Last Mame

Org Mame

10

Address Address
Address Ciky

| o BT W 1S - TR Ty h
L i I [

ak | Cancel |

Note: To display all the columns in the Data Entry grid, click Select All.

AKX RA

2. Mark the checkbox next to the columns you want to view in the Data Entry grid. For example, to view the
Phone type column in the Data Entry grid, mark the Phone type checkbox.

3. To display the selected columns in the Data Entry grid, click OK.

Printing Data from a Batch

You can use this procedure to print the current contents of the Data Entry grid.
» Printing the contents of the Data Entry grid

Note: To change your default printer, select File, Print Setup from the menu bar. For more information, see
the Program Basics Guide.



CONSTITUENT BATCH 55

1. From the Data Entry screen for a batch, right-click anywhere in the Data Entry grid. A shortcut menu
appears. For more information about how to open a constituent batch, see “Accessing a Constituent
Batch” on page 6.

€} Batch 32 M=

File Edit View Constituent Fawortes Tool Help

E]Saveandﬁ\ﬂse"u j|§' @'|| = &||| W=

Key Indicator Title 1 Firsk Mame | Middle Name | Last Mame Org Mame Address Address..| Address Citw Address Stake
Individual Mr. Frank. Pierce 5692 402 Valley Brook. ... Athens GA
Individual Ms. Alisan Roger 5693 506 Marth Murra,.. | Charleston SC
Individual Mrs. Margo LaRue 5694 11 Peachtree Court Atlants GA
Individual Mr. Jason Hills 5695 453 Chimney Lane | Montgomery AL
=E, |nsert row
B+ Delste rows...
8 Find

Hide Column
FEreeze Column

Whiresze ol

E Export Batch Grid...
Erport to Excel

S

=Bl |

KN 3|

Ready. ‘ Constituent 4 of 5 | | Hidden columns exist Z

2. Select Print. A Print Grid Options screen appears where you can specify settings for printing. The contents
of the Data Entry grid then print to your default printer.

Exporting Data from a Batch

You can export the entire Data Entry grid to Microsoft Excel or to another application. When you select the Data
Entry grid, all the data entered in the batch exports to your selected application. It is useful to export data from a
batch to compare the data in the export to the data in the batch. For example, you may want to do a quick spot

check of the data you entered in the batch.

» Exporting the Data Entry grid to Microsoft Excel

Note: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For
example, to export the Data Entry grid to Microsoft Excel, press ALT + E, E on your keyboard. To export the Data
Entry grid to another application, press ALT + E, G on your keyboard.
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1. From the Data Entry screen for a batch, right-click anywhere in the Data Entry grid. A shortcut menu
appears.

€} Batch 32 M=

File Edit View Constituent Fawortes Tool Help

E]Saveandﬁ\ﬂse" = j|§' @'|| 1 o ‘

Key Indicator Title 1 Firsk Mame | Middle Name | Last Mame Org Mame Address Address | Address Citw Address Stake

Individual Mr. Frank. Pierce 5692 402 Valley Brook. ... Athens GA
Individual Ms. Alisan Roger 5693 506 Marth Murra,.. | Charleston SC
Individual Mrs. Margo LaRue 5694 11 Peachtree Court Atlants GA
Individual Mr. Jason Hills 5695 453 Chimney Lane | Montgomery AL

=E, |nsert row

B Delete rows...

(¥ Find

Hide Calurn

Ereeze Column

Witreeze Eolurmt

E Expart Batch Grid..

= Print

= i)

KN 3|

Ready. ‘ Constituent 4 of 5 | | Hidden columns exist Z

Note: To stop the export and return to the Data Entry screen in Batch, click Cancel on the Exporting File
screen.

2. Select Export to Excel. The Exporting File screen appears and displays a progress indicator. In the lower
left corner of this Options screen, the path and file name of the export file appear.

E xporting hile... x
Cj;ﬂlackbaud Fiecords processed ; 7 of B
é Time elapsed : 00:00:00
@ Tire remaining : 00:00:00
NN NNNNNNENNNNNENNNNNNNNNNENNN]

Excel 57 [+L5]

CAwWAMM T ProfilesEllynFe'PerzonalhBB1_10.x1z
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Microsoft Excel automatically opens and displays the information exported from the Data Entry grid in

Batch.

Ed Microsoft Excel - Bb1_1.xls

_[5]x

J@ Ele Edt Yiew Insert Format Tools Data Window Help ;Iilﬁl
DEHS|SRY | sm@d|w- .z & 8@ B 2| mssmsser s« Bz o 2 e
E25 = =]

A | B [ c [ ] [ E 5
| 1 |KeyIndicator  Mame Address as itwill be printed Constituent Cocle Canstituent Cocle Date From C |
[ 2 |Individual
| 3 |Indivictual tdelanie Garrizon 1624 Miles LanellBossier City, LAT1110  Board Member  1/1/03
[ 4 |Individual Deborah Miller 74 Tallassee RoadllAthens, GA 30606 Board Member 1/1/03
| & |Individual Thomas Calhoun 70 Milton TrailsllAthens, GA 30606 Board Member 1/1/03
| B |Indivictual
7]

5
2
10|
il
12
13|
14
15
16|
17
16
19|
|20
21
Ea
23
24
[ 4V BB1_1 4] JJ
Ready 1 S ] |

3. To save any changes to the export file, select File, Save from the Microsoft Excel menu bar.

» Exporting the Data Entry grid to another application

1. From the Data Entry screen for a batch, right-click anywhere in the Data Entry grid. A shortcut menu

appears.

2% Batch 32

File Edit View Constituent Fawortes Took

PseveandCiose- | | 8| - (2| 3| o 2 | =2| &

_[5]
Help

?-

Key Indicator Title 1 Firsk Mame | Middle Name | Last Mame Org Mame Address Address | Address Citw Address Stake
Individual Mr. Frank. Pierce 5692 402 Valley Brook. ... Athens GA
Individual Ms. Alisan Roger 5693 506 Marth Murra,.. | Charleston SC
Individual Mrs. Margo LaRue 5694 11 Peachtree Court Atlants GA
Individual Mr. Jason Hills 5695 453 Chimney Lane | Montgomery AL
=F |nsert row
i‘ Delete rows...
(3 Find
Hide Column
FEreeze Column
Whiresze ol
Erport to Exoel
= Print
=¥ [50(0;
4] | 1Bl
Ready ‘ Constituent 4 of & | | Hidden columns exist 2

Note: To stop the export and return to the Data Entry screen in Batch, click Cancel on the Export screen.
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2. Select Export Batch Grid. The Export screen appears so you can choose the file type, location, and file
name for the export file.

Export file bpe: Comma-Separated Yalues j

Export file name: II:;\e:-:palt

W Include header
E wport Mo I Cancel

3. Inthe Export file type field, select the format for the export file. For more information about the available
export formats, see the Query & Export Guide.

4. In the Export file name field, enter the name and location where you want to store the export file. To
browse for the location to store the file, click the browse button.

5. To have the first row of the export file contain the column headings listed on the Data Entry screen, mark
Include header.

6. To begin to export the Data Entry grid, click Export Now. The Exporting File screen appears and displays a
progress indicator. In the lower left corner of this screen, the path and file name of the export file appear.

Exporting file._. E3 |

d}nlckbaud Records processed : 4 of 5
é Time elapsed : 00:00:00

53 Tirne rernaining ; 00;00;00

Comma-Separated Yalues
C:\evpart1 2CSV

7. When the Exporting File screen closes, the export is complete. You can open the export file using an
application compatible with the Export file type you selected.

Sending a Constituent Batch Report as Email

Note: The Raiser’s Edge is compliant only with MAPI email software such as Microsoft Outlook.

You can send information included in a batch report as email. For example, your Development Director is on a
business trip and requests a batch log report for constituent batches you commit to the database this week. You
can send all constituent batch reports as an email. When you send data as email, you can select the type of
format for the information sent, select the recipients of the email, and check the names and addresses of the
recipients. As a reminder, sending batch report information as email and working with options in Mail are
separate. For more information about Mail, see the Mail Guide.
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» Sending a constituent batch report as email

1. From the Data Entry grid, select File, Send as Mail from the menu bar. Select the type of report to send.
For more information about how to open a constituent batch, see “Accessing a Constituent Batch” on
page 6.

% Batch 44 S[=]

File Edit ‘iew Constituent Favortes Tools Help

Jlew 3 RN =]l
Open... Clrl+0

= Lask Narme I Org Name 10 Gender

¥ Delete...

u Save Chil+5 Jith 21151 Male Iar

i} Save and Mew Chil+iaf  ferfield 21152 Female Sing

E Save and Close CuleL  prdler 21153 Female Sing
Jliarms 21154 Male Man

Properties Ll 21155 Male Sin

N Commit Cornpleted Batch. . Chl+T

D Frint Setup...
[ & Preview

=5 Print

E Export

=

Send az Mail Batch Log...

Walidation Fepart...

Clase
KN 2
| Fieady. Congtituent & of & y

The Batch Log Report screen appears.

Batch Log Report

=]
Batch type: | Constituent =]
Batch status: | <Al Batches> =]

¥ Include recuring batches

b il Mo | Cancel |

2. In the Batch type field, select the type of batch to include in the report. You can include constituent, gift,
time sheet, or all batches.

3. In the Batch status field, select the status of batches to include in the report. You can include open,
closed, or all batches.

To include recurring batches in the report, mark Include recurring batches.
5. Click Mail Now. The Export screen appears.

Export

Format;

]|
_ Concel |

. Cancel
Dreztination:

Micrasoft Mail [MAF] =]
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6. Inthe Format field, select the type of format in which to export the report. Some examples of format are
Crystal Reports (RPT), Text, or Rich Text Format.

7. In the Destination field, select “Microsoft Mail (MAPI)”".

MAPI, an acronym for Messaging Application Program Interface, is the application used to send mail from
a queue. This program interface enables you to send email from within a Windows application, such as
Microsoft Word, and include the open document as an attachment.

8. Click OK. The Send Mail screen appears.

Send Mail ]|

Send I Check Namesl Addrezs | Cancel |

To Imark.smith@sulutiuns#u.cum

Co Iaml:uer.iu:uhnsu:un@su:ulutiu:unsdu.u:u:um

Subject: Iu:u:unstituent batch log report

M ezzage

Hi bark, attached iz the report you requested. Let me know if ;I
wou have any questions. Thanks!

[~

9. Enter the information on the Send Mail screen as shown in the previous picture. The report information
you send is automatically attached to the email in the format you specify. You do not see the information
in the body of the email, but once you send the email, the information from the report is sent.

10. On the Send Mail screen, click Send.

Validating a Batch

When you validate a batch, the program examines all constituents entered in the batch to determine whether
any data entry errors exist. For example, you may have added two constituents with the same constituent ID.
Because all constituent IDs must be unique, The Raiser’s Edge does not add the two constituents with identical
constituent IDs to the database when you commit the batch. When you validate, you are prompted to search for
duplicate constituents in the database. You can specify that The Raiser’s Edge search for duplicate entries in the
database based on the duplicate search criteria you specified in Configuration. For more information about how
to set up duplicate search criteria, see the Configuration & Security Guide. We strongly recommend you validate a
batch before or while you commit it to the database so you can locate all the data entry errors.

When The Raiser’s Edge finishes the batch validation, the Validate Batch screen appears and displays the results
of the validation process. For any problem found in the batch, exceptions are created and appear either on the
Validate Batch screen or when you commit the batch to the database. Other examples of exceptions include
duplicate social security numbers and spouses who are linked to existing constituents.
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i Yalidate Batch 8 Totals

Yalidation complete. No exceptions have been found.

Other Exceptions |

Conztituent E xcephion

Mo batch row exceptions have been found,

| LCloze |

If any exceptions are found, you can correct the problem so the batch can be committed to the database without
difficulty. If the program finds more than one exception on a single row, it displays only the first exception in the
grid. After you resolve all the exceptions, we recommend you validate the batch a second time to verify a single
row did not have multiple exceptions. You can also validate a batch while you commit the batch to the database.
When you select to commit a batch to the database, The Raiser’s Edge runs a second validation if you mark
Validate batch before committing on the screen. You can preview or print the exception report for the

constituents that could not be committed. For more information about how to commit constituents to the
database, see “Committing a Batch” on page 62.

» Validating a constituent batch

Note: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For
example, to validate a constituent batch, press ALT + T, V on your keyboard.

1. From the Data Entry screen of a constituent batch, select Tools, Validate from the menu bar to begin the
validation process. The Validate Constituent Batch screen appears. For more information about how to
open a constituent batch, see “Accessing a Constituent Batch” on page 6.

Yalidate Gift Batch
The walidation process will confirm that each row in the batch can be committed without error,

our answer to the following questions will allow the walidation to be based on how the batch iz o be
cormmitted.

¥ Check. for duplizates in The Baiser's Edge

Yalidate Nnﬂl Cancel |

2. To check the constituent batch for duplicate records against The Raiser’s Edge database, mark Check for
duplicates in The Raiser’s Edge. When you mark this checkbox, you search for records entered in the
batch that duplicate any records already in your database.

Note: To stop the validation and return to the Data Entry screen in Batch, click Cancel.
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3. Click Validate Now. A status bar appears and displays the progress of the validation.

Yalidating Batch 8 E

Yalidating Constituents. .

ANRRNRRNRNEEEN

4. When the program completes the validation, the Validate Batch screen appears.

i Validate Batch 8 Totals

| Yalidation complete. No exceptions have been found.

Other Excephionz

Canstituent I Exception

Mo batch raw exceptions have been found.

Eritit Exception B epart | Cloze |

Warning: If the program finds more than one exception on a single row, it displays only the first exception in
the grid. After you resolve all exceptions, we recommend you validate the batch a second time to verify a
single row did not have multiple exceptions.

At the top of the screen, the program displays a message that informs you of the status of the validation.
If The Raiser’s Edge did not find any exceptions in the batch, the message “Validation complete. No
exceptions have been found.” appears. When the program finds one or more exceptions in the batch, the
message “Validation complete. Exceptions have been found.” appears. When the program finds
exceptions, it displays the exceptions in the Exceptions grid. If any rows in the constituent batch are
duplicates of records already in the database, an exception is created.

5. To print an exception report, click Print Exception Report. A report prints and lists the Constituent name,
Constituent ID, and the reason for the exception. When exceptions are found in the batch, we
recommend you print an exception report.

When you commit the batch to the database, you can mark Validate batch before committing to run a
second validation process. In some cases, exceptions are found during this process if they were not found
during the initial validation process. For more information about how to commit constituent batches to
the database, see “Committing a Batch” on page 62.

6. To return to the Data Entry screen, click Close.

Committing a Batch

When you finish entering constituents in the batch, you can commit the batch to add the new constituents to
your database.
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» Committing a constituent batch

Note: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For
example, to commit a constituent batch, press CTRL + T on your keyboard.

1. From the Data Entry screen of a constituent batch, select File, Commit Completed Batch from the menu
bar. The Commit Constituent Batch screen appears so you can specify options The Raiser’s Edge uses
when it commits the batch. For more information about how to open a constituent batch, see “Accessing
a Constituent Batch” on page 6.

Commit Constituent Batch
¥ Walidate batch befare committing
W Create constituent queny of committed constitusnts

V| Create contral repart | Detai *| * Preview  Print

™ Delete batch after committing

¥ Check for duplicates in The Raiser's Edge

Batch Statistics I
Murnber of constituents: 4 Date last committed:
Created an: 0711042005 7:58:52 Ak Created by Supervizar
Lazt changed on: 01A10/2005 7:55:18 AM

Commit How | Cancel |

Note: The Batch Statistics grid displays information about the constituents entered in the batch.

2. To validate the batch before you commit it to the database, mark Validate batch before committing. If
you have not validated the batch, we strongly recommend you mark this checkbox. Batch validation can
locate problems you may encounter when you commit the batch.

Even if you already validated the batch, you should mark Validate batch before committing to run a
second validation to find exceptions that may not have been detected during the first validation process.

Warning: When you mark Create constituent query of committed constituents, The Raiser’s Edge includes
only the constituents committed to the database. Any constituents not committed to the database due to
exceptions are not included in the query.

3. To create a query of constituents successfully committed to the database, mark Create constituent query
of committed constituents. If you mark this checkbox, the Save Static Query screen appears before
The Raiser’s Edge commits the batch to the database. We strongly recommend you mark this checkbox
because you can use this query to send a letter or other mailing to the new constituents you add to the
database.

4. To print or preview a control report after you commit the batch to the database, mark Create control
report. When you mark this checkbox, select whether to create a Detail or Summary report in the
adjacent field. Also, select whether to print or preview the control report. For more information about
this report, see “Commit Control Report” on page 69.

5. To delete the batch file after you commit the batch to the database, mark Delete batch after committing.
Even though the program deletes the batch file, the batch number is not reused. You may want to mark
this checkbox to reduce the size of your database.

6. To check the constituent batch for any duplicate records that may exist in The Raiser’s Edge, mark Check
for duplicates in The Raiser’s Edge. When you mark this checkbox, you search for records entered in the
constituent batch that duplicate any records already in your database.
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7. To begin to commit the batch to the database, click Commit Now.

8. If you mark Create constituent query of committed constituents on the Commit Constituent Batch
screen, the Save Static Query screen appears.

Save Static Query E |

Querny name: |Eunstituents Posted as Batch 10 ok

Description: |Prospects obtained fram the Open House u:un;l
02/10/2008. Cancel

J <]
Cuery farmat: I Shatic - I Query Type: Constituent

W Other uzers may execute this gueny Created From:

W Other uzers may modify this query

9. In the Query name field, the program defaults “Constituents Posted as Batch [ ]”. You can use this name
or enter a new name for the query.

10. In the Description field, enter a description that explains the contents of the query. For example, enter
“Prospects obtained from the Open House on 02/10/2005.”

11. To enable others to use this query, mark Other users may execute this query.
12. To enable other users to modify this query, mark Other users may modify this query.
13. Click OK. A progress indicator appears.

Committing Batch 10 |

Committing Constituents. .

Note: To help you comply with the Payment Card Industry Data Security Standards (PCI DSS), The Raiser’s
Edge does not store credit card numbers in the database. When you commit a batch that contains credit card
numbers, the program commits the token identifiers generated by the Blackbaud Payment Service for the
numbers to the database. In the records created or updated by the batch, only the last four digits of the credit
card number appear.

14. When The Raiser’s Edge finishes committing the batch, the Commit Batch screen appears.

Commit Batch 36 =l

g ! L ek Commit Complete
EBatch: a6
Constituents in Eatch: kil
Constituents Committed: 31
Exceptions: 0

Cloze I Erceptiarn Fepert
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This screen displays the batch number assigned to the constituent batch you commit, the number of
constituents in the batch file, the number of constituents The Raiser’s Edge could commit to the
database, and the number of constituents The Raiser’s Edge could not commit to the database.

Note: If the program creates exceptions when you commit the batch, we recommend you view or print the
exception report so you can correct the discrepancies and commit the batch again.

15. If there are exceptions, click Exception Report to view an exception report. The exception report provides
more detail about the constituents The Raiser’s Edge could not commit to the database. The exception
report displays the constituent name, ID, and the reason for the exception for each constituent
The Raiser’s Edge could not commit to the database.

16. To close the Commit Batch screen, click Close.

17. After you commit a constituent batch, constituents successfully committed to the database are removed
from the batch. Any constituents with exceptions remain in the batch file so you can fix the discrepancy

causing the exception and recommit the batch. When you recommit a constituent batch, the same batch
number is used.

Deleting an Existing Batch

On occasion, you may want to delete a batch from your database. For example, after you commit a batch to your
database, you may want to delete the batch so you can reduce the size of your database. You can delete a batch

from the Batch page or the Data Entry screen. This section explains both methods to delete a batch from your
database.

» Deleting an existing constituent batch from the Batch page

Note: To delete multiple batches at a time, select Tools, Delete Multiple Batches from the menu bar of the

Batch page. To access this option, you can also right-click on the Batch page. Once a batch is deleted, the batch
number cannot be used again.

1. On the Raiser’s Edge bar, click Batch. The Batch page appears.

@4 The Raiser's Edge

File Edit View Go Favortes Tools Help

4 Back & Folward| Open in separate windouw
< L
%ﬁ Batch

] Mew Gift Batch... '] New Constibuent Batch... | ] Mew Time Sheet Batch, «|0pen ¥ Delete ﬁ Find

Type: | Constituent 'I

Batch number Drescription Created By Created On Batch Type Times Committed

Corstituent
38 Supervizar Canstituent
42 Supervizar 0841342005 Canstituent
43 Supervizar 0841342005 Canstituent

(Sl =
[T Only show my batches I Orly show hatches mot committed

Recently Accessed Batches Quick Find

Batch 45 =] B
Batch 44 I _I
Eatch 32 =l

Welcome to The Raiser's Edge 7

2. Inthe grid, select the batch to delete.
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3. Onthe action bar at the top of the screen, click Delete. If you do not have security rights to delete a batch,
Other users may access this batch is not marked, or you did not create the batch, the message “User not
authorized to delete this batch.” appears.

If you do have security rights to delete a batch, a message appears.

The Raizer's Edge E
@ Are pou zure you want to delete Batch 15
Tes

Warning: You cannot reuse a batch number even if you delete the batch associated with the batch number.
4. To delete the batch, click Yes. To return to the Batch page and not delete the batch, click No.

» Deleting an existing constituent batch from the Data Entry screen

1. From the Data Entry screen of a constituent batch, select File, Delete from the menu bar. For more
information about how to open a constituent batch, see “Accessing a Constituent Batch” on page 6.

2§ Batch 32 HE

File Edit View Constituent Favortes Tools Help
shﬂew
{1 Open... Crl+0

<

SR = =

| Middle Name | Last Mame | Org Name D Address Address.‘l Address City Address State

u Save Chrl+5 Pierce 5632 40z Valley Brook. ... Athens G
i) Save and Mew Clrl+ws Roger 5693 506 Morth Murra,.. |Charleston S
[ Save and Close Chrl+L LaRue 5654 11 Peachtree Court Atlanta A
Hills 5655 453 Chimney Lane  Montgomery AL

Properties

f! Commit Completed Batch... Chrl+T

D Print Setup...
@ Preview

S Frirt

E Export

Send as Mail

* v v ¥

Cloze

KIS I

Feady. ‘ Constituent 4 of 5 | | Hidden columns exist 7

Note: To delete rows in a batch, you can also select the row to delete and right-click. From the right-click
menu, select Delete rows.

A message appears.

The Raizer's Edge E

@ Are pou zure you want to delete Batch 8

2. To delete the batch, click Yes. To return to the Data Entry screen and not delete the batch, click No.
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Batch Reports

Several constituent batch reports are available to help you track the constituents entered in a batch, record the
settings selected when you commit a batch, and correct the exceptions generated when you commit a batch. This
section explains the available reports and displays a sample of each report. If you use the optional module
Electronic Funds Transfer, additional reports are available in Batch. For more information about EFT reports, see
the Electronic Funds Transfer (EFT) Guide.

Validation Report

You can print a Validation report to keep a record of all constituents entered in a batch. This report is useful to
make sure all constituent data was correctly entered in the batch. To print the Validation report, select File, Print,
Validation Report from the menu bar.

M3 New Batch Validation Report [_ 8] x]
X [ 4 1ol b M = [& # & ooz 7] [ |# Tads 100z 55
Freview

091062004 Blackbaud Demo
Batch Validation Report - Batch 32

Key Indicator Title 1 First Hame Middle Name Last Name
Address Address Address City Lddress State Lddress ZIP Lddress Country
Constittent Code Code Constitient Code Date F - Constituent Code Date T

Indrridual ulr. Frank Pierce

402 Valley Brook Drive Athens Gh 30606 United States
09f0a/2003 0082004 i

Indrridual s, Alison Roger

506 Horth Murray Drive Charleston SC 204064 United States
0o/0a£2003 0062004

Indrridual Iirs Iargo LaRue

11 Peachtree Court Litlanta Gh 30335 Tnited States
0o/0a£2003 0062004

Indiridual Ir. Jason Hills

453 Chimney Lane Montgorery AT 36110 United States

-
nnnE nna NN InnA I _I_I
»

Batch Entry Log Report

To preview the Batch Entry Log Report, select File, Preview, Batch Log from the menu bar of a constituent batch.
You can select to preview constituent, gift, time sheet or all batches in the database. You can also select to
preview open, closed, or all batches in the database.

Batch Log Report E3 |

Batch status: [ <Al Batches> =]

[ Include recuring batches

Presiew Mow | Cancel |
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The Batch Entry Log Report lists information for all or selected batches in your database. For example, the Batch
Entry Log Report can contain the batch number, the running number of constituents in a batch, and the status of
a batch. We recommend you preview the Batch Entry Log Report before you print it. To print the report, select
File, Print, Batch Log from the menu bar of a gift batch. From the Batch Entry Log Report preview, you can select
to print the Report or export the Report to another application.

A& New Batch Log Report HEER
x| 4 4 11y om |G F & [ F] [ |# Tow? 0z 707
Freview

051062004 Blackbaud Demo i
Batch Entry Log Report

Gift Batches

B atch Number Projected Projected Running Running

Description CreatedBy Amount Mo. Gifts Amount Mo. Gifts Status | |
21 Supervisor $9,990.00 25 Closed

Al recurning gifts due as of 17152003

28 Supervisor $1,000.00 1 $1,000.00 1 Open

10 gifts of $100 - 1/03/2003

33 Supervisor $0.00 1 Open

Total Gift Batches listed: 3

Constituent Batches

Number of
Batch Number Description Created By Constituents Status
32 Prospects obtained from the Open House on Supervisor 5 Open
09062003,
35 Supervisor Open

Kl Snnendsny iﬂnsed _lLl
»
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Commit Control Report

When you mark Create control report on the Commit Constituent Batch screen, a control report previews or
prints after you commit a batch to the database. The report includes the constituent name, date, and all other
constituent batch fields entered in the batch. To access the Commit Constituent Batch screen, select File, Commit
Completed Batch from the menu bar of a constituent batch. For more information about this screen, see
“Committing a Batch” on page 62.

A& New Batch Validation Report [_ 5]

x| 4 4 Tl by om |G & o F] [ |#h Towd o0z 404

Freview

09/0612004 Blackbaud Demo

Batch Control Report

Batch 32

Key Indicator Title 1 First Name Middle Name Last Name
Indrvidual Mr. Frank Fierce
Indrridual s, Alison Roger
Individual M. Margo LaRue b
Individual Iir. Jason Hills
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Commit Exception Report

After the program commits a constituent batch to the database, the Commit Constituent Batch screen appears
and displays the results of the committing process. If exceptions are generated when the batch is committed to
the database, click Exception Report on the Commit Batch screen to display the exception report.

M3 New Batch Exception Report [_ (=] x]

X |4 <| 1 af 1 Al -| §|§|@||mnz -] |:|ﬁ| Totatl — 100% 1 af 1

Freview

09/06/2004 Blackbaud Demo
Batch Exception Report - Batch 19

Constituernt Name Constituent 1D Reason for Exception

Drarte] Einwncen 1104 Croomtitent 1D nust be umque.

Total Exceptions listed: 1

el

For each exception, this report displays the constituent name, constituent ID, and reason for the exception.
Examples of exceptions for a constituent batch include duplicate constituent names and duplicate constituent
identification numbers. The total number of exceptions appear at the bottom of the exception report.
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To add a gift to the database, you can use the Records page to create a new gift record that contains the
appropriate information. When you add many gift records to the database at once, this process may take a long
time depending on the number of gifts you add. Batch is an alternate method to add constituents, gifts, and time
sheets to your database. With Batch, you can enter and update information on constituent and gift records
quickly because you do not need to open each individual constituent or gift record to add or update information.
Instead, you select the fields to add or update and the program lists these fields in a spreadsheet, called a batch,
so you can efficiently enter information in the database.

There are three types of batches: constituent, gift, and time sheet. In a constituent batch, you add new
constituent records to the database. You can use a gift batch to add new gifts, pledge payments, or recurring gifts
to your database. To update or add information on the donor’s constituent record, you can use the Constituent
Window option in a gift or time sheet batch to access and modify information on a donor’s constituent record.

Note: To move around The Raiser’s Edge without the use of your mouse, you can use shortcut keys. Several
examples of shortcut keys are listed throughout this guide. In addition, all shortcut keys available for Records
fields are also available for Batch fields. For example, on a constituent record, you can press F3 on your
keyboard to add a constituent’s first name to the Nickname field. This same shortcut key exists for the
Nickname field in a batch.

To create records for the constituents, gifts, or time sheets entered in a batch, you need to commit the batch to
the database. When you commit a batch, the program checks for duplicate constituents, gifts, and time sheets. If
the program finds a problem with an entry in the batch, it creates an exception and does not add the constituent,
gift, or time sheet record to the database. If exceptions are found, you can edit the entry and recommit the
information to the database.

Before you begin to use Batch to add constituents, gifts, or time sheets to your database, you must understand
and practice entering constituents, gifts, and time sheets from the Records page of The Raiser’s Edge. Many
options available on constituent, gift, or time sheet records are also available in Batch and work in a similar
manner. For example, similar functionality includes adding gifts for tributes and memberships. To learn more
about how to create and add gift records from the Records page, see the Gift Records Guide. This chapter focuses
on gift batches. For more details about constituent batches, see “Constituent Batch” on page 1.

Batch Setup Information

Before you begin to work with gifts in Batch, it is important to understand some basic setup information that will
help process gifts in a batch. This section outlines the information you need to be aware of before you process
gifts in a batch. This section also offers a basic overview and directs you to more detailed sections and procedures
in this chapter to help you get started. Setup information includes user options and business rules, as well as
batch templates and an overview of how Batch works with the optional module Electronic Funds Transfer.

User Options

User options are preferences you set that affect how The Raiser’s Edge looks and runs on the workstation you
use. User options are login-specific, which means that if you log into any workstation with your password, your
preferences are active on that workstation. When you log off that workstation, your preferences are not active
for any other user. Before you begin to work with gifts in a batch, it is important to set up user options. Several
user options are specific to Batch. For example, you can automatically save an open batch at specified time
intervals, select the format for constituent names in batch reports, and specify how you want to add default
entries to a batch. For gift batches, you can set user options to:

¢ Automatically save a batch upon closing out of the batch.
¢ Automatically save a batch during regular intervals, such as every five minutes.
¢ Specify how constituent names appear when you work with them in a gift batch.

Automatically ask you to save the batch before you save information in a Constituent Window.
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¢ Automatically display the Pledge Installment Schedule screen when you select Pledge in the Gift type field and
tab to the next row in a gift batch.

¢ Automatically add the gift barcode scanning field when you create a new gift batch.

¢ Automatically advance to the next row if you want The Raiser’s Edge to begin a new row in the Data Entry grid
immediately after you scan the gift barcode.

¢ Specify formats for your Validation report.
¢ Display the default row in the first row of the Data Entry grid.

¢ Specify whether to enter defaults in your batch when you press F2 within a field, select a field, or begin a new
row in the batch.

¢ Specify EFT options.

¢ Specify individual and organization report formats.

¢ Specify a color for the default row of a gift batch row.

For detailed information about how to set up these user options, see “User Options” on page 83.

Business Rules

You can set up business rules to control certain functions and displays in The Raiser’s Edge. Unlike user options,
business rules affect all users of the program. Several business rules affect the way you use Batch. For example,
each gift batch has a unique batch number associated with it. In business rules, you can select a meaningful
format for the batch number. Also, many business rules for gift records also apply to gifts entered in Batch. You
can select to receive warnings when you add a gift for a constituent who has an outstanding pledge balance,
outstanding registration fees, or a lapsed membership. For gift batches, you can set business rules to:

¢ Specify batch numbers and select the format in which they appear.

¢ Select to receive warnings when you add gifts in a batch for constituents who have outstanding pledge
balances.

¢ Select to receive warnings when you add gifts in a batch for constituents who have outstanding recurring gifts.

¢ Select to receive warnings when you add gifts in a batch for constituents who have outstanding event
registration fees.

¢ Select to receive warnings when you add gifts in a batch for constituents who have lapsed memberships.

¢ Select either IATS/Other or ICVerify as your credit card authorization service and set up account information.
With the optional module Electronic Funds Transfer, you can create transmission files in Batch to send to an
authorization service, such as Blackbaud Merchant Services or |ATS. For information about transmission files
and Electronic Funds Transfer, see the Electronic Funds Transfer (EFT) Guide.

For detailed information about how to set up these business rules, see “Business Rules” on page 89.

Batch Templates

When you work with batches, you can easily create a new batch based on an existing batch and therefore create
a “template” so to speak. To create a batch template, you simply search for an existing batch in your database
and copy the batch field list from that batch into your new batch. When you copy a field list to a new batch, you
essentially use the existing batch as a template. In your new batch, you can also add additional fields and remove
unnecessary fields as needed.
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To copy a field list from another batch, click Load from Existing Batch on the Fields tab of the Gift Batch Setup
screen. This feature saves you time because you do not need to re-create a field list you already used in another
batch. When you load fields from another batch, the program replaces any fields in the Data entry fields box with
the fields selected in the existing batch. When you click this button, the Open screen for batches appears so you
can search for the existing batch from which to copy fields. After you select the Data entry fields for a batch and
save the batch, you can copy the field list to use as a template when you create a new batch. For more
information about how to create batch templates, see “Creating a Batch Template by Loading Fields from an
Existing Batch” on page 108.

Batch and EFT

If you use the optional module Electronic Funds Transfer, additional features are available in Batch so you can use
The Raiser’s Edge to easily process your gifts. Normally, each time a constituent sends a transaction for a
recurring gift or makes a payment for a pledge, you need to create a new gift record for the transaction or
payment. If you use the optional module Electronic Funds Transfer, you can select the Automatically Generate
Transactions/Payments menu option in Batch to select the recurring gifts or pledges that require transactions or
payments. Then, The Raiser’s Edge automatically generates an entry for each eligible recurring gift transaction or
pledge payment in the gift batch you use.

Once you automatically generate transactions and payments in your batch, you can process your credit card or
direct debit transactions. To process your transactions, create a transmission file to send to the financial
institution sponsoring the direct debit transactions, or to /ICVerify or an authorization service such as Blackbaud
Merchant Services or International Automated Ticket Systems (IATS), by way of the Blackbaud Payment Service,
for credit card authorization.

A transmission file is an electronic file that contains information about the gifts to process by electronic funds
transfer. This information includes account numbers, encrypted credit card numbers or token identifiers, and
other processing information necessary to perform the transaction. To create these files, you can use the Create
EFT Transmission Files menu option in Batch. For more information about the optional module Electronic Funds
Transfer and how you can use it to process gifts in Batch, see the Electronic Funds Transfer (EFT) Guide.

Frequently Used Terms

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

Batch. Batch is a method of data entry you can use to quickly create many new constituent or gift records. There
are three types of batches — constituent, gift, and time sheet. A batch resembles a spreadsheet, and each
row of the spreadsheet contains information for a single constituent, gift, or time sheet record.

Blackbaud Merchant Services. You can use Blackbaud Merchant Services to automatically authorize and process
credit cards in Batch through the Blackbaud Payment Service. To process credit card transactions in
The Raiser’s Edge, you can use Blackbaud Merchant Services as your credit card processing agency.

Blackbaud Payment Service. To help you comply with the Payment Card Industry Data Security Standards (PCl
DSS), The Raiser’s Edge uses the Blackbaud Payment Service to securely store credit card information. When
you enter or edit credit card information in a batch, the program automatically sends the data to the
Blackbaud Payment Service when you leave the row in the data entry grid. When you commit a batch that
contains credit card information, The Raiser’s Edge commits the token identifier used to identify the credit
card number in the Blackbaud Payment Service to the database. You also use the Blackbaud Payment Service
to securely process credit card transactions through your authorization service merchant account.
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Default row. When displayed, the Default Row is the first row in the Data Entry grid and contains the default
values you selected on the Defaults tab of the Gift Batch Setup screen. When you add gifts to the batch, any
information entered in the Default Row appears as a default for each new gift in the batch. In User Options,
you can display or hide the Default Row, choose a color in which to display this row, and select how to add the
defaults for each gift.

EFT. EFT stands for Electronic Funds Transfer and is a general banking system by which transactions, such as
deposits or bill payments, are made electronically from a donor’s bank account or credit card to your bank
account.

Electronic payment type. On a gift record, if you choose an electronic payment type, a constituent’s money can
be transferred to your organization without the use of paper or hard currency. A payment type is electronic
when you select credit card or direct debit in the Pay method field and use the optional module Electronic
Funds Transfer to receive the funds. If you do not use Electronic Funds Transfer to receive the funds, the
payment type is considered non-electronic. For more information about the optional module Electronic
Funds Transfer, see the Electronic Funds Transfer (EFT) Guide.

IATS. IATS stands for International Automated Ticket Systems. You can use IATS, to automatically authorize and
process direct debit and credit card transactions in Batch. To process credit card transactions in
The Raiser’s Edge, you can use IATS as your credit card processor through the Blackbaud Payment Service.

ICVerify. ICVerify is a third-party software you can purchase to automatically process credit card transmission files
from Batch. To process credit card transactions in The Raiser’s Edge, you need to use ICVerify as your credit
card processing agency. The Raiser’s Edge interfaces with ICVerify and automatically processes your credit
card transactions when you create a transmission file. For more information, see the Electronic Funds Transfer
(EFT) Guide or your ICVerify user’s guide.

Note: To transfer funds electronically using the optional module Electronic Funds Transfer, mark EFT? on the
Gift tab of a gift record.

Non-electronic payment type. On a gift record, if you choose a non-electronic payment type, a constituent’s
money must be transferred to your organization by way of paper, such as a personal or business check or hard
currency. The non-electronic payment types available in The Raiser’s Edge are cash, personal check, business
check, and other. When you do not use the optional module Electronic Funds Transfer to receive the funds,
credit card and direct debit payment types are also considered non-electronic. For more information about
the optional module Electronic Funds Transfer, see the Electronic Funds Transfer (EFT) Guide.

Prenotification. When you receive gifts by way of a direct debit, you can send a prenotification to the sponsoring
bank. A prenotification verifies that the electronic transfer is set up properly but does not actually transfer the
funds from the donor’s account. You cannot process a prenotification and a financial transaction for a single
gift at the same time. For more information about prenotifications, see the Electronic Funds Transfer (EFT)
Guide.

Recurring batch. You can use recurring batches for gifts donated at regular intervals such as employee payroll
deductions. For example, if a company participates in a payroll deduction plan, you can create a batch that
contains the gifts received on a regular basis.

Validate. When you validate a batch, The Raiser’s Edge checks the batch for duplicate entries and other data
entry errors that may cause problems when you commit a batch to the database. For example, you enter gifts
in a batch and you add two identical gifts with the same gift ID for Mark Adamson. When you validate the gift
batch, The Raiser’s Edge alerts you that duplicate gift IDs exist for Mark Adamson. If no changes are made to
the batch and you commit the batch to the database, the exceptions do not commit to the database.
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Navigating in Batch

You can create new gift batches and access existing gift batches from the Batch page. To access the Batch page,
click Batch on the Raiser’s Edge bar.

@ The Raizer's Edge

File Edit “iew Go Favortes Tools Help

4 Back & Furwa|d| Open in separate window

L~ |
®E: Home LC
¢
iﬁ Fecards ] Mew Gift Batch... ] New Constituent Batch... |~ ] Mew Time Sheet Batch... | o Open 3 Delete ﬁ Find
@ Query Type: IGift 'l Dizplay: I <Al Formatss 'l
_ Batch number Description Batch Type Times Committed
= g Export
33 Supervisor 09/06/2005 Gift
[T Only show my batches [ Only show batches not committed
Recently Accessed Baiches Quick Find
Batch 32 =] &
Batch 35 I L
Batch 36 =l
WWelcome to The Raiser's Edge 7 4

The grid displays all the constituent, gift, and time sheet batches in your database. To create a new gift batch,
click New Gift Batch. You can use the Type and Display fields. For example, to display only gift batches in the grid,
select Gift in the Type field. The Display field affects whether recurring or non-recurring gift batches appear in the
grid. You can also mark Only show my batches. When you mark this checkbox, you specify that only the batches
you create appear in the grid. When you mark Only show batches not committed, you specify that only
non-committed batches appear in the grid. The Batch page also contains a list of recently accessed batches. To
open any batch in this list, click the batch. To quickly find a batch, enter a batch number in the Quick Find field
and click the binoculars to display the Data Entry screen for the batch that matches your entry.

Accessing a Gift Batch

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

From the Batch page, you can open any constituent, gift, or time sheet batch in your database. To open a batch,
you must have appropriate security rights. For more information about security, see the Configuration & Security
Guide. Also, if Other users may access this batch on the Gift Batch Setup screen is not marked for the batch, you
cannot open the batch unless you originally created the batch.

» Opening a gift batch from the Batch page

Warning: If you do not have security rights to open a constituent batch, Other users may access this batch has
not been marked, or if you did not originally create the batch, the message “User not authorized to access this
batch.” appears.
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1. On the Raiser’s Edge bar, click Batch. The Batch page appears.

@4 The Raiser's Edge

File Edit View Go Favortes Tools

Help

4 Back & Folwardl Open in separate windouw

IFIH-‘ Home

%‘?'« Batch

] Mew Gift Batch... |7 New Constituent Batch... |~ "] New Time Shest Batch « | Open | 3 Delete ﬁ Find

Type: | Gift i

Display: | <Al Formats> 'I

Batch number

Description Bakch Type Times Committed

Created By Zreated On

I 5

10/03j2005

All recurring ... 3 isar

Gift

10 gifts of $1... Supervisor

Supervisor

09/06{2005

Gift

[~ Only show ry batches [T Only thow batches not committed

Recently Accessed Batches

Quick Find

Batch 32 =] [
Batch 35
Batch 36 =l

‘Welcome to The Raiser's Edge 7

Tip: To narrow the number of batches that appear in the grid, you can select Gift in the Type field. The Display
field affects whether recurring or non-recurring gift batches appear in the grid.

2.
3. On the action bar at the top of the page, click Open. The Data Entry screen appears.

In the grid, select the gift batch to open.

5 Batch 28 |- (O] ] I
File Edit View Gft Constituent Favorites Tools Help
Disseantoe || G- Emow B0 oR- g~ oo ?- |
| Constituent Name: | Amount | Amount bills I Date I Type I Field | Value I II
01/14/2005 Title 1 Mr.
i i i First Mame Mark
__|Mohammed Rahman £100.00 §100.00 01/14/2005 Cash Last Name Adamson
|| Bebe Kemp $100.00 $100.00/01/14/2005 Cash D 3
__|Clara Daniels £100.00 §100.00 01/14/2005 Cash
| Agnes cone £100.00 £100.00/01/14/2005 Cash Address Add...| 125 Smokeri...
__|Joseph Sindair £100.00 £100.00 01/14/2005 Cash Address Gity | Charleston
|| Anthony Elis $100.00 $100.00/01/14/2005 Cash Address State | 5C
|| Frederic Gaskins $100.00 §100.00/01/14/2005 Cash address ZIP | 29401
|| Kathleen Bently $100.00 §100.00/01/14/2005 Cash address Pho... Home
|| Kyle Rhodes $100.00 $100.00/01/14/2005 Cash Address Pho. .. 343-798-5653
- Constituent ... | Trustee
Primary Add... |Mr. Mark D, ...
Primary Salu... Mr. Adamson
Al i
[Ready. [Gift10f 10 | Running Totak $1,000.00 A

Warning: If a non-recurring gift batch has been committed to the database, you cannot edit the entries on the
Data Entry screen.

4. Make any necessary changes to the batch and click Save and Close on the toolbar. You return to the Batch
page.



GIFT BATCH 81

Batch Toolbar

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

The toolbar contains buttons that represent common commands for a gift batch. To save time during data entry,
you can use these buttons as alternatives to menu commands.

[ save and Close -

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

Save the gift batch

Commit the gift batch to the database

Print a report — Click the down arrow and select a report to print.

-]

Preview a report — Click the down arrow and select a report to preview.

Access the Gift Batch Setup screen

Check for duplicate gifts in the batch

alidate the gift batch

&] Z[El

<

]

>
o

d

Designate the current gift to a tribute

a matching gift for the selected gift

]

&

wn

oft credit a gift

(]

Split a gift
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[E]

Enter an installment schedule for the current pledge or recurring gift

>

pply the current gift to an existing pledge or recurring gift

%]

—

ink the current gift to a membership

2

—

ink the current gift to an event

=

—

ink the current gift to a proposal

[+]

()
o

to the constituent

ccess AddressAccelerator screen

>

>

uthorize credit card transactions (available only if the optional module Electronic Funds Transfer is not present).

Add gift batch to favorites

]

Access help from online help files, user guides, online support, or the Blackbaud Web site

Buttons

At the bottom of the Gift Batch Setup screen, several buttons appear to help you navigate through the tabs and
set up your batch.

¢ Back

Go to the previous tab

Mest >
Go to the next tab

Cancel

Close the screen
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Save

Save the gift batch setup

[rata Entry

Open the Data Entry screen for a gift batch

User Options

User options are preferences you set that affect how The Raiser’s Edge looks and runs on the workstation you
use. User options are login-specific, which means that if you log into any workstation with your password, your
preferences are active on that workstation. When you log off that workstation, your preferences are not active
for any other user. Several user options are specific to Batch. For example, you can automatically save an open
batch at specified time intervals, select the format for constituent names in batch reports, and specify how to add
default entries to a batch. For more information about User Options, see the Program Basics Guide.

» Defining user options

This procedure explains how to set up user options specific to Batch. For complete information about User
Options, see the Program Basics Guide.

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

Select the Batch tab.

From the tree view on the left side of the Options screen, select General. General batch user options
appear on the right side of the screen.

Optons |

Adriniztration I Calor I Printing I File Locations I tMemberzhip Scanning |
General I Home I Recards I Buerny I Export I Fieparts I Hail Batch
2 '3

% Y'ou can use these optiohs to set perzonal preferences for creating or unning batches,

1213

v &utomatically save batches on close

Gift batches

Default batch information ¥ Automatically save batches evens: IE— minutes
L EFT optiohz

F!epc'rl niane format ‘r'ou can choosze which name format you are using when entering
 Individual constituents in a gift batch or time sheet batch.
+ Drganization Constituent name format; IFirst name Last name j

Wwhen gaving information entered in the constituent window,

W Alwaps azk before saving

Fieset to System Defaults | 0k I Cancel Apply

4. To automatically save the information entered in a batch when you close the Data Entry screen, mark
Automatically save batches on close.
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10.

11.

12.

To automatically save the information entered in an open batch at regular intervals, mark Automatically
save batches every [ ] minutes. When you mark this checkbox, enter the time interval used to
automatically save the batch. For example, to automatically save an open batch every five minutes, enter
“5” in the field.

In the Constituent name format field, select the format for the constituent names you enter in a batch.
For example, to have the first name appear before the last name for a constituent, select “First name Last
name”.

To have a message appear before The Raiser’s Edge updates the database with information entered in
the Constituent Window, in the When saving information entered in the constituent window frame,
mark Always ask before saving.

From the tree view on the left side of the Options screen, select Gift batches. The gift batch options
appear on the right side of the screen.

L~ |

Adminiztration I Color I Frrinting I File Locations I temberzhip Scanning I
General I Home I Records I Query I E=port I Fieports I Hail Batch

s
% You can use these options to set personal preferences for creating ar running batches.

General ‘When a pledge iz entered...

Default batch informatian v Autornatically display installment schedule

i EFT options ) .
P Wwihen a gift batch iz created...
Report name format
L Individual v Automatically add the gift barcode scanning fisld
Organization

Wwhen a gift iz entered uzing the gift barcode, if all required fields are
present...

¥ Autamatically advance ta the next row

W alidation report format: |Summary j

Rezet to Spgtem Defaultsl ak I Cancel | Apply |

In the When a pledge is entered frame, mark Automatically display installment schedule to have the
Pledge Installment Schedule screen appear when you select Pledge in the Gift type field and tab to the
next row.

In the When a gift batch is created frame, mark Automatically add the gift barcode scanning field to
have The Raiser’s Edge automatically add this field when you create a new gift batch.

In the When a gift is entered using the gift barcode, if all required fields are present frame, mark
Automatically advance to the next row to have The Raiser’s Edge begin a new row in the Data Entry grid
immediately after you scan the gift barcode.

In the Validation report format field, select the format for the validation report output. You can either
select Detail or Summary.
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13. From the tree view on the left side of the Options screen, select Default batch information. The default

14.
15.

16.

options appear on the right side of the screen.

S |

Admirstration I Color I Printing I File Locations I temberzhip Scanning I
General I Home I Becords I Huey I E wport I Reportz I Hail Batch

e
% You can use these options to set personal preferences for creating ar running batches.

General
Gift batches
:Default batch information

W Use default raw in data entry grid

Y'ou can chooze how to access the batch defaulks when entering

EFT options ) =
infarmation in & bateh,
Report name format
Individual ™ F2 - Insert default values when F2 iz selected
i Organization

= Autodingert by field - when focus is placed in a figld

+ Autodingert by row - when focus iz placed in a row

Rezet to Spztem Defaultz | ak I Cancel Apply |

To display the default row in the first row of the Data Entry grid, mark Use default row in data entry grid.

Select whether to enter defaults in your batch when you press F2 within a field, select a field, or begin a
new row in the batch.

From the tree view on the left side of the Options screen, you can select EFT options. This option is
available only if you use the optional module Electronic Funds Transfer. For more information about this
user option, see the User Options section of the Electronic Funds Transfer (EFT) Guide.
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17. From the tree view on the left side of the Options screen, select Individual under the Report name
format heading. The individual name options appear on the right side of the screen.

prons |

Adrinistration I Calor I Printing I File Locations I Membership Scanning I
General I Home I Becards I Query I Esport I Fieparts I HMail Batch

g
% You cah uze these options to et personal preferences for creating or running batches.

General rou can chooze how to print individual namesz on all batch reparts.
Gift batches

Diefault batch information
W EFT options

Report name format

- Individual
Organization

dividual name

Rezet to Spgtem Defaultsl ak I Cancel | Apply

18. Inthe You can choose how to print individual names on all batch reports field, select Use addressee from
Individual, Use addressee from Configuration, or Use Individual name. If you select Use addressee from
Individual or Use addressee from Configuration, additional fields appear on this screen so you can select

the specific addressee to use.
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19. From the tree view on the left side of the Options screen, select Organization under the Report name
format heading. The name options appear on the right side of the screen.

Options I
Audminiztration I Color I Printing I File Locations I Memberzhip Scanning |
eneral I Home I Records I Cuem I Euport I Reportz I Mail Batch

-

B
% 'ou can use these ophionz bo set personal preferences for creating or wnning batches.

G,aneral 'ou can chooze kow to prink arganization names on all batch
Gift batches reporks,
E:efault batgh information " Use organization name only f* |nclude contact name
+-EFT optiong
Repart name format If prezent uze: IFormaI Addreszee j
- Individual _
Bl b= Othenwise use: |<Fu|| MHame> j
Contact lypes: Include first available contact:
S Primary
Corporate Donations >
Ewvent
Former Contact ﬁ
td ailing
Matching Gift <

Men's Club <L

olunteer Coordinatar

v Include constituent 1D ﬂﬂ
Sample: The =vZ Corp., William H. Smith, Jr., 933333 |

Reset tDSy$temDefauIt$| 0K I Cancel | Apply |

20. Inthe You can choose how to print organization names on all batch reports field, select Use organization
name only or Include contact name. If you select Include contact name, additional fields are enabled so
you can select the specific contacts to include.

21. If you mark Include contact name, select a format for the contact name in the If present use field. If that
format is not entered on the contact’s constituent record, select an alternative in the Otherwise use field.

22. To select the contact types to include, select a contact type in the Contact types box and click the right
arrow to move it to the Include first available contact box. If you include multiple contact types, use the
up and down arrows to arrange them in order of importance.

23. Toinclude the constituent ID at the end of the organization name, mark Include constituent ID.

24. To save your changes, click OK.

» Displaying the default row

1. From the menu bar of The Raiser’s Edge shell, select Tools, User Options from the menu bar. The Options
screen appears.
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2. Select the Batch tab.

Options
Adriniztration ] Calor ] Printing ] File Locations ] tMemberzhip Scanning ]
General ] Home ] Recards ] Buerny ] Export ] Fieparts ] Hail Batch

=,
%‘1 4 Tou can ugze these options to set personal preferences for creating or running batches.

eral .
Gift batches [ Automatically save batches on close

Default batch information [ Automatically save batches eveny: I_
EFT optionz

Feport name format
Individual
Organization

Fieset to System Defaults 0k | Cancel Apply

3. From the tree view on the left side of the Options screen, select Default batch information. The default
options appear on the right side of the screen.

Options
Admirstration i Color 1 Printing l File Locations 1 temberzhip Scanning 1
General 1 Home 1 Becords 1 Huey { E wport 1 Reportz 1 Hail Batch

P
% 4 "ou san use these options to set personal preferences for creating or running batches.
B

General

Gift batches

|: fault batch information:
EFT optiors '_‘(u:nu can ch_nnse how to access the batch defaults when entering

information in a batch,

[V Use default row in data entry grid

Report name format

Individual " F2 - Inzert default walues when F2 iz selected
Organization . . . .
i~ Auto-inzert by field - when focus iz placed in a field

f+ Autc-inzert by row - when focus is placed in a row

Rezet to Spztem Defaultz ak | Cancel Apply
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Note: If you hide the Default Row, it does not affect your ability to add defaults to a batch. The Default Row is
a tool to see and easily change the current default settings for a batch.
4. To display the default row in the first row of the Data Entry grid, mark Use default row in data entry grid.

5. Select whether to enter defaults in your batch when you press F2 within a field, select a field, or begin a
new row in the batch.

Select the Color tab.

From the list on the left side of the Options screen, select Batch. The color options for the Default Row
appear on the right side of the screen.

Options E2 |
General I Home | Becords I Huey I Ewport I Reports I Hail I Batch
administration Colar Printing I File Lozations I temberzhip Scanning

S
Mt Tou can uge color options to set perzonal preferences for color in the navigation program.
General

|F pou have zelected to view the default row for batches, pou may
T alemdar alzo choose a color for the default row.
Eue"‘ed Default rav calar: ||:| Aqua - I @l
egends

Fieset to System Defaults | 0k I Cancel Apply |

Note: To easily differentiate the Default Row from the Data Entry grid, we strongly recommend you display
the Default Row in a different color than the Data Entry grid.

8. In the Default row color field, select the color in which to display the Default Row.
9. To save your changes, click OK.

Business Rules

You can set up business rules to control certain functions and displays in The Raiser’s Edge. Unlike user options,
business rules affect all users of the program. Several business rules affect the way you use Batch. For example,
each constituent, gift, and time sheet batch has a unique batch number associated with it. In business rules, you
can select a meaningful format for the batch number. Also, many business rules for gift records also apply to gifts
entered in Batch. You can select to receive warnings when you add a gift for a constituent who has an
outstanding pledge balance, outstanding registration fees, or a lapsed membership. For complete information
about business rules, see the Configuration & Security Guide.
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» Defining business rules

Before you use Batch, you must decide how to format the batch numbers. Constituent, gift, and time sheet
batches use the same format and batch numbers are not duplicated between them. For example, if you create
a constituent batch with a batch number of 2005-193, the program cannot create a gift batch with the same

number.

Warning: To access the Business Rules link in Configuration, you must have security rights.

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.

@4 The Raiser's Edge
File Edit View Go Favortes Tools Help

4 Back & Folward| Open in separate windouw
(Contiguratio

=

General b General b International
b Tables b Business Rules
Tables
T 7 b addressees / Salutations b Fields
ga\l:s:tisﬂeness b attributes b Membership Categories
Atributes P Financial Institutions P Custom Views
" b General Ledger b Reporting Hierarchies
Financial
Institutions b Letters

General Ledger
Letters
Intemational
Business Rules
Fields

Membership
Categaries

Custom Yiews

Reporting
Hierarchies

General

@ Use the General page to enter basic information, such as your organizstion's address and phone
number

SO K 31

Welcome to The Raiser's Edge 7

2.Click Business Rules. The Business Rules page appears.
3.Select Batch options from the tree view. The Business Rules screen appears with the batch-related options.

Ce =
General ‘When generating Batch numbers._.
General = Duplicates
— D3 will be generated using the newt available Aumber.
ables
o ; Individuals The next available batch number is 1 Change Number
e =) Organizations
Salutations plions [ Prefix numbers with cunent pear [y =
Attrbutes ) Name display

: [T Reset numbering at the start of a new pear
Financial Institutions - 5 Membership

Generdl Ledger 5 enerale 10 I Sepaate prefi from number using [ |

Letiers Merchant Aceaunts )

—— 3 Gift opiions Sample: [35768

emationa '
General options When adding a gift to a batch, warn if constituent has...

Activity oplions ¥ Ouistanding pledge balances

Ficlds "SE“‘E:ZTLIUDP“;'D":S ¥ Outstanding recuring gifts

Membership Doscased opfons ¥ Outstanding registiation fees

Categories il oo ¥ Lapsed membership

Custom Views Mail options Process credi cards and ACH gitts through [|Certy -

Reporting Hierarchies

embership options
General options

Gueue Options
3 User defined rules
Constituent
2 Git

Business Rules

Apply predefined and customized validation rules to records in The Raiser’s Edge
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Note:

When you create a new batch, The Raiser’s Edge updates the next available batch number listed in the

When generating Batch numbers frame. The program uses this number as a reference point to begin searches
for the next unused batch number.

4.

6.
Note:

To generate batch numbers, The Raiser’s Edge searches for the lowest available number that occurs after
the batch number listed in the When generating Batch numbers frame.

You can find and change the reference number the program uses to a unique batch number.

Change Mext Available Batch Humber |

Y'ou can change the number that the spstem starts from
to find a unique [0 by typing it in below. Click the up
arrow in the bow to find the first available batch number.

Mest available batch number: [1 M

] Caticel |

a. Click Change Number. The Change Next Available Batch Number screen appears.

b. In the Next available batch number field, enter the number the program should use when it begins
a search for the next unique batch number. If you click the search button, the program searches for
the next unique batch number available.

c. Click OK. You return to the Business Rules page.

To display the year a batch is created before the batch number, mark Prefix numbers with current year. If
you mark this checkbox, select whether to display the year in two or four characters.

If you include the year before a batch number, Reset numbering at the start of a new year is enabled. If

Batch numbers must be unique. Before you can Reset numbering at the start of a new year, you must

mark Prefix numbers with current year.

10.

11.

12.

13.

Note:

you mark this checkbox, the program resets the next available batch number to 1 at the beginning of the
year.

If you include the year before a batch number, Separate prefix from number using is enabled. If you mark
this checkbox, enter the symbol to separate the sections of a batch number. For example, if you enter a
hyphen in this field, the program formats the batch number as 2005-35768.

The Sample display shows an example of the batch number with the format options you select. If this
display does not show the batch number as you want it to appear, modify the settings on this page.

To receive warnings when you add gifts in a batch for constituents who have outstanding pledge balances,
mark Outstanding pledge balances.

To receive warnings when you add gifts in a batch for constituents who have outstanding recurring gifts,
mark Outstanding recurring gifts.

To receive warnings when you add gifts in a batch for constituents who have outstanding event
registration fees, mark Outstanding registration fees.

To receive warnings when you add gifts in a batch for constituents who have lapsed memberships, mark
Lapsed membership.

Under When authorizing credit cards, in the Process credit cards through field, select IATS/Other or
ICVerify. Your selection in this field specifies which credit card authorization and processing service to use.

IATS supplies you with a login ID applicable to the specific country for which you set up an account. For

example, a typical login ID for the United States would be 3A35546, where the first character in the login ID (3)
designates this account may be used to process credit cards issued by financial institutions in the United
States. For more information, see the Electronic Funds Transfer (EFT) Guide.
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If you select IATS/Other, the Click here to set up merchant accounts link appears. To access the Business
Rules screen for merchant accounts, click the link.

From the Business Rules screen for merchant accounts, you can add or edit merchant accounts. For
detailed instructions on how to set up your merchant accounts, see the Configuration and Security Guide.

14. After you make changes to business rules, your changes update immediately.

The Life of a Batch

This chapter explains each step in the life of a gift batch and provides examples and procedures for each process.
Regardless of whether you use a constituent, gift, or time sheet batch, every batch goes through the following
steps: Setup, Data Entry, Validation, and Committing the batch to the database.

Setup. Before you add gifts to a batch, you need to set up a batch. To set up a batch, select a batch number,
define the fields to enter for each gift, and specify any necessary defaults for these fields. For example, to
create a gift batch to add gifts received from your Annual Mailing appeal, you can select the appropriate gift
fields when you set up the batch. For more information about how to set up a gift batch, see “Gift Batch
Setup” on page 93.

Note: The program uses a batch number to identify a specific batch. Each constituent, gift, and time sheet
batch must have a unique batch number.

Data Entry grid. The Data Entry grid is a spreadsheet. Every field you select to appear in the batch has a column
in this spreadsheet. When you add a gift batch, you add each new gift on a separate row. For more
information about how to enter gifts into a gift batch, see “Gift Batch Data Entry” on page 125.

Validation. When you finish adding gifts to a batch, you can validate the batch. When you validate a batch, the
program determines if any errors in data entry prevent gifts in the batch from being successfully added to
your database. We strongly recommend you validate a batch before or while you commit it to the database.
For more information about how to validate a gift batch, see “Validating a Batch” on page 200.

Committing a batch to the database. When you commit a gift batch to the database, the program transfers
the information entered in the batch to create new gift records. For more information about how to commit a
gift batch, see “Committing a Batch” on page 203.

Understanding the Multi-User Capabilities of a
Gift Batch

One or more people can enter data into a single batch at the same time from different workstations. For
example, Frank and Betty both need to enter new gifts into a gift batch. After a gift batch is set up, Frank and
Betty can open the same batch on different workstations to enter the gift information simultaneously. If you plan
to open a single batch simultaneously on different workstations, it is very important to understand how the
multi-user capability works so you can complete your data entry without difficulty.

Note: You cannot change the column order or fields included in the batch when a single batch is open on more
than one workstation.

When you open a single batch on multiple workstations, The Raiser’s Edge creates a main database for the batch.
Every time you save the batch open on your workstation, the program updates the main database with new
information. When you open an additional copy of a batch, the new copy contains the batch settings and entries
saved in the main database.
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Itis possible for one person to overwrite another person’s entries when a batch is open on multiple workstations.
For example, Betty and Frank open the same batch on different workstations. This batch already contains ten
gifts. Therefore, Frank and Betty’s batch files both contain the same ten gifts. Frank deletes one of the gifts from
his batch file, adds a new gift, then saves his copy of the batch. When Frank saves his batch, one gift is deleted
and a new gift is added to the main database. Frank’s changes do not appear in the batch file on Betty’s
workstation.

Betty adds two gifts to her copy of the batch, and then saves her batch. When Betty saves her batch, the gift
Frank deleted is added back to the main database because Betty did not delete the gift from her copy of the
batch. The two gifts Betty entered are also added to the database. The main database now contains the ten

original gifts, one new gift added by Frank, and two new gifts added by Betty.

New gifts are added to the main database regardless of whether Betty or Frank last saved their batch file. When a
single batch is open on multiple workstations, we recommend you do not delete or edit gifts present in the main
database. You can accomplish administrative tasks, such as to design or commit a batch, only when the batch is
open on a single workstation.

Throughout this chapter, notes and suggestions explain additional options and considerations of which you
should be aware when you use the multi-user capabilities of Batch.

Gift Batch Setup

To use Batch to add gifts to the database, you must first define basic information to set up a batch. This
information includes the batch number, fields present in the batch, and defaults for these fields. When you click
New Gift Batch on the Batch page to create a new gift batch, the Gift Batch Setup screen appears so you can view
and define basic information about the batch.

Gift Batch Setup =l

1:Batch Header |2:Fields| §:Defaults|

Batch Statistics ﬂ
Running number of gifts: 0 Mumber of matching gifts:
Funning amounk: $0.00 Matching gift amount: $0.
Created on:| 090092005 11:31:04.,. Times cammitked:
Last changed on: Last committed on: o
1 | | »
Batch number: IBB ﬂ
Frojected number af gifts: I?
Projected amaunt: |$E|DD.DD ﬂl
Automatically Displa_l.J:I j I ﬂl
Description: |Gifts received for the 2005 Annual Fund on 09,/03/2005

[T Batchis recuring  Histo |
[ Include batch for bank depositing
[+ Other uzers may access thiz batch

Fress F¥ to zoom

< Black | Mext = | Cancel | Save [rata Entry

The Gift Batch Setup screen is divided into three tabs: Batch Header, Fields, and Defaults. At the bottom of each
tab, several buttons are available to help you move between the tabs. For more information about the buttons
on this screen, see “Buttons” on page 82.
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Batch Header Tab

Note: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For
example, press ALT + 2 on your keyboard to select the Fields tab, or ALT + 3 to select the Defaults tab.

On the Batch Header tab, you select a batch number and enter a description to explain the contents of the batch.
This tab also displays Batch Statistics, such as the number of gifts in the batch and the user who created the
batch. For gift batches, each time you create and save a new gift batch, the settings from the Batch Header tab
are automatically defaulted into the next new gift batch you create. For example, you create a new gift batch,
mark Batch is recurring on the Batch Header tab, and save the batch. The next time you create a new gift batch,
this checkbox is automatically marked. This only affects new gift batches, not gift batches that are updated and
saved. In addition, when you mark Other users may access this batch, regardless of the type of batch you create,
this setting is saved and automatically defaults to marked the next time you create a new batch.

Gift Batch Setup =l

1:Batch Header |2:Fields| §:Defaults|

Batch Statistics il
Running number of gifts: 0 Mumber of matching gifts:
Runring amaunt: $0.00 Matching gift amount: $0.
Created on: | 09/09/2005 11:31:04.,, Times commitked:
Last changed on: Last committed on: o
4 I I 3
Batch number: |38 ﬁ
Projected number of qifts: I?
Projected amaunt: |$EIIJD.DD ﬂl
Automatically Display:l ﬂ I ﬂ
Description: |Gifts received for the 2005 Annual Fund on 090342005

" Batchis recuring Histon |
™ Include batch for bank depositing
[ Other uzers may access this batch

Press FY to zoom

< Back | Mest » | Cancel Save [rata Entry

Batch Statistics

At the top of the Batch Header tab, the Batch Statistics grid displays a variety of information.

The number of gifts currently entered in the batch

The running amount of gifts in the batch
The date and time the batch was created, last changed, and last committed

¢ The user name for the person who originally created the batch.
Although you cannot edit this information, the program updates this grid every time you save the batch.
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Running number of gifts. The Running number of gifts display shows the number of gifts currently entered in
this batch. For pledge gifts, the total number of pledges is included in the Running number of gifts. However,
matching gifts and gifts entered with the Gift, Add Payment to Pledge/Recurring Gift menu option are not
included in this total. These gifts are listed separately on selected reports and on the Batch Commit Complete
screen. In addition, any cash gifts created as a result of a pledge overpayment are not included in the running
number of gifts total.

Note: If the batch is open on more than one workstation, the Batch Statistics grid displays information about
the gifts in the main batch database plus any additional gifts you entered in the batch open on your
workstation.

Running amount. The Running amount display shows the total monetary amount for the gifts entered in this
batch. For pledge gifts, the Running amount includes the total pledge amount. However, matching gifts and
gifts entered with the Gifts, Add Payment to Pledge/Recurring Gift menu option are not included in this total.
These gifts are listed separately on selected reports and on the Batch Commit Complete screen. In addition,
any cash gifts created as a result of a pledge overpayment are not included in the running amount total.

Created on. The Created on display shows the date and time the batch was first created.

Note: System dates and times are formatted as you specify in the Short Date Style field on the Date tab and
the Time Style field on the Time tab of the Regional Settings Properties screen. To access this screen, open the
Windows Control Panel on your computer and click Regional Settings.

Last changed on. The Last changed on display shows the date and time the batch was last changed. A date and
time does not appear in the Last changed on display until you save the batch for the first time. Then, the date
updates every time you save the batch. If the batch is open on more than one workstation, the Last changed
on display shows the date and time the main database was last updated.

Created by. The Created by display shows the user name of the person who originally created the batch. For
example, if this batch was created by the Supervisor, “Supervisor” appears in this display.

Number of matching gifts. The Number of matching gifts display shows the number of matching gifts entered
in the batch. If the batch is open on more than one workstation, this display shows the number of matching
gifts in the main batch database plus any additional matching gifts you enter in the batch open on your
workstation. For example, if ten matching gifts are in the main batch database and you add two additional
matching gifts to the batch file open on your workstation, the Number of matching gifts display shows 12
matching gifts are present in the batch.

Matching gift amount. The Matching gift amount display shows the total monetary amount for the matching
gifts entered in the batch. If the batch is open on more than one workstation, this display shows the amount
for the matching gifts in the main batch database plus the amount for any additional matching gifts entered in
the batch open on your workstation. For example, if matching gifts totaling $400 are present in the main
batch database and you add an additional matching gift of $10 to the batch open on your workstation, the
Matching gift amount displays $410.

Times committed. The Times committed display shows the number of times you committed the batch to the
database. You can commit a non-recurring batch to the database only once. Therefore, the Times committed
displays a 0 or 1 for a non-recurring batch. There is no limit to the number of times you can commit a
recurring batch to the database.

Last committed on. The Last committed on display shows the date the batch was last committed to the
database. A date does not appear in this field until you commit the batch. If the batch is recurring, Last
committed on updates every time you commit the batch.

Exported. If you use Blackbaud’s Bank Reconciliation, the bank name and date appear in the Exported display if
the batch was exported through Bank Reconciliation.
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Batch Numbers

The Raiser’s Edge tracks each constituent and gift batch with a unique number, called a batch number. When you
create a new batch, the program automatically generates a batch number and assigns it to the batch. You can use
this number or select your own number. If you select your own number, you can assign numbers and letters to
the batch you create.

When the program generates a batch number, it selects the lowest unused batch number and formats the batch
number based on specifications you enter in Configuration. To define this format, click the Business Rules link on
the Configuration page. For information about how to define the batch number format, see “Defining business
rules” on page 90.

If you select your own batch number, you must verify that this batch number has not been used for another gift
or constituent batch. Regardless of how you select the batch number, it must be unique for each batch you
create.

When you open a batch, the batch number appears in the top corner of the screen. When you click on the Batch
page, the batch number appears next to each corresponding batch in the grid. From a gift record, you can
determine which batch number is associated with a specific gift. Open the gift record and select File, Properties
from the menu bar. The batch number is listed on the Properties screen.

» Determining whether a batch number has been used

Each constituent, gift, and time sheet batch must have a unique batch number. If you select your own batch
number, you need to determine whether the batch number has already been used for another batch.

1. On the Raiser’s Edge bar, click Batch. The Batch page appears.

#% The Raiser's Edge

Elle Edit View Go Favoites Tools Help
4 Back & Folward| Open in separate window
%1 Eaten

] New Gift Batch ] New Constitusnt Batch ] New Time Sheet Batch « | Open | ¢ Delete ﬁ Find

Type: | Gift - Display: | <Al Formats> 'I
Batch number Description Created By Created On Batch Type Times Committed
Al recurring .. Supervisor Gift

23 10 gifts of $1... Supervisor 10f03i2005 Gift

33 Supervisor 09f06{2005 Gift
[~ Only show my batches [ Only show batches not committed
Recently Accessed Batches Quick Find
Batch 32 =] I
Batch 35 I _I
Bakch 36 =l

‘Welcome to The Raiser's Edge 7

2. Click New Gift Batch. The Gift Batch Setup screen appears.
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3. Select the Batch Header tab.

Gift Batch Setup H|
1:Batch Header |2:Fie|ds| Q:Defaultsl

Batch Stakistics -

Running number of gifts: 0 Mumber of matching aifts:

Running amounk: $0.00 takching gift amounk: $0.
Created on: 090902005 11:31:04... Times commitked:

Last changed on: Lask committed on: -
KNI ) |_I

Batch number; |38 ﬂ

Projected number of gifts: I?

Projected amount: |$SDEI.DD EI

Automatically Displa_l,J:I j I ﬂ
Gifts received for the 2005 Annual Fund on 09,/09,/2005

Dezcription:

[T Batchis recuring — Hijstory |
[ Include batch for bank depositing
v Other users may access thiz batch

Fress F7 to zoom

< Hach I Mest » | Cancel | Save | Datagntryl

4. Click the batch number lookup button next to the Batch number field. The Open screen for batches
appears.

i, Open
Find: I Batch j

1]

Cancel

i |

Options

@ Fird Now |
Find Batches that meet these criteria:
Mew Search |
Batch number; |38 j Created on: I E|I
Batch description: | j Created by: I vl Ml
Batch type: IGift j Last committed on: I Ell Q
[T Exact match anly ™ Dizplay recuring batches
™ Display only open batches ™ Include for bark deposit? Expand Results |

Note: To access a complete list of used batch numbers, leave the criteria fields blank and click Find Now.

5. In the Batch number field, enter the batch number to verify and click Find Now. For example, to
determine whether “38” has been used as a batch number, enter “38” in the Batch number field and click
Find Now. If you cannot locate a batch associated with this number, the batch number has not been used
before and you can use it for the new batch you create.
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6. After you verify whether the batch number has been used, click OK. You return to the Batch Header tab of
the Gift Batch Setup screen.

Projected Number and Amount of Gifts

Warning: When you create a new batch, the Edit Batch security option does not affect the Projected number
of gifts or Projected Amount fields. However, once you save the batch, these fields are disabled if you do not
have Edit Batch rights.

In the Projected number of gifts field, enter the number of gifts you plan to enter in the batch. In the Projected
amount field, enter the projected monetary amount for the gifts you plan to enter in the batch. For example, you
create a batch that contains the gifts you received on the previous day. Yesterday, you received 10 gifts totaling
$500. Enter “10” as the projected number of gifts and $500 as the projected amount. Although you are not
required to enter these projections, we recommend you enter them because the program uses your projections
to determine the accuracy of the data entry when you validate the batch.

Automatically Display

You can select a focus for the batch in the Automatically Display field. For example, if you use the optional
module Honor/Memorial Tracking, you may want to enter all gifts received for a particular tribute in a specific
batch. Because all gifts in the batch will be designated toward an honor/memorial, the batch has an
honor/memorial focus. When you select a focus, the appropriate Data Entry screen automatically appears when
you reach the end of each row in the batch. If you select Honor/Memorial in the Automatically Display field, the
Honor/Memorials screen automatically appears when you complete the row. In this case, if you select the
Honor/Memorial focus, you do not need to select Gift, Tribute from the menu bar to assign tribute information.

Not every gift in the batch must have a focus. For example, to add a gift to the batch that is not designated
toward an honor/memorial, you can close the Honor/Memorials screen when it appears without adding any
information. To change the focus for the batch at any time, select Tools, Edit Batch Setup from the menu bar. If
you change the focus, the new focus applies only to new gifts entered and does not affect previously entered
gifts.

Membership

If you use the optional module Membership Management, the Membership option is available. When you select
Membership in the Automatically Display field, the Link Gift to Membership screen appears when you reach the
end of each row in the batch. From this screen, you can credit dues for existing memberships and add new
memberships for the constituent donating the gift.
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To access the Link Gift to Membership screen, select Gift, Links from the menu bar. When the submenu appears,
select Membership. For more information about how to link a gift to a membership, see the Membership Gifts

Guide.

Link Gift to Membership E

Link memberzhipz to thiz gift by selecting the memberzhip and then choozing the appropriate option from the tranzaction bar.
You may alzo link to the zelected tranzaction by checking the Link colurn.

Gift amount: |$100.00 i
5@ = ey @ \Fl=iri= f@ = alin] @ | = = v e = ﬁ | D)tz ejralel=ale fimn estie] =
Link? I Transa. .. I Cateqgory I Amounkt Appliedl Expires n I Program I Subcateqgaory I Standing
[T |Renewal  Contributor $100.00 11/30/2004  Adopt an Animal | Tiger Active
At ¥ floined ‘oung Ma... $100.00 11/27/2002 ¥oung Explorers Active
KN i
Wiew Transaction History | Load Memberships Fram... |
| &pplied to Events: $0.00 | Avvailable to Apply: $0.00 | Total Applied: $100.00

Ok Cancel |

Event Registration Fees

If you use the optional module Event Management, the Event Registration Fees option is available. When you
select Event Registration Fees in the Automatically Display field, the event search field is enabled. You use the
event search field to search for a default event to appear when you link gifts to events through a batch. Although
you can select a default event on the batch design screen, you can still select different events once you begin to

work in the batch. Your selection simply acts as default information.

When you select Event Registration Fees in the Automatically Display field, the Pay Registration Fees screen
appears when you reach the end of each row in the batch. From this screen, you pay registration fees for events
and add new registration information for the constituent donating the gift. To access the Pay Registration Fees

screen, select Gift, Links, Event, Registration Fees from the menu bar.

Pay registration fees with thiz gift by selecting 'Link?' nest to the registration fees you wish to pay. Selecting 'Load Registration
Fram..." will add reqgistration fees for other participants to the list, You may select ‘Mew Registration' in order to add a new
participant to an event,

Gift amount: |4100.00 =
' A i

Lik? | EventDesc |  Date | Partipant |  Status | Attended | Amount Appied| Constitue
[T |AfternoonTea  |06/21/2008 Lucy G. Avdee... |Paid ( Lucy G. Ave
[ |Playground Gr... |09/30/2007 Lucy G, Avdee... |Paid v Lucy G. Ave
| i
Load Registrations Fram... |

| spplied to Membership: $0.00 | &pplied: $0.00 | Remaining: $100.00

Pay Registration Fees [ x| I

Ok Cancel |
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If you select a default event on the batch design screen and click New Registration on the Pay Registration Fees
screen, a screen appears to ask you to select the type of participant to add. On the batch design screen, you can
change the event you select as default.

The Raizer's Edge |
@ Ewvent: I.-i'-.lta Tenniz Tournament ﬂ

Pleaze specify the type of participant pou are adding.

' Reqistrant
" Guest

"~ Sponzar

ak I Cancel

When you specify the type of participant to add, the standard event registration screen appears. For more
information about how to pay event registration fees, see the Event Gifts Guide and the Event Management Data
Entry Guide.

If you select a default event on the batch design screen and click New Registration for Grouped Event on the Pay
Registration Fees screen, the Grouped Event Registration Wizard appears. On the batch design screen, you can
change the event you select as default. For more information about the Grouped Event Registration Wizard, see
the Event Management Data Entry Guide.

Event Sponsoring Pledges

If you use the optional module Event Management, the Event Sponsoring Pledges option is available. When you
select Event Sponsoring Pledges in the Automatically Display field, the event search field is enabled. You can use
the event search field to search for a default event to appear when you link gifts to events through a batch. Even
though you can select a default event on the batch design screen, you can still select different events once you
begin to work in the batch. Your selection simply acts as default information.

When you select Event Sponsoring Pledges in the Automatically Display field, the New Sponsoring Pledge screen
appears when you reach the end of each row in the batch. From this screen, you can link a sponsoring pledge to a
participant record. To access the New Sponsoring Pledge screen, select Gift, Links from the menu bar. When the
submenu appears, select Event, Sponsoring Pledges.

Mew Sponsoning Pledge [ x|

Y'ou may indicate which participant to sponzor with this sponsaring pledge by selecting 'Link?' next to the appropriate participant
registration. The entire amount of thiz pledge will be applied. Selecting 'Load Registrations From..." will add registration
information for other participants to the lizt. 'ou may zelect 'Mew Begistration’ in order to add a new participant to an event.

Gift amont: |$1 0o.00 HI

5@ "B Wew Hegistrationfar Grodped Event sl Dpen Particiant
Link? | Event ID | Date Participant |  Status |  Attended | Constituent
[ Fire Prevention Orla A, MeGrann | Complimentary - Qrla A, McGrann

_"E'\l'olunteer Dinner 12/17}2005 Orla A, McGrann | Complimentary r Crla &, MoGrann
[T CPR Training Session Orla A, McGrann | Complimentary - Crla A, MoGrann

Load Registrations From. ..

Ok, Cancel
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If you select a default event on the batch design screen and select to add a new registration from the New
Sponsoring Pledge screen, a screen appears and asks you to select the type of participant to add. You can also
change the event you select as default on the batch design screen.

The Raizer's Edge |
@ Ewvent: I.-i'-.lta Tenniz Tournament ﬂ

Pleaze specify the type of participant pou are adding.

' Reqistrant
" Guest

"~ Sponzar

ak I Cancel

Once you specify the type of participant to add, the standard event registration screen appears. For more
information about how to create sponsoring pledges, see the Gift Records Guide and the Event Management
Data Entry Guide.

Event Other Donations

If you use the optional module Event Management, the Event Other Donations option is available. When you
select Event Other Donations in the Automatically Display field, the event search field is enabled. You can use the
event search field to search for a default event to appear when you link gifts to events through a batch. Even
though you can select a default event on the batch design screen, you can still select different events once you
begin to work in the batch. Your selection simply acts as default information.

When you select Event Other Donations in the Automatically Display field, the New Donation screen appears
when you reach the end of each row in the batch. From this screen, you can link a donation to a participant
record. To access the New Donation screen, select Gift, Links from the menu bar. When the submenu appears,
select Event, Other Donations.

Hew Donation E

You may link this gift az a donation for a participant registration by selecting Link™ next to the appropriate participatt registration.
The entire amount of thiz gift will be applied. Selecting 'Load Fegistration From..." will add registration information for other
participants to the list. You may select 'Mew Regiztration' in order to add a new participant to an event.

Gift amount: |$‘I nn.on HI

1@ Ty Wew Fegistiation fon Grauped EVErt: [« |
Link? | Event ID | Particpant | Stahus attended Canstituent
[T “olunkeer Dinner Orla A, MoGrann Complimentary W Orla A, MoGrann

.ECPR Training Session  |Crla A, MoGrann I Orla &, McGrann
[ Fire Prevention Orla A, McGrann Complimentary r Orla A, McGrann

Load Registrations From...

Ok Cancel
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If you select a default event on the batch design screen and select to add a new registration from the New
Donation screen, a screen appears and asks you to select the type of participant to add. You can also change the
event you select as default on the batch design screen.

The Raizer's Edge |
@ Ewvent: I.-i'-.lta Tenniz Tournament ﬂ

Pleaze specify the type of participant pou are adding.

' Reqistrant
" Guest

"~ Sponzar

ak I Cancel

Once you specify the type of participant you are adding, the standard event registration screen appears. For more
information about how to link a donation to a participant record, see the Event Gifts Guide and the Event
Management Data Entry Guide.

Honor/Memorial

If you use the optional module Honor/Memorial Tracking, the Honor/Memorial option is available. When you
select Honor/Memorial in the Automatically Display field, the Tributes screen appears when you reach the end
of each row in the batch. From this screen you can designate a gift to a specific tribute.

To access the Tributes screen, select Gift, Tribute from the menu bar. For more information about how to
designate a gift to a tribute, see the Tribute Gifts Guide.

i Tributes for Mr. Jazon Douglas Campbell |
i e ] bt
Honor Memarial Marme | Tribuke | Description | Tribuke Type | Acknowledas |
Goodson, Harry In Celebration of his 60th birthday  In Celebration of Mok Acknowledged
Proposal

If you use the optional module Prospect Research Management, the Proposal option is available. When you
select Proposal in the Automatically Display field, the Link Gift to Proposal screen appears when you reach the
end of each row in the batch. From this screen you can link a gift to a specific proposal.

To access the Link Gift to Proposal screen, select Gift, Links from the menu bar. When the submenu appears,
select Proposal. For more information about how to link a gift to a proposal, see the Proposal Gifts Guide.
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Link Gift to Proposal [ |
Link proposals to thiz gift by selecting the propozal and choosing 'Link?".

Gift amount: |$1 00.00 Ej]l

Link? Mame | Purpose | Carnpaign Fund Amount Applied | Caonskituent |
¥ ischolarship... Research E... Scholarship Camp... Smith-Brown Sch.., Sean &, Daven...

Load Fropozals From... |

| &svailable to Apply: $100.00 | Total Applied: $0.00

u].4 | Cancel |

Batch Description

Note: In the Description box, you can enter up to 255 characters to describe the contents of the batch.

A batch description explains why you add the gifts to your database. For example, you can enter the description
“Gifts received on 07/01/2005 from Prospect Direct Mailing”. This description appears on the screen so you can

determine the purpose for the batch before you open it. We recommend you add a description so you can quickly
find a batch.

Recurring Batches

Note: Once you select Terminated or Completed in the Status field and save the recurring gift template, you
cannot generate recurring gifts from the template again unless you change the Status back to Active.

You can use and commit a recurring batch many times. You may want to use a recurring batch for gifts donated at
regular intervals, such as employee payroll deductions. For example, if a company participates in a payroll
deduction plan, you can create a batch that contains the gifts received on a regular basis. When you receive a
check from the company for the gifts, you can re-commit the batch to add another gift for each constituent who
participates in the payroll deduction plan. To indicate a batch is recurring, mark Batch is recurring on the Batch
Header tab.

If the batch is recurring, you can link a gift to a pledge, membership, event, proposal, or recurring gift the same
way you do for a non-recurring batch. However, the link is not retained after you commit the batch. You need to

link the gift to the membership, proposal, event, pledge or recurring gift each time you commit the recurring
batch.

Note: For recurring batches, we recommend you enter transactions for recurring gifts that have the same
payment schedule. For example, you have recurring gifts due on the 1st of every month and another set of
recurring gifts due on the 15th of every month. You need to include the gifts for the 1st of the month in one
batch and gifts due on the 15th of the month in a separate batch.
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Each time you commit a recurring batch, The Raiser’s Edge generates a new batch number. To view the batch
numbers assigned to the recurring batch, click History on the Batch Header tab. When you click History, the
Recurring Batch History screen appears and displays the batch numbers committed with this recurring batch.

Recumrring Batch Historp

Batch Mumber I Date Committed I Amount Cornmitked I Mo, of Gifts Comnmitked I
123456789 01112005 $2,500,00 100
234567591 01/11 /2005 $2,500,00 100
345675901 a1/11 /2005 $£2,625.00 10z

This grid displays the batch number and date, amount committed, and number of gifts committed with this
recurring batch. This screen is for informational purposes only.

To print the Recurring Batch History grid to your default printer, click Print on the action bar. To export the
Recurring Batch History grid to Excel or another application, right-click the mouse within the grid. When the
shortcut menu appears, select Export to Excel or Export Recurring Batch History Grid. When you finish viewing
the history of the recurring batch, click Close. You return to the Batch Header tab of the Gift Batch Setup screen.

When you commit recurring batches, the Recurring Batch tab appears on the Commit Gift Batch screen. On this
tab, you can select a date to use in the Gift date field. This date specifies the date that the recurring batch is being
committed. You can also enter a date you want to post the batch to General Ledger or another accounting
software package. You can change the batch number for the batch and also view the recurring batch history. To
clear credit card authorization codes and rejection codes from a recurring batch, mark Clear credit card
authorization codes and Clear rejection codes.

It is important to note that you can add amendments to recurring gifts. You can work with amendments from the
Amendments tab of a recurring gift record and by using the Amendment category in Import. You cannot,
however, add recurring gift amendments through Batch. For more information about recurring gift amendments,
see the Recurring Gifts chapter of the Gift Records Guide.

Batches for Bank Deposit

Note: If this batch is open on more than one workstation, you cannot change the deposit status for the batch.

To include a batch for bank depositing, mark Include batch for bank depositing. When you mark this checkbox,
you can print a deposit ticket for the gifts entered in the batch. For more information about how to print a
deposit ticket, see “Deposit Ticket” on page 213. You can mark and unmark this checkbox at any time. However,
when you mark this checkbox, the batch can contain only cash gifts. If you mark this checkbox and non-cash gifts
are present in the batch, a message appears.

The Raiser's Edge |

Maon-cazh giftz are pregent in thiz batch, Only cash gifts are valid for batches that are
marked for bank depogiting. This batch cannot be marked for bank depositing.
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When you mark Include batch for bank depositing, Cash is automatically selected as the default for the Type
field, and the Type field is hidden in the batch. For more information about how to hide fields in a batch, see
“Hiding a Field” on page 111.

Batch Access

When you create a batch, you can mark Other users may access this batch to enable others to use and enter
information into the batch. If a batch contains sensitive information, such as a constituent’s income or credit card
numbers, you may want to limit batch access only to the person who created the batch and not mark this
checkbox.

Fields Tab

Note: If a batch is open on more than one workstation, you cannot modify the selections on the Fields tab.

On the Fields tab, you can select the fields to appear on the Data Entry screen for the gift batch. For example, if
you create a gift batch to enter gifts received from your Annual Mailing appeal, you can use the Fields tab to
select the gift fields in which you want to add information.

Gift Batch Setup =l

1:Batch Header  2:Fields I§:Defaults|

Select the figlds to be uzed for data entry in thiz batch.

Gift fields:

- Gift Fields -
- Acknowledge ‘
- Acknowledge date - Date Down
- Arnount Type

- Amount bills i Fund

- Arnount coibg : | GL post date

- Anonymous LGL post status

- Appeal

- Authonzation code
£
- Bank _l

- Campaign

- Cardholder name

- Check, date

- Check, number

- Constituent Code

- Conatituent D LI

i~ [P |

it Find... | el fronm Exreting Eateh: |

¢ Back | Mext = | Cancel | Save | Datagntr_l,ll

Warning: Depending on how your system is configured, you may not have appropriate security rights to select
some of the available fields. For more information about security rights, see the Configuration & Security
Guide.

The Gift fields box displays a list of all fields available to include in a gift batch. When a + symbol appears next to
an entry in the Gift fields box, click the + symbol to view a list of field names grouped under the heading. The
Data entry fields box displays all fields you select to appear on the Data Entry screen of the gift batch.
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When you move a field to the Data entry fields box, the field appears at the bottom of the box, unless you select
the Gift Barcode field. The Gift Barcode field appears at the top of the list. Once you move the fields to the Data
entry fields box, you can rearrange or move all of them.

Required Fields for Gift Batches

Tip: To quickly locate fields in the Gift fields box, use the Find button.

The Constituent Name, Amount, Date, Type, Fund, GL post date, and GL post status fields automatically appear
in the Data entry fields box because these fields are required for all gift batches. Also, the program automatically
includes any fields made required with the Fields link in Configuration. For example, if you make Letter code a
required field, you must include the Letter code field in all gift batches. For information about how to designate
fields as required, see the Configuration & Security Guide.

Note: When a batch has been marked for bank depositing, the Type field appears in the Data entry fields box
on the Fields tab. The default on the Defaults tab is set to Cash and is locked.

If you attempt to remove a required field, such as Fund, from the Data entry fields box, you receive a message
that indicates you cannot remove a required field from the batch.

The Raizer's Edge E3

@ 'Fund' iz a required field and cannot be removed from thiz batch.

Selecting Fields for a Gift Batch

Warning: If you create a gift batch and hide the Fund field, when you create a gift with a fund to which
solicitors are associated, solicitors do not default on the gift. However, when the Fund field is not hidden on a
gift batch, the solicitor information defaults appropriately.

To include a field in a gift batch, select the field in the Gift fields box and click the right arrow to move the field to
the Data entry fields box. For example, to include the Acknowledge field, highlight Acknowledge in the Gift fields
box and click the right arrow to move it to the Data entry fields box. The order you list the fields in the Data entry
fields box is the order the fields appear on the Data Entry screen. To change the order of the fields, select a field
in the Data entry fields box and click the Up or Down button to move the field to the appropriate location.

On occasion, you may need to enter multiple entries for a field on a gift record. For example, you may need to
enter several notes about the gift on the Miscellaneous tab. To enter multiple notes for a gift, you must include
the Notes field in the batch more than once. For example, to enter two notes for each gift, you need to include
the Notes field twice in the batch.
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Because you can include many fields in a batch more than once, fields do not disappear from the Gift fields box
when you include them in the batch. The first time you include a field, the field name appears in the Data entry
fields box as usual. When you include the field again, the field name and selection number appear in the Data
entry fields box. For example, the first time you select the Notes field, Gift Notes Type, Gift Notes Notes, and Gift
Notes Date appear in the Data entry fields box. The second time you include the Notes field in the Data entry
fields box, Gift Notes Type 2, Gift Notes Notes 2, and Gift Notes Date 2 appear in the Data entry fields box.

Gift Batch Setup =
1:Batch Header  Z:Fields | JDefaulkz |
Select the fields to be uzed for data entmy in thiz batch.
(ift Fields: [rata entry figlds:
- Sale of stock GL post date ;I - Cortituent M arne Up
- Sale of ghock GL pozt status - ArnoLnt
- Sale of ghock notes - Arnount bills Wovn
- Send prenatification - Date
- Send prenotification unitz - Type
- Send reminders * | - Campaign
- Solicitar names - Fund
- Type - [GL pogt date
=- Gift Motes - GL post statuz
: 4
Author —l - Pay method
- Date - Gift Motes Type
Description - [aift Motez Motes
- Motes - Gift Motes Date
Titl - Gift Hotes Type?
- Type - Gift Hotes Motes2
M- Attibutes = Bt Maotez Date?
it Find... | el fronm Exeting Elateh. . |
¢ Back | Mext = | Cancel Save | [rata Entry

Some fields cannot be included in a batch more than once. For example, if you include the Anonymous field in
the batch and attempt to include the Anonymous field again, you receive a message that indicates the field is
already in the batch.

The Raiser's Edge E

‘Bnonymous’ hag already been selected as a data entip field.  Thiz figld cannot be
zelected more than once.

When you select certain fields for a batch, other fields automatically appear in the Data entry fields box. For
example, when you select the Check number field, the Pay method field automatically appears in the Data entry
fields box because you must select a Pay method of Personal Check or Business Check before you can enter the
Check number.
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Creating a Batch Template by Loading Fields from an Existing Batch

After you select the Data entry fields for a batch and save the batch, you can copy the field list to use as a
template when you create a new batch. When you copy a field list to a new batch, you basically use a template of
fields to create your new batch. In your new batch, you can also add additional fields and remove unnecessary
fields as needed. To copy a field list from another batch, click the Load from Existing Batch button on the Fields
tab of the Gift Batch Setup screen. This feature saves you time because you do not need to re-create a field list
you already use in another batch. You basically create a template for your new batch based on an existing batch.
When you load fields from another batch, the program replaces any fields in the Data entry fields box with the
fields selected in the existing batch. When you click this button, the Open screen for batches appears so you can
search for the existing batch from which to copy fields.

» Creating a Batch Template by Loading fields from an existing batch
When you load fields from another batch, the program replaces any fields in the Data entry fields box with
the fields from the selected batch.

Note: To access the Gift Batch Setup screen from the Data Entry screen, select Tools, Edit Batch Setup from
the menu bar. To access the Gift Batch Setup screen for a new batch, click New Gift Batch on the Batch page.

1. From the Gift Batch Setup screen, select the Fields tab.
GitBatchSetoy

1.Batch Header 2 Field: |§:Defau|ts|

Select the figlds to be used for data entry it this batch.

[ift figlds: Drata entry fields:

=- Gift Fields - .
- Acknowledge Arniount

- Acknowledge date Date Dowin |
- Amount Type

- Amount bills i Fund

- Arnount coing ® | GL post date

- Anonymous " GL post status

- Appeal

- Suthorization code
<
- Bank, —I

- Campaign

- Cardholder name

- Check date

- Check number

- Congtituent Code

- Congtituent 1D j

~ [T P X

itk Find... | Load fran Exsting Bateh.. |

< Back I Hest » | Cancel | Save | DataEntr_l,Jl

Warning: If you already entered gifts into the batch, Load from Existing Batch is disabled.
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2. Click Load from Existing Batch. The Open screen appears so you can search for the batch to use to create
your new batch template.

i, Open
Find: I Batch j

Eatch Mumber Eatch Description Eatch Type Date Added (] Open |

Al recurring gifts due as of 1

- " " Cancel
28 10 gifts of $100 - 10/03/2005 Gift 10/032005 Sup
33 Gift 09/06/2005 Sup
37 Gift 09/06{2005 Sup
35 Gifts received For the 2005 Annual Fund on ... Gift 09/09/2005 Sup

Options

KN 21 8 Eind Now |
Find Batches that meet these criteria;
Mew Search |
Batch number: I j Created on: I E|I
Batch description: | j Created by: I vl Ml
Batch type: IGift j Last committed on: I Ell Q
[T Exact match anly ™ Dizplay recuring batches
™ Display only open batches ™ Include for bark deposit? Expand Results |

Note: In the Find Batches that meet these criteria frame, you can enter the first few letters or characters in
the criteria fields if you do not know the correct spelling or number. For detailed information about how to use
these fields, see the Program Basics Guide.

3. Onthe Open screen for batches, enter information in the criteria fields at the bottom of the screen to
help narrow the search, and click Find Now.

4. When you locate the batch from which you want to create a template, select the batch in the grid.

Warning: We recommend you search by one or two of the most helpful criteria types, because the results that
appear in the grid must match all the criteria you enter. If you add too much criteria information in the Find
Batches that meet these criteria fields, it can actually prevent you from finding the gift.
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5. Click Open. You return to the Fields tab of the Gift Batch Setup screen. The program copies the field list
from the batch you select to the Data entry fields box and therefore gives you a template to work with so
you do not have to remember which fields to add when you work with new batches.

Gift Batch Setup
1.Batch Header  Z:Fields | FDefauls I
Select the fields to be uzed for data entry in thiz batch,
Gt fields: Data entry fields:
- lgsuer number of units ﬂ ; U
- lzzuer zumbol - Constituent 1D
- Letter code - Bmount Down
- Package - Date
- Pay method - Type
- Receipt * | - Campaign
- Receipt Amount - Fund
- Receipt date - Appeal
- Receipt number - Package
<

- Received —I - Pay method
- Reference - Check number
- Reference date - Check date
- Reference number - GL pogt date
- Sale of stock amount - GL pogt gtatuz
- Sale of stock broker fee - Acknowledge
- Sale of stock date LI - Receipt Amount

@ Find... | Bl From Erstig EEteh |

< Back | Mewut » | Cancel | Save | [rata Entry |

6. You can add or remove fields from the Data entry fields box, as necessary.

7. To begin to add gifts to the batch, click Data Entry. For more information about the Data Entry screen, see
“Gift Batch Data Entry” on page 125.

Defaults Tab

Defaults are guidelines you can set up to simplify data entry. For example, if you add only cash gifts in a batch,
you can set the default for the Type field to Cash. Every time you add a new gift to the batch, the program enters
Cash in the Type field. This saves time because you do not have to select an entry for the Type field for each gift
to add to the batch. After the program enters a default in a field, you can select the text and type over it with the
correct entry to change the default entry. If you decide to add a Gift-in-Kind to the batch, you can change the
default entry of Cash to Gift-in-Kind.

On the Defaults tab, you can select a default for many of the fields you include in the batch. If you do not want to
specify a default value, you can leave any or all fields on this tab blank. The Defaults tab is divided into four
screens: General, Split Gift, Schedule, and Honor/Memorial. Click the name of the screen in the box on the left
side of the screen to enter defaults for that topic.

Defaults Tab: General

Note: Honor/Memorial options are only available if you use the optional module Honor/Memorial Tracking.
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The General grid displays all the fields you select on the Fields tab to appear in the batch.

Gift Batch Setup E|
1:Batch Headerl ZFields  3:Defaults |

Y'ou can enter a walue in any of the fields below to create a default walue for that field.

':'l General
aiﬂi?ﬁljdeemurial Figld | Default Yalue I Hide? | Up |
- Constituent Mame r Ber
| |Amaunt $500.00 r
| |oate 10/05/2005 r
[ |Tvpe Cash L
| |Fund 2005 Annual Fund r
| |GL past date r
| |5l post status Motk Posted r
|| Pay methad r
Iote that the default walue for fields that are hidden will be added
to each qift in the batch.

¢ Back | i = | Cancel Save [rata Entry

Adding a Default

Warning: If a single batch is open on more than one workstation, you can change the defaults but not the
order the fields list in the batch.

The Defaults grid displays the fields you select on the Fields tab of the Gift Batch Setup screen. To add a default,
enter the field entry in the Default Value column like you can on a gift record. If one field depends on another,
you cannot enter a default for the dependent field until you enter a default for the independent field. For
example, you cannot select a default for the Check date field until you select a default of Personal Check or
Business check for the Pay method field.

You cannot enter defaults for the Spouse, Date 1st Pay, or Constituent Code fields. To enter a default for the
Date 1st Pay field, you can do so on the Schedule screen. Also, you cannot add defaults for benefit and soft credit
information. Benefit defaults are based on the appeal, membership, or event associated with each gift.

Warning: You cannot hide the Constituent Name field because your entry in this field is different for each gift
you enter in the batch.

The order the fields appear on this screen is the order they appear on the Data Entry screen. To change the order,
highlight the field to move and click the Up or Down button to relocate the field. When you change the field order
in the Defaults grid, the order updates in the Data entry fields box on the Fields tab.

Hiding a Field
Warning: If you create a gift batch and hide the Fund field, when you create a gift with a fund to which

solicitors are associated, solicitors do not default on the gift. However, when the Fund field is not hidden on a
gift batch, the solicitor information defaults appropriately.
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To add information for a field on a gift record, you must include the field in the batch. If you enter the same
information in a particular field for each gift in a batch, you may want to add a default and hide the field to reduce
the number of fields that appear in the Data Entry grid. For example, you enter gifts in a batch that has Include
batch for bank depositing marked on the Batch Header tab. Because this checkbox is marked, when you tab
through to a new gift row in the batch, “Cash” defaults into the Type field. You can select to hide this field
because this entry is the same for all gifts entered in this batch.

To hide a field, mark Hide? on the Defaults tab of the Gift Batch Setup screen. From the Data Entry screen, you
can select View, Hide/Show Columns from the menu bar to display the hidden columns. For more information
about how to display hidden columns, see “Viewing hidden columns in a batch” on page 148.

Defaults Tab: Split Gift

In a gift batch, you can add defaults to split a gift between multiple campaigns, funds, appeals, or packages. This
Split Gift grid works the same as the grid on the Split Gift tab in a gift record, except gifts can be split only by
percentages. The split gift information you enter on the Split Gift screen automatically defaults for each gift in the
batch.

Note: If you set a default gift amount but do not enter percentages when you split a gift, the gift splits evenly.
For example, if you set a default gift amount and then split a gift between two funds but do not enter a
percentage for either split, each fund receives 50% of the gift amount. If you do not set a default gift amount
and do not enter percentages when you split a gift, the first split receives 100% of the gift amount.

You do not need to enter complete information in the Split Gift grid. If the information is not complete, the Split
Gift screen automatically appears when you complete a row on the Data Entry screen.

1 Gift Batch Setup
1:Batch Headerl 2ZFielde  Z:Defaults I

Y'au can enter a value in any of the figlds belaw to create a default value far that field.

~eneral

Split Gift
b5 chedule The information entered below will automatically be azzsociated with every gift
“Huaonor/temonal entered in thiz batch.
Campaign Fund Appeal | Package | Percent |
| Capital Campaign Acquisition... Annual Mewsletter 50,000
L Capital Campaign Building Fund Annual Mewsletker 50,000

Drigtribute Evenly

¢ Back [Hewts Cancel Save | D ata Entry |
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» Setting defaults to split a gift between two funds

Although this procedure explains how to set defaults to split a gift between two funds, you can use these
principles to set split gift defaults for multiple campaigns, appeals, and packages. The methods are the same.

1.

Scenario: In your recent Newsletter appeal, you ask for donations to your Acquisition and Building
funds in your Capital campaign. You receive many gifts that should be split evenly between these two
funds. To simplify data entry, you can set up defaults for the campaign, fund, appeal, and package
distribution for all gifts in the batch.

From the Gift Batch Setup screen, select the Defaults tab.

Note: To access the Gift Batch Setup screen from the Data Entry screen, select Tools, Edit Batch Setup from
the menu bar. To access the Gift Batch Setup screen for a new batch, click New Gift Batch on the Batch page.

2.

From the box on the left side of the Gift Batch Setup screen, select Split Gift.

i Gift Batch Setup E
1:Batch Header | ZFields  3:Defaults |
“ou can enter a value in ary of the fields below to create a default walue for that field,

i a1l Split Gift

F-Sohedule The infarmation entered below will automatically be associated with every gift

#HonorMemorial entered in this batch.

Zampaign Fund Appeal Package Percent
Distribute Evenly |
< Back | e | Cancel | Save | Data Entry |

Note: To enter information in the Campaign, Fund, Appeal, and Package columns, type the entry in the field,
click the arrow to select an entry from the list, or click the binoculars to search for the entry.

3.

4.
5.
6

In the first row of the Campaign column, select “Capital Campaign”.
In the first row of the Fund column, select “Acquisition Fund”.
In the first row of the Appeal column, select “Newsletter”.

In the first row of the Package column, select the package to associate with the gift. For this example, the
appeal has not been divided into packages so you can leave the Package column blank. Packages are a
way of further defining the appeal. For example, you may send a color newsletter to major donors and a
black and white newsletter to prospective donors.

In the Percent column, enter “50” to distribute 50% of the gift to the Acquisition fund.

8. To begin the second row in the Split Gift grid, tab through the remaining fields.
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9. Inthe second row of the Campaign column, select “Capital Campaign”. It is necessary to enter the Capital
campaign on the second row so it is credited with 100% of the gift amount.

10. In the second row of the Fund column, select “Building Fund”.

Warning: If you do not enter the Capital campaign and the Newsletter appeal again in the second row, the
Capital campaign and the Newsletter appeal are credited with only 50% of the gift because that is the
distribution you designated in the first row of the Split Gift grid.

11. In the second row of the Appeal column, select “Newsletter”. It is necessary to enter the Newsletter
appeal on the second row so it is credited with 100% of the gift amount.

i Gift Batch Setup E
1:Batch Headerl ZFields  3:Defaults |
“ou can enter a value in ary of the fields below to create a default walue for that field,
General S
: Split Gift
i-Sohedule The infarmation entered below will autoraticaly be associated with every qift
#HonorMemorial entered in this batch.
Campaign Fund Appeal I Package I Percent I
Capital Campaign Acquisition. .. Annual Newsletter 50,000
Capital Campaign Building Fund Annual Newsletter :
Diiztribute Evenly |
< Back | x> | Cancel | Save | D ata Entry |

Tip: If you click Distribute Evenly, you do not need to enter any numbers in the Percent column. Simply tab
through the Percent column and enter the name of the next campaign in the second row of the Campaign
column.
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12. To automatically divide the gift amount evenly between the funds you select, click Distribute Evenly. If
you do not want to distribute the gift evenly, enter a specific distribution in the Percent column.

i Gift Batch Setup E
1:Batch Header | ZFields  3:Defaults |
“ou can enter a value in ary of the fields below to create a default walue for that field,
i a1l Split Gift
chedule The infarmation entered below will automatically be associated with every gift
------ HonorMemorial entered in this batch.
Campaign Fund Appeal I Package I Percent I
|__|Capital Campaign Acquisition. .. Annual Newsletter 50,000
- Capital Campaign Building Fund Annual Newsletter 50,000
Distribute Evenly
< Back | e | Cancel | Save | Data Entry |

13. You can add more defaults for the batch, as necessary. To begin to enter data in the batch, click Data
Entry. For more information about the Data Entry screen, see “Gift Batch Data Entry” on page 125.
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Defaults Tab: Schedule

On the Schedule screen, you can enter scheduling information that defaults for each pledge and recurring gift
entered in the batch. For example, if you enter pledges with the same payment schedule in a batch, you can set
up a default payment schedule so you do not need to define a schedule for every pledge entered in the batch.

Gift Batch Setup =l

1:Batch Headerl 2Fields  3:Defaults I
Y'ou can enter a value in any of the fieldz below to create a default value for that figld.
General
Solit Gift Schedule
The schedule information entered below will be aszociated with every pledge
Honor/Memorial and recuring gift entered in this batch.
Gift Amount: <Moo default gift amount specified:
Erequency: Illuarterl_l,l j Ma. Installments |4
Bazed on: |<Specific datex j
) Day I‘I_ of every three months
" The I j I j of every three manths
Starting ar: |<S|:uecifi|: date j ISHDEI;"EEIEIE EI
Ingtallments due on the 1zt day of every three months beginning on
09/09/2005
¢ Back [HEw> Cancel Save [rata Entry

Gift Amount. The Gift Amount display shows the default gift amount selected on the General screen of the
Defaults tab. If you did not specify a default gift amount, <No default gift amount entered> appears. For
recurring gifts, the default Gift Amount represents the default transaction amount. For example, if a
constituent gives a recurring gift of $20 each month, the Gift Amount displays $20. For pledges, the default
Gift Amount represents the total amount of the gift. When you set up the installment schedule for pledges,
this amount divides into installments based on the Frequency and No. Installments fields.

Note: At the bottom of the Gift Batch Setup screen, a message appears and describes the installment schedule
you define.

Frequency. In the Frequency field, select the default frequency for pledges and recurring gifts entered in the
batch. You can select from the following frequencies:

Annually (once a year) Semi-monthly (twice a month)

Semi-Annually (twice a year) Biweekly (every two weeks)

Quarterly (four times a year) Weekly (once a week)

Bimonthly (every two months) Single Installment (one payment)

Irregular (a payment that does not
fit into any other category)

Monthly (once a month)

Based on. The Based on field determines when payments are due. You can base the payment schedule on the
gift date, the date you enter the gift in The Raiser’s Edge, or a specific date of your choice.
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If you select Gift Date, the schedule begins on the Gift Date, and the remaining installments are scheduled for
subsequent anniversaries of the Gift Date based on the frequency you select.

Note: When you select Semi-Monthly in the Frequency field., the Based on field is disabled.

When you select Entry Date, the schedule begins on the Entry Date, and remaining installments are scheduled
for subsequent anniversaries of the Entry Date based on the frequency you select.

Note: Installments with a frequency of weekly or biweekly can be due on multiple days of the week. For
example, you can set up a default weekly installment schedule with installments due every Tuesday and
Thursday.

No.

If you select <Specific Date>, the schedule begins on the specific date you enter. Remaining installments are
scheduled for subsequent anniversaries of this date based on the frequency you select. When you select
<Specific Date> in the Based on field, the program enables the Starting on field so you can determine when
the first payment is due. In the Starting on field, you can select Gift Date, Entry Date, or <Specific Date>. The
remainder of the installments are due based on the schedule you define for the gift with the Frequency and
Based on fields.

Installments. The No. Installments field determines the length of the installment schedule. The program
interprets this field differently depending on the type of gift you enter. For a pledge gift, enter the number of
payments the constituent plans to make. The program divides the gift amount into installments based on this
number. For example, if a constituent plans to pay a pledge in one year with monthly installments, enter “12”
in the No. Installments field.

Note: When you select Biweekly or Weekly in the Frequency field, the <Specific Date> option in the Based on
field changes to <Specific day(s) of the week>.

When you set defaults for recurring gifts, enter the number of transactions for the recurring gift. For example,
if the constituent makes bi-monthly payments of $15 through a payroll deduction plan for the next two years,
enter “12” in this field because this is the number of payments the constituent will make to your organization.
If you leave the No. Installments field blank, the gift is considered open-ended. For an open-ended gift, your
organization receives the gift amount every time a transaction is committed.
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Defaults Tab: Honor/Memorial

If you use the optional module Honor/Memorial Tracking, the Honor/Memorial screen is available. On the
Honor/Memorial screen, you can set up a default tribute to which all gifts you enter in the batch are designated.

i Gift Batch Setup
1:Batch Headerl ZFields  3:Defaults I
Y'ou can enter 3 value in any of the fieldz below to create a default value for that field.
E;ﬂeéilt Honor/Memorial
-Schedule The honormemanal information entered Below will automatically be
agzzociated with every gift in thiz batch,
Field I Default value
L Honor fMemorial Urban, M=, Cynthia Beth
| Tribute In Honaor OF
L Tribute type to celebrate the birthday of
= Acknowledge Mot Acknowledged
.ﬁ.ckn?l Marme Relationship | Reciprocal Letker
¥  Urban, Ms. Cynthi,.. self self
KN o
< Back HEwt | Cancel | Save | Data Entry |

Selecting the Default Honor/Memorial and Tribute

In the Honor/Memorial row of the Field column, select the default Honor/Memorial constituent to whom you
want to designate the gifts entered in the batch. For example, if you plan to receive gifts in celebration of Cynthia
Urban’s birthday, enter Cynthia Urban in the Default Value column in the Honor/Memorial row.

After you select a Default Value for the Honor/Memorial row, you can select a default Tribute and Tribute type
for gifts donated to this honor/memorial. For more information about these fields, see the Tribute Gifts Guide. In
the Acknowledge row, select whether to notify the relations listed in the Acknowledgees grid of gifts donated to
this tribute. You can select Acknowledged, Not Acknowledged, or Do not Acknowledge.

Acknowledgees

Note: If the default tribute you select does not have Gifts may be given to this tribute marked on the tribute
record, you receive a warning that alerts you that gifts cannot be given to the default tribute.

In the Acknowledgees grid at the bottom of the Gift Batch Setup screen, enter all the relationships of the
honor/memorial constituent who should be notified when gifts are donated to this tribute. In the Ackn? column,
mark the checkbox for every acknowledgee to receive a notification letter. For more information about how to
add acknowledgees for a tribute, see the Tribute Data Entry Guide.
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Setting Up a New Gift Batch

Now that you understand the features and options on the Gift Batch Setup screen, you can set up a batch to add
new gifts to your database.

» Setting up a new gift batch

Scenario: In response to your Direct Mailing appeal for your 2005 Annual Fund, you receive five cash
gifts that total $600 and two pledge gifts that total $300. For these gifts, you want to record the

constituent name and ID; gift amount, date, and type; campaign, fund, appeal, and package to which

the gifts should be attributed; pay method; check number and date, post status and date,
acknowledgement status, and receipt amount.

Note: If you want the Receipt amt field to automatically include the amount in the gift Amount field, you must
set this up as a rule in Business Rules in Configuration. From the Gift options in Business Rules, mark When

changing ‘gift amount’ automatically update Receipt amount. For more information about Business Rules, see
the Configuration & Security Guide.

1. On the Raiser’s Edge bar, click Batch. The Batch page appears.

@4 The Raiser's Edge

File Edit View Go Favortes Tools Help

4 Back & Folward| Open in separate windouw

e
B2 Home % Satch
-~
] MewGift Batch... ] New Constituent Batch... | "] Mew Time Sheet Batch, « | Open | 3 Delete ﬁ Find
Type: | Gift i Display: | <&l Formats» 'I
Batch number Descripkion Created By Bakch Type Times Comritked
2 All recurring ... sar
28 10 gifts of $1... aift
33 Supervisar 09/06)/2005 aift
[T Only show my batches 71 Only show batches not committed
Recently Accessed Batches Quick Find
Batch 32 =] B
Batch 35 I &l

Batch 36

=

Welcome to The Raiser's Edge 7

Warning: If you do not have security rights to create a gift batch, the New Gift Batch link is disabled.
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2. Click New Gift Batch at the top of the page. The Batch Header tab of the Gift Batch Setup screen appears.

Gift Batch Setup I
1:Batch Header | 2:Figlds | FDefaults |
Batch Statistics i’
Running number of gifts: 0 Mumber of matching aifts:
Running amounk: $0.00 takching gift amounk: $0.
Created on: 090902005 11:31:04... Times commitked:
Last changed on: Last committed on: -
Ll | | »
Batch number; |38 ﬂ
Projected number of gifts: I
Projected amount: I EI
Automatically Displa_l,J:I j I ﬂ
Dezcription:

[T Batchis recuring — Hijstory |
[ Include batch for bank depositing
v Other users may access thiz batch

Fress F7 to zoom

< Hach I Mest » | Cancel | Save | Datagntryl

3. In the Batch number field, the program defaults the next available batch number. For this example, you
do not need to change the default batch number.

Note: The program formats the batch number in accordance with the settings you select on the Business Rules
page in Configuration. For more information about how to define the format for batch numbers, see “Business
Rules” on page 89.

4. In the Projected number of gifts field, enter “7”. This is the total number of gifts you plan to enter in this
batch.

5. In the Projected amount field, enter the amount $900. This is the total amount of gifts you plan to enter
in this batch.

6. Do not select an entry in the Automatically Display field because this batch will not contain any gifts that
should be linked to a membership, event, proposal, or honor/memorial.

7. In the Description field, enter “Gifts received for the 2005 Annual Fund on 09/09/2005”. The description
explains why you add the gifts to this batch.

8. Do not mark Batch is recurring because this batch contains single cash gifts and pledges and should be
committed to the database only once.

9. Do not mark Include batch for bank depositing because you want to include pledge gifts in this batch.
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10. Mark Other users may access this batch. This batch does not contain sensitive information, so it is not
necessary to limit access to the user who creates the batch.

Gift Batch Setup =l

1:Batch Header |2:Fie|ds| §:Defau|ts|

Batch Statistics i’
Running number of gifts: 0 Mumber of matching qifts:
Running amount: $0.00 Makching gift amounk: $0.
Created on: 09/09/2005 11:31:04... Times comnitbed:
Last changed on: Last committed on: -
1| | 3
Batch number: |38 ﬂ
Projected number of gifts: |.T"
Projected amaunt: |$SDE|_DD EI
Automatically Displa_l,J:I j I ﬂl
Description: | Gifts received for the 2005 Annual Fund on 03/03/2005

[T Batchis recuring — Hijstory |
[ Inchude batch for bank depositing
v Other uzers may access this batch

Fress F¥ to zoom

< Hach I Mest » | Cancel | Save | Datagntryl

Note: To quickly locate fields in the Gift fields box, you can use the Find button.

11. Click Next at the bottom of the screen to display the Fields tab. The Constituent Name, Amount, Date,
Type, Fund, GL post date, and GL post status fields automatically appear in the Data entry fields box
because they are required fields for gift batches.

i Gift Batch Setup E

1:Batch Header  2:Fields |§:Defaulls|

Select the fields to be uzed for data entry in thiz batch,

Gift fields: Data entry fields:
=~ Gift Fields o Canstituent Mame Up
S Amount
i Date Down

Tupe

& Fund

GL post date
L BL pozt status

4 Find... | Load from Existing Batch... |
Cancel | Save | Data Entry

< Back
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12. In the Gift fields box, click the plus sign next to Gift Fields to view all the fields in this category.

13. Select the Campaign field in the Gift fields box and click the right arrow to move the field to the Data
entry fields box. The Campaign field moves to the bottom of the list in the Data entry fields box.

Note: When you select Check Date, the program automatically moves the Pay method field to the Data entry
fields box because the Check Date field depends on your entry in the Pay method field.

14. Use the same selection method to include the following fields in this gift batch: Constituent ID,
Acknowledge, Appeal, Package, Check date, Check number, Pay method, and Receipt Amount.

15. In the Data entry fields box, to move the Campaign field above the Fund field, select the Campaign field
and click the Up button until the Campaign field appears above the Fund field. The order you arrange the
fields in the Data entry fields box is the order the fields appear on the Data Entry screen for the gift batch.

16. Use the Up and Down buttons to order the fields as shown in the Data entry fields box below.

Gift Batch Setup ]|

1.Batch Header 2 Field: | JDefaultz I

Select the figlds to be used for data entry it this batch.

Gift fields: Data

5 Gift Fields - i ik Hame: U
- Acknowledge - Constituent 1D
- fcknowledge date - oLt Down
- Amount - Drate
- Arnaunt Bills - Type
- Amount coing z | - Campaign
- Bnongmows - Fund
- Appeal - Appeal
- duthanization code - Package

<
- Bank, —I - Pay method
- Campaign - Check number
- Cardhalder name - Check date
- Check date - GL pozt date
- Check number - GL post status
- Constituent Code - dcknowledge
- Constituent [D - Receipt Amount
| PR Y WYY N Y [P, j
i Find... ' Load fran Exsting Eateh.. |
< Back I Hest » | Cancel | Save | Drata Entry |

Note: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For
example, press ALT + 2 on your keyboard to select the Fields tab, or ALT + 3 to select the Defaults tab.
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17. Click Next at the bottom of the screen to display the General screen on the Defaults tab. The grid on the
General screen displays all the fields you selected on the Fields tab.

Gift Batch Setup ]|

1:Batch Headerl ZFields : 2

Y'ou can enter a value in any of the fields below to create a default value for that figld.

General

Split Gift General

Schedule

HanarMemarial Field Default Yalue I Hide? I o g I

I Caonskituent Mame
I Caonskituent ID
I Amount

I Date

I Tvpe

I Campaign

| |Fund

| |Appedl

| |Package

Pay method

an

i e o e i e

[

Maote that the default walue for fields that are hidden will be added
ta each gift in the batch.

< Back I TdEwt s | Cancel | Save | Datagntryl

18. Because the Campaign, Fund, Appeal, and Package are the same for each gift you enter in this batch, add
defaults for these fields. In the Default Value column, select “Annual Campaign” for the Campaign field,
“2005 Annual Fund” for the Fund field, and “Direct Mailing” for the Appeal field.

Warning: Only hide a field if you enter a default and do not expect the value of this default to change for any
gift you enter in the batch.
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19. In the Hide? column, mark the checkbox that corresponds to the Campaign, Fund, and Appeal fields.
When you hide a field, the program does not display the field on the Data Entry screen for the batch.

Gift Batch Setup ]|

1:Batch Header I 2Field:  3:Defaults |
Y'ou can enter a value in any of the fields below to create a default value for that figld.
General
Splt Gilt General
Schedule - :
HanarMemarial Field Default Yalue I Hide? I o Up I
Canstituenk Mame r
— Diowin
|| Constituent 1D -
I Armounk [l
I Date [l
I Type [l
I Campaign Annual Campaign ¥
| |Fund 2005 Annual Fund ¥
| |Appedl Direck Mailing ¥
| |Package [l
Pay methiod r ;I
Maote that the default walue for fields that are hidden will be added
ta each gift in the batch.
< Back I TdEwt s | Cancel | Save | [rata Entry |

Note: Because the pledges you enter in this batch have different installment schedules, do not set defaults on
the Schedule screen.

20. To save the information entered on the Gift Batch Setup screen and display the Data Entry screen for this
gift batch, click Data Entry. For more information about how to add gifts to the batch, see “Gift Batch Data
Entry” on page 125.
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Gift Batch Data Entry

After you select the fields and defaults to use for your batch on the Gift Batch Setup screen, click Data Entry. The
Data Entry screen appears for the gift batch.

:Batch 5 =] B3
File Edit Wiew Gift Constituent Fawvortes Toolz Help
Dlsaveandtiose- |l /2 & ¥ wmu2e @O @ RB-§-|w0?-
Conskituent Name | Constituent ID I Amount | Date | Tvpe I Pay methad
*
: Julie Bach [ $50,00 07i01/2005 Cash Personal Chec
- Kenneth Parker 125 $120.00 07¢01/2005 Pledge Personal Chec
| |Carter Pharmaceuticals, Inc. 138 $200,00 070172005 Cash Business Chec
- Lorrel Justin 40 $75.00 07¢01/2005 Cash Personal Chec
- Dravid Murphey 51 $150.00 07Ff01/2005 Cash Personal Chec
Renee Wilson 129 $130.00 07y01/2005 Pledge
_am Phan a4 $125.00 0701/2005 Cash Personal Chec;
KN i
Ready. | Gift 7 of 8 | Runring Total: $300.00 | v

There are four main areas on the Data Entry screen: the Default Row, Data Entry grid, Constituent Window, and
Status bar.

Default Row

Note: To easily differentiate the Default Row from the other rows in the Data Entry grid, we strongly
recommend you display the Default Row in a different color than the Data Entry grid.

When displayed, the Default Row is the first row in the Data Entry grid and contains the default values you select
on the Defaults tab of the Gift Batch Setup screen. When you add gifts to the batch, any information entered in
the Default Row can appear as a default for each new gift in the batch. In User Options, you can display or hide
the Default Row, choose a color in which to display this row, and select how to add the defaults for each gift.

Before you begin to enter data in a gift batch, you must select in User Options how to enter defaults in the batch.
There are three ways to enter defaults in the batch. You can press F2 when in a field to add the default for that
field, insert a default when you select a field, or insert all available defaults when you begin a new row in the
batch. The Default Row is a tool to easily view and change the defaults.

Note: Regardless of whether you choose to use defaults, the current system date defaults in the GL post date
and Date fields, Not Acknowledged defaults in the Acknowledge field, Not Receipted defaults in the Receipt
field, and Cash defaults in the Pay method field when you do not choose defaults for these fields.
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When you display the Default Row, you can type over the default you want to change in the Default Row to
change the defaults. When you change values in the Default Row, the changes update on the Defaults tab of the
Gift Batch Setup screen. If you change an entry in the Default Row after you enter gifts in the batch, the new
default settings affect the gifts entered after you make the change. The new default settings do not affect gifts
already in the batch. For more information about how to display the default row, see “User Options” on page 83.

Data Entry Grid

In the Data Entry grid, each row of the spreadsheet that contains information becomes a gift record when you
commit the batch to the database.

:Batch 5 =] B3
File Edit Wiew Gift Constituent Fawvortes Toolz Help
E]Saveandﬁlose‘|u __ |§' ﬁ'| @|@@E%'|@E' §|_‘|||?'
Constituent Mame | Constituent ID | Armount | Date | Type | Pay method
*
- Julie Bach & 450,00 0701/2005 Cash Personal Chec
- Kenneth Parker 125 $120.00 07§01/2005 Pledge Personal Chec
| |Carter Pharmaceuticals, Inc. 138 $200,00 070172005 Cash Business Chec
- Lorrel Justin 40 $75.00 O7i01/2005 Cash Personal Chec
- Dravid Murphey 51 $150.00 070172005 Cash Personal Chec
Renee Wilson 129 $130.00 O7f01/2005 Pledge
_am Phan a4 $125.00 070172005 Cash Personal Chec;
KN 2
| Ready. | Gilt 7 of 8 | Runring Totat $300.00 | 4

When you set up a gift batch, you define the columns that appear in the Data Entry screen from the Fields tab of
the Gift Batch Setup screen. The columns list in the order you select on the Fields tab. For more information
about the Fields tab, see “Fields Tab” on page 105.

When a column is not applicable to the gift you enter, the field is locked and appears in the color you select in the
Locked cell color field on the Color tab of User Options. For example, Stock fields are not applicable to a cash gift
paid with a personal check. Any Stock fields are locked and appear in the color you select for a locked cell.

Constituent Window

Note: To easily move back and forth between the Data Entry grid and the Constituent Window, press F8 on
your keyboard.
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When you add gifts in a batch, you may discover a donor who is not a constituent in your database. You can use
the Constituent Window to create a new constituent record for the donor or edit information on a donor’s

existing constituent record. When you display the Constituent Window, the program displays information about
the constituent for whom you add a gift.

£ Batch 38 [ (=] ]
File Edit View Gift Constituent Favorites Tool: Help
Bisavandcon- || 4 S 2w 2cw@Dn - o B¢ 0w ?-
I Constituent Name I Constituent 10 | Amounk I Date | Type I 0 Field I Yalue
B Annue (Title 1 Ms,
Bach, Julie ] $50.00(0 5 K First Marne Julies
Adarnsan, Mark 3 $100.0009/09/2005 Fledge Planni Lask Mame Bach
Davenport, Sean |15 $25.00/09/09/2005 Pledge annug ID 5]
Kessler, Marilyn 44 $50.00/09/09/2005 Fledge Annug
Address Address 502 Lang Avenue
Address City Pittsburgh
Address State PA
Address ZIP 15225

Address Phone typel Home

Address Phone numberl | 412-565-9978
Constituent Code Codel  Major Donar Praspect
Primary Addresses

Primary Salutation

sl 2 T o]

|F'ress F& for constituent window, Press F7 for search |Gift1 of 4 ‘Hunning Total: $225.00 ‘

N

Tip: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For example,
to access the spouse details screen for a constituent, with your cursor in the Sp. Name field in the Constituent
Window, press F6 on your keyboard.

Just like you selected the fields to appear in the gift batch, you need to select the constituent fields to appear in
the Constituent Window. Required fields are automatically selected, such as Last Name, to appear in the
Constituent Window, in addition to the fields you designate as required with the Fields option in Configuration.
For more information about how to designate a field as required, see the Configuration & Security Guide.

» Viewing the Constituent Window

1. Fromthe Data Entry screen of a gift batch, select View, Constituent Window from the menu bar. For more
information about how to open a gift batch, see “Accessing a Gift Batch” on page 79.
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2. The Constituent Window appears on the right side of the screen. To resize the Constituent Window, click
and drag the divider that exists between the Constituent Window and Data Entry screen.

%% Batch 38 [_[5]=]

File Edit “iew Gift Constituent Favortes Taools Help

Eisseaitos @ AB BB avacmonmd e 8= |=cal ?-

| Constituent Mame | Constituent ID I Amount | Date | Type I (| Field I Walue
Title 1 Ms.

Bach, Julie 6 450,00 3 B First Name Julie

adamson, Mark 3 $100.00 09/09{2005 Pledge Planni Last Mame: Bach

Davenport, Sean |15 $25.00 09/092005 Pledge Annug 1D [

Kessler, Marilyn 44 $50.00 09/09(2005 Pledge AnnUY
Address Address 502 Lang Avenus
Address City Pittsburgh
Address State PA
Address 7P 15228

Address Phone bypel Home

Address Phone number! |412-565-9978
iZonstituent Code Codel | Major Donor Prospect
Primary Addressee

Primary Salutation

NS s i

|F'|ess F8 for constituent window, Press F7 for search |Gift1 of 4 |F!unning Total: $225.00 ‘

B

3. To hide the Constituent Window, select View, Constituent Window again from the menu bar.

» Selecting the fields to appear in the Constituent Window

Note: Many of the fields and options on the Define Constituent Fields screen work the same as the fields and
options on the Fields tab of the Gift Batch Setup screen. For more information about the Gift Batch Setup
screen, see “Gift Batch Setup” on page 93.

1. From the Data Entry screen of a gift batch, select Constituent, Define Constituent Fields from the menu
bar. The Define Constituent Fields screen appears. For more information about how to open a gift batch,
see “Accessing a Gift Batch” on page 79.

Define Constituent Fields E2

Select the Congtituent fields to be used for data entry. Fields and defaults can be selected for both individual
and organization records,

Define fields for: % |ndividuals  Organizations
—Awailable Fields———— — Data Entry Figlds

& Field Marne Default Yalue -
- AnonymMous

- Birth date :
- Birthplace | |Firsk Mame
- Constitugnt iz a zolicitor? | |Lask Mame
- Congtituent iz an honor/n D
geceasej D Address address
- Deceazed Date =
[ Add Cit:
- Ethnicity | |Address LIty
- First Mame | |Address State
- Gender = | |Address ZIP
«0 | » | |Address Phane bypel ~|

MEind...l SelEats | Bemave | Llil

ok | Cancel
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2. In the Define fields for field, to define the fields that appear in the Constituent Window for individual
constituent records, select Individuals.

3. In the Available fields box, select a field to appear in the Constituent Window. For example, select the
Address Phone type field.

4. Toinclude the field in the Constituent Window, click Select. The Address Phone type 1 field appears at the
bottom of the Data Entry Fields grid.

Note: The order you list the fields in the Data entry fields grid is the order the fields appear in the Constituent
Window. To rearrange the fields, select a field in the Data entry fields grid and click the up or down arrow to
move the field to the appropriate place.

5. In the Default Value column of the Data Entry Fields grid, enter any necessary defaults for the
Constituent Window. For example, you can enter the default of “Home” in the Address Phone type 1
field. These defaults appear only when you add new constituents in the batch.

Define Constituent Fields

Select the Constituent fields to be uzed for data entry. Fields and defaultz can be selected for both individual
and organization records.

Define fields for: ¢ |ndividuals € Organizations

—bwailable Fields—————— ~ Diata Enty Fields
- Address Region il Field Marne Default Yalue ;I
- Addrezz Seazonal fror -
- Address Seazonal to | |First Mame
- Addrezs Send mail to | | [Last Mame _I
- dddress State ||
- Address Type | |#ddress Address
- Addiess ZIP | |address ity

- Address Phone numbs feldress State

- Addrezz Phone tppe —

- Address Attributes Address 1P ;

B Attributes = Address Phone bypel Home _ILI
3

1] | » 4|
MEind.._l Select-> | Bermove | LI LI

ak. | Cancel
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6. In the Define fields for field, select Organization to define the fields that appear in the Constituent
Window for organization constituent records.

Define Constituent Fields E2

Select the Congtituent fields to be used for data entry. Fields and defaults can be selected for both individual
and organization records,

Define fields for: © |ndividuals (¢ Organizations

—Awailable Fields———— — Data Entry Figlds
& Biographical = Field Mame Diefaulk Walue o
- AnonymMous
Org Name

- Congtituent iz a solicitar?

- Fizcal rear Starts | |Address Address

1D || Address City

- Inactive | |Address State

Ih:dusl*:r}rld Address ZIP

. Mt b

M:tzhingDFeasctDr Address Phone bypel Business
- Max Mateh Annual | |Address Phane number1

- Max Match Per Gift = | |Constituent Code Cadel =
1| | »] 4 | ,
MEind...l Selests | Bemove | + | + |

ok | Cancel |

7. In the Available fields box, select a field to appear in the Constituent Window. For example, select the
Address Phone type field.

8. Toinclude the field in the Constituent Window, click Select. The Address Phone type 1 field appears at the
bottom of the Data Entry Fields grid.

9. In the Default Value column of the Data Entry Fields grid, enter any necessary defaults for the
Constituent Window. For example, you can enter the default of “Business” in the Address Phone type 1
field. These defaults appear only when you add new constituents in the batch.

10. To return to the data entry screen, click OK.
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» Accessing a donor’s constituent record from the Constituent Window

Some fields on the donor’s constituent record cannot be displayed in the Constituent Window. If you need to
add information about a donor, access the donor’s constituent record from the Constituent Window.

1. From the Data Entry screen of a gift batch, select View, Constituent Window from the menu bar. For more
information about how to open a gift batch, see “Accessing a Gift Batch” on page 79.

& Balch 38 [_[5]x]
File Edit “iew Gift Constituent Favortes Tools Help
Dloaeandtise- | B2 &2 mu2cwon®-e®- g oz 2-
| constituert Mame | corsttoentm | smoure | Date Type [ Field | value
i Title 1 M.
Bach, Julie 6 5 H First Mame Julie
Adamson, Mark, 3 $100.00 09409/ 2005 Pledge Planny Last Mame Bach
Davenport, Sean 15 $25,00 09/09/2005 Pledge Annug 1D ]
Kessler, Matilyn 44 $50,00 09/09(2005 Pledge ANNLUS
Address address 502 Lang Avenue
Address City Pitksburgh
Address State PA
Address 7P 15228
Address Phone typel Home
Address Phone numberl |412-565-9978
iZonstituent Code Codel | Major Donor Prospect
Primary Addressee
Primary Salutation
NS s i
|F'|ess F8 for constituent window, Press F7 for search |Gift1 of 4 |F!unning Total: $225.00 ‘ 4
2. Right-click in the Constituent Window. A shortcut menu appears.
5 Batch 38 _[=5]%]

File Edit View Gift Constituent Favorites Toolk Help

E]Saveandtlnse'|u j|§'|ﬁ"|ﬁj @‘@@D%'@B'ﬁ %|“?'

| Constituent Name I Constituent ID I Amount: | Date Type I { Field | Value
Title 1 Ms,

Bach, Juliz 6 Firsk Mame Julie

Adamson, Mark 3 Pledge Planny Last Mame Bach

Davenport, Sean |15 $25,00/09/09/2005 Pledge Annug D &

Kessler, Marilyn 44 $50.00/09/09/2005 Pledge Annug
Address Address 502 Lang Avenue

[F=| Open Constituent
ﬂ Find...

E Export Canstituent Grid
Export to Excel
S} Print.

ypel
— Goto L4
urmber 1
Constituent Code Codel

Primaty Addressee
Primaty Salutation

I TS

Pittsburgh

[

15228

Horme
412-565-9978

Major Donor Prospect

| Ready.

Gitt1of4 | Funning Tota: $225.00 |
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3. Select Open Constituent. The constituent record appears.

=i Julie M. Bach i [l
File Edit “iew Constituent Letter Favorites Tools Help
E]Saveandﬁlose'|u|§'&"|" 1 » N‘_’|2'|?E||| ?'|&'||3'|'
Attributes I Media I v Actionz I Haonar/kemarial I Wolunteer I v Prospect I v Membership I v Events I
v Bin2 I v Addresses I v Addressees/S alutations I v Relationships I v Appeals I Motes I v Gifts
 Biographical r— Preferred Address - Home
Last name: IBach Aliazes | Eountry:lUnited States j Mare... |
First name: IJuIie Address ines: (502 Lang Avenue ;I
Middle name: IMalie LI
Titles: IMs_ j I j City: |Pittsburgh
Sufﬁxes:l j I j State: |Pa, 'l Pennzylvania
Mickname: IJuIes ZIF:|15228 ﬁl DPC:I
Maiden name: I Phones/EmailfLinks
s IB DNCI Type INumber,l’EmalI Addressl Shared?
' - Home 412-565-9975 Mot Shared
Gender: IFemaIe j 35N: |259'45'84SE - Ernail jules@att, com Cannot be Shared
Birth date: |03£2?£1 973 l Age: 26 |
[ Deceassd? Date:l Bl LI—I LI
: -  This constituent
Marital statuz: |Single - E
I J [~ lz inactive [ ls a solicitor Details |
MI [ Gives anonymously [~ Has no valid addresses
Solicit code: IDD niot phone on weekends [~ Requests no email
Development Staff [12/03/2004 - ) vEducaion | wBusiness | Bank |

4. To save your changes and return to the Data Entry screen, click Save and Close on the toolbar.

» Adding a new constituent using the Constituent Window

You can add new constituents through the Constituent Window of the Data Entry screen. For example, when
you add gifts to a batch, you notice you receive a check from a donor who is not currently a constituent in
your database. From the Constituent Window, you can search for an existing record for that donor. If no
record exists, you can add the new constituent to your database.

1. From the Data Entry screen of a gift batch, select View, Constituent Window from the menu bar. The
Constituent Window appears. For more information about how to open a gift batch, see “Accessing a Gift
Batch” on page 79.

2. In the Constituent Name column of a new row in the gift batch, enter the name of the new constituent.
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3. Press TAB on your keyboard. The Open screen for constituents appears. The new constituent’s last name
appears in the Last/Org name and First name fields.

i, Open

Find: I Constituent j Search using query: |<Default>

B

AEE bE LA

Sl [pen

Cancel

1 Add New
Find Constituents that meet these criteria:
Options
Last/Org name: ILawson j Address lines: I j
Firzgt M ame: IJason j City: I j
Constituent ID:I j State:l j 4k Fitnd Mo
ssu:| =] ZIF':| =l New Search
Membership 1D: I j Class of: I j s Semrd
Bark acct no.: I x| Creditcard no: I =]

[ Dizplay inactive constituents [~ Check spouse name [ Exact match anly I™ | Check rickname
[ Display deceased constituents [~ Check aliases [~ Check contact name Expand Besults

4. To verify the new constituent does not have a record in the database, click Find Now.

5. If you cannot locate the constituent in the database, click Add New. From the submenu that appears,
select whether to add an individual or organization record. For more information about how to add
constituent records, see the Constituent Data Entry Guide.

6. The donor now has a constituent record in the database. You can add information to the constituent
record with the Constituent Window, or you can access the constituent record to add complete
information. For more information about how to access a donor’s constituent record, see “Accessing a
donor’s constituent record from the Constituent Window” on page 131.
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Status Bar

The status bar displays helpful information about the gifts entered in the batch. It is divided into four sections.

%% Baich 38 HE

File Edit “iew Gift Constituent Favortes Tool: Help

I]Saveandtlose‘|n '|§' _3.'|.«§_<.’|m ;ﬂ|3@'@‘[l—'h'\@m' ﬁ|"‘4|4‘ 2

Constituent Name I Constituent 10 | Amounk I Date | Type I Campaign I Appeal | Package
g Annual Campaign  Direct Mailing
| Bach, Julie 3] $50.00/09/09/2005 Cash Annual Campaign
__|Adamson, Mark 3 $100.0009/09/2005 Fledge Planned Giving C... Membership Malling

__|Davenport, Sean 15 $25.00/09/09/2005 Pledge annual Campaign | Direct Mailing

E}:‘Zessler_. Marilyn 44 $5I:I.EII:I|EI'?II'EI'?II'EI:II]E Annual Campaign  |Direct Mailing

sl o]

|F'ress F7 for search ‘ Gift 4 of 4 |Hunning Total: $225.00 |Hidden columns exist ‘

N

The first section of the status bar displays messages related to data entry. For example, when you have focus in
the Amount field, this section of the status bar displays “Press F7 for calculator”.

The second section of the status bar displays the row number for the active row versus the total number of gifts
in the batch. The total number of gifts in the batch updates every time you complete the entry for a gift. For
example, if you enter 40 gifts in a batch and select the row for the tenth gift listed in the batch, “Gift 10 of 40”
appears in this section of the status bar.

The third section of the status bar displays the total monetary amount entered in the batch. For example, if you
entered 40 gifts in the batch that total $5,600.05, “Running Total: $5,600.05” appears in this section of the status
bar.

When you hide one or more columns in the Data Entry grid, the last section of the status bar displays the message
“Hidden columns exist”. You can hide columns on the Defaults tab of the Gift Batch Setup screen, or you can
select View, Hide/Show Columns from the menu bar. For more information about how to hid a column, see
“Hiding a column in a batch” on page 147. If you do not hide any columns in the batch, no message appears in this
section of the status bar.

Adding Gifts in the Data Entry Grid

After you set up a batch, you can begin to add gifts in the Data Entry grid. There is no limit to the number of gifts
you can enter in a batch. However, we recommend you commit the batch at a regular interval.

Note: When you mark When adding a gift to a batch, warn if constituent has in Configuration, a screen
appears and asks you to apply gifts to outstanding pledges or recurring gifts entered in the batch. This option
only checks for gifts you manually enter in the batch. For payments that you automatically generate in the
batch, you can check for outstanding pledges and recurring gifts when you commit the batch.
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» Adding gifts to the Data Entry grid

Scenario: In response to your Direct Mailing appeal for your 2005 Annual Fund, you receive five cash
gifts that total $600 and two pledge gifts that total $300.

Scenario: The first gift you want to add is a S50 cash gift donated by Julie Bach. Your organization
received Julie’s personal check on 09/09/2005. The check number and date is 1302 and 08/25/2005,
respectively.

Scenario: The second gift you want to add is a $120 pledge gift donated by Kenneth Parker on
09/09/2005. Kenneth plans to pay his pledge in 12 monthly installments that begin on 10/01,/2005.

Scenario: Before you can add new gifts to a batch, you must set up the batch. To set up the batch,
select the batch number, fields, and defaults to include in the batch. This scenario uses the batch set
up in “Setting up a new gift batch” on page 119.

Note: The first row of the batch may display the Default Row. When you add gifts to a batch, make sure you
add the gift information in the rows below the Default Row. For more information about the Default Row, see
“Default Row” on page 125.

1. From the Batch page, open the gift batch with the description “Gifts received for the 2005 Annual Fund on
09/09/2005.” The Data Entry screen appears for the gift batch. For more information about how to open a
gift batch, see “Accessing a Gift Batch” on page 79.

%% Batch 38 [_[5]=]
File Edit “iew Gift Constituent Favortes Tools Help
I Save and Cios=- ||l =8| & (o] B2 o0 [ o 0 e - o - |~ = 0 2 -
Constituent Mame | Constituent ID I Amount | Date | Type I ( Field I Walue
$0.00 Annug Title 1
_‘ ﬁl $0.00 Annud First Name
Last Mame:
jin]
Address Address
Address City
Address State
Address 7P
Address Phone bypel
Address Phone number1
Constituent Code Codel
Primary Addressee
Primary Salutation
NS s i

|F'|ess F8 for constituent window, Press F7 for search | Gift 1 of 1 | Running Total: $0.00 ‘

B

Note: To display the Constituent Window, select View, Constituent Window from the menu bar. To define the
fields in the Constituent Window, select Constituent, Define Constituent Fields from the menu bar. For more
information about the Constituent Window, see “Constituent Window” on page 126.
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2. Click in the first row of the Constituent Name column. The binoculars appear. Click the binoculars to
access the Open screen for constituents and locate “Julie Bach” in your database. For more information
about the Open screen for constituents, see “Constituent Batch” on page 1. After you locate Julie Bach in
the database, her name appears in the first row of the Constituent Name column and information from
her constituent record appears in the Constituent Window.

¥ Batch 38 [_[5]x]
File Edit View Gift Consttusnt Favortes Tools Help
Eisewandton- |l 12 G- ¢ w v 2crdOnd- g 8-|=al?-
Constitusrt Name | CorstuereD | Amoure | Date: | Type | Field | Vale
o $0.00 Annu: Title 1 Ms.,
Bach, Julie 6 $50.00/09/09/2005 Cash Annuy | Firsk Mame Julie:
Last Name Each
o} ]
Address address 502 Lang Avenue
Address City Pittsburgh
Address State PA
Address ZIP 15228
Address Phone typel Home
Address Phone numberl |412-565-9978
Constituent Code Codel  Major Donor Prospeck
Primary Addressee
Primary Salutation
4 0K o

|F'ress F& for constituent window, Press F7 for search | Gift 1 af 1 ‘ Running Total: $50.00 ‘

B

Note: When you add constituents in a batch, if a constituent has an outstanding pledge or recurring gift and
you mark Outstanding pledge balances or Outstanding recurring gifts in the business rules section of
Configuration, a message appears and prompts you to apply the gift payment to the outstanding pledge or
recurring gift.

3. A message appears and prompts you to add the gift payment to the outstanding pledge.
The Raizer's Edge E |
@ Thiz constituent haz at least one outztanding pledge.

Wwould vou like to apply this gift to a pledge?

ez Mo

4. Click No.

When you receive this message prompt, if you know that the pledge you want to pay is the outstanding
pledge for the constituent, click Yes to work with the outstanding pledge. Alternatively, during the batch
committing process, you can automatically apply payments to any outstanding pledges once you
automatically generate all pledges with a payment due into a batch. For more information about how to
automatically apply pledges when you commit a batch, see “Committing a gift batch” on page 204.

5. In the Constituent ID column, do not enter any information because Julie Bach already has a Constituent
ID entered on her constituent record. The information defaults in this field. You can view this information
in the Constituent Window on the right side of the screen.

6. Inthe Amount column, enter the amount $50 because Julie donated a cash gift of $50.
In the Date column, enter the date 09/09/2005 because that is the date you received Julie’s gift.
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Note: Auto Complete occurs when you type the first few letters of information in a field, and the rest of the
information automatically defaults in. For example, if you type “C” in the Type field, then “Cash” automatically
defaults.

8. In the Type column, select “Cash”. For more information about different gift types, see the Gift Records
Guide.

9. In the Pay method column, select “Personal Check”.
10. In the Check number column, enter “1302” because this is the check number on Julie’s personal check.

11. Inthe Check date column, enter the date 08/25/2005 because this is the date Julie wrote the check to your
organization.

9 Batch 38 [_[5]x]
File Edit “iew Gift Constituent Favortes Tools Help
Biseeendton- | 3 2- Q- (w2 2c@OED- @R8] =/ ?-
Type | Package I Pay method | Check number | Check date I ol Field I Value
i Title 1 s,
Cash Personal Check 1302 08/25/2005 EIUQIUQ First Mame Julie
| Last Mame Bach
)} 6
Address address 502 Lang Avenue
Address City Pittsburgh
Address State PA
Address ZIP 15228
Address Phone typel Haome:
Address Phone numbert |412-565-9973
Canstituent Code Codel | Major Danor Prospect
Primary Addresses
Primary Salutation
A _ 2lal ] 2

|F|ess F8 for constituent window, Press F3 for |G|ﬂ'\ of 2 |Hunnlng Total: $50.00 ‘HlddEﬂ columns exist ‘

R

Warning: When you are ready to post a batch to General Ledger, some of your gifts in the batch may not post,
depending on your security rights to the GL post status field. Security settings take effect once you try to post.
If you do not have rights to the GL post status field for certain gifts, when you try to post to General Ledger,
some gifts may post and some gifts may create exceptions. For more information about security settings, see
the Configuration & Security Guide.

12. In the GL post date column, enter the date 09/09/2005, which is the date you plan to post the gifts to
General Ledger.

13. In the GL post status column, select “Not Posted”.

14. In the Acknowledge column, select “Not Acknowledged”. You plan to use the Donor Acknowledgement
Letters mail task in Mail to process this acknowledgement letter later in the week. For more information
about how to create letters in Mail, see the Mail Guide.

Note: To move from field to field in the Data Entry grid, use the arrow keys in conjunction with the Control key
on your keyboard. For example, CTRL + RIGHT ARROW KEY moves your cursor to the right. You can also press Ta
to move forward one field or SHIFT + TAB to move back one field.
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. . . . .
15. Inthe Receipt Amount column, enter the amount $50 because that is the tax-deductible portion of Julie’s
gift.
%% Batch 38 [_[5]=]
File Edit “iew Gift Constituent Favortes Tools Help
Bsermition- |1 &0 ¢ o 2 B RO Y| @R @)~ |o]n2-
Check date | GL post dake I GL post status | Acknowledge | Receipt Amaunt I | Field I Value
* $0.00 Title 1 Ms.
| |osfzsizo0s 09/09/2005 Mok Posted Mot Acknowledged  $50.00 ﬁl First Mame Julie
|| Last Mame Barch
jin] )
Address Address 502 Lang Avenus
Address City Pittsburgh
Address State PA
Address 7P 15228
Address Phone bypel Home
Address Phone number! |412-565-9978
iZonstituent Code Codel | Major Donor Prospect
Primary Addressee
Primary Salutation
1| IS I K] i

|F'|ess F8 for constituent window, Press F7 for | Gift 1 of 2 |F\unning Total: $50.00 ‘ Hidden calumns exist

B

Note: When you add or edit credit card information in a batch, The Raiser’s Edge automatically sends the
credit card information to the Blackbaud Payment Service when you leave the row. Depending on your Internet
connection, you may experience a slight delay. After The Raiser’s Edge securely stores the credit card
information, only the last four digits of the credit card number appear in the row.

16. Press TAB on your keyboard to begin the next row in the Data Entry grid.

17. Click in the second row of the Constituent Name column. The binoculars appear. Click the binoculars to
access the Open screen for constituents and locate “Kenneth Parker” in the database. For more
information about how to open constituent records, see the Constituent Data Entry Guide. After you
locate Kenneth Parker in the database, his name appears in the second row of the Constituent Name
column and information from his constituent record appears in the Constituent Window.

%% Batch 38 [_[5]=]
File Edit “iew Gift Constituent Favortes Tools Help
EYsavoend oo~ ||l A/ S-[3 X v Do ROL D (@R @[~z 2
Constituent Mame | Constituent ID I Amount | Date | Type I Field I Value
* $0.00 Title 1 Mr.
Bach, Julie ] $50,00 09/09/2005 Cash Firsk Name Kenneth
Parker, Kenneth 125 $120.00 09/09) 2005 Pledge Last Marme Parker

NS

o

jin]

Address Address

Address City

Address State

Address 7P

Address Phone bypel
Address Phone number1
Constituent Code Codel
Primary Addressee
Primary Salutation

125

557 Dogwoad Court

Omaha

ME

63147

Cellular Phone
402-821-6954
Current Parent

| Press F8 for constituent window, Press F7 | Gift 2 of 2

Running Tatal: $170.00

Hidden columns exist

B
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18.

19.

20.

21.

In the Constituent ID column, do not enter any information because Kenneth Parker already has a
Constituent ID entered on his constituent record. This information defaults into the column. You can view
this information in the Constituent Window on the right side of the screen.

In the Amount column, enter the amount $120 because Kenneth plans to donate a monthly gift of $10 for
the next year.

In the Date column, enter the date 09/09/2005 because that is the date you received the pledge from
Kenneth.

In the Type column, select “Pledge”. For more information about the different gift types, see the Gift
Records Guide.

Note: When you enter a pledge, you must specify the installment schedule. For more information about
pledge installments, see the Gift Records Guide.

22.

23.

24.
25.

26.

27.

From the menu bar, select Gift, Installment Information. The Pledge Installment Schedule screen
appears.

Pledge Installment Schedule for Kenneth Parker

Use the 'Schedule’ fieldz, then select ‘Dishibute’ to help generate an installment schedule.
 Installment Schedule

Gift Amount; $120.00 | pae | Amount |

Frequency: IMDn[m}. vl Mo. Installments: |‘|2
i [Day I‘I_ of ewery I‘I_ manth(z]
" The I j I j of egeryl rorith(s]

Starting on; |1DHD1H2DD5 EII Digtribute | Beschedulel

Ok | Cancel |

In the Frequency field, select “Monthly” because Kenneth is fulfilling his pledge on a monthly payment
schedule.

In the No. Installments field, enter “12” because Kenneth wants to pay his pledge in 12 payments.

Mark Day [ ] of every [ ] month(s) and enter “1” in both fields. Now the option reads Day 1 of every 1
month(s). Kenneth wants to pay his pledge on the first day of every month.

In the Starting on field, enter the date 10/01/2005 because this is the date Kenneth plans to send his first
pledge payment.

Click Distribute. The grid displays the installment schedule for Kenneth’s pledge.

Pledge Installment Schedule for Kenneth Parker
Use the 'Schedule’ fieldz, then select ‘Dishibute’ to help generate an installment schedule.
 Installment Schedule
Gift Amount; $120.00 Date | Amount ii
10412005 $10.
Frequency: IM thl vl Ma. Installments: |‘|2 —
oniny N 1141/2005 $10.
{* Day I‘I_ of every I‘I_ month(s] | 1212005 $10.
N 1/1/2008 $10.
= The I j I j of egeryl rnorithlz] 7 _I 5
Stating o [10/01/2005 1] Beschedulel
Instalments due every month on the 1st day of the month

Ok | Cancel |

28. Click OK. You return to the Data Entry screen.
29. In the Payment method column, select “Personal Check”.
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30.

31.

32.

33.

34.

35.
36.

In the Check number and Check date columns, do not enter any information because a pledge does not
represent an actual gift.

In the GL post date column, enter the date 09/09/2005, which is the date you plan to post the gifts to
General Ledger.

In the GL post status column, select “Not Posted”.

In the Acknowledge column, select “Not Acknowledged”. You plan to use the Donor Acknowledgement
Letters mail task in Mail to process this acknowledgement letter later in the week. For more information
about creating letters in Mail, see the Mail Guide.

In the Receipt Amount column, enter the amount $120 because this is the tax-deductible portion of
Kenneth's gift.

%% Batch 38 [_[5]=]
File Edit “iew Gift Constituent Favortes Tools Help
Disscadtoe- ||l #S-0-|dhvwcw@ O |- @]~ ofa)?-
Check date | GL post dake I GL post status | Acknowledge | Receipt Amaunt I | Field I Value
$0.00 Title 1 Mr.
| 08f25)2005 09/09/2005 Mok Posted Mot Acknowledged 450,00 Firsk Name Kenneth
| 09/092005 Mot Posted ot Acknowledged  $120.00 @I Last Mame Parker
| jin] 125
Address Address 557 Dogwoad Court
Address City Omaha
Address State ME
Address 7P 68147
Address Phone bypel Cellular Phone
Address Phone number! |402-521-6954
Constituent Code Codel | Current Parent
Primary Addressee
Primary Salutation
1| IS I K] i

| Press F8 for constivent window, PressF7 [ Git20f 3 |Running Total $170.00 | Hidden columns exist \ i

Press TAB on your keyboard to create a new row so you can add the next gift to the batch.

With the same methods you used to add gifts for Julie Bach and Kenneth Parker in the section “Adding
gifts to the Data Entry grid” on page 135, add the gifts below. For some of these examples, messages may
appear that request you apply gifts to outstanding payments, add appeals to the constituents’ records, or
update matching gift records for the constituents.

¢ Carter Pharmaceuticals donates a cash gift of $200, which your organization receives on 09/09/2005.
This donation is given by way of a business check with a check date and number of 08/28/2005 and
5120, respectively. This gift has not been acknowledged or posted to General Ledger. The receipt
amount for this gift is $200.

¢ Lorrel Justin donates a cash gift of $75, which your organization receives on 09/09/2005. This donation
is given by way of a personal check with a check date and number of 08/27/2005 and 305, respectively.
This gift has not been acknowledged or posted to General Ledger. The receipt amount for this gift is
$75.

¢ David Murphy donates a cash gift of $150, which your organization receives on 09/09/2005. This
donation was given by way of a personal check with a check date and number of 09/01/2005 and 3115,
respectively. This gift has not been acknowledged or posted to General Ledger. The receipt amount for
this gift is $150.

¢ Renee Wilson donates a pledge gift of $180, which your organization receives on 09/09/2005. Renee
plans to pay her pledge with a single installment due on 10/01/2005. This gift has not been
acknowledged or posted to General Ledger. The receipt amount for this gift is $180.
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¢ Cam Phan donates a cash gift of $125, which you organization receives on 09/09/2005. This donation
was given by way of a personal check with a check date and number of 08/28/2005 and 6021,
respectively. This gift has not been acknowledged or posted to General Ledger. The receipt amount for
this gift is $125.

37. To save the information entered in the batch and close the Data Entry screen, click Save and Close on the
toolbar.

Data Entry Screen Menu Options

This section contains information about the Data Entry screen menu options, including how to add and remove
fields from a gift batch, and how to hide and freeze columns in the Data Entry grid. Not all menu options are
discussed in this section because the menu bar is very similar throughout The Raiser’s Edge. For more
information about menu options, see the Program Basics Guide.

Viewing Gift Properties

You can easily view the properties for a gift batch or gift row in a batch. The Properties screen provides detailed
information about a batch or specific gift, such as the running amount of gifts in the batch, projected amount of
gifts, gift type, and gift amount.

» Viewing properties for a gift batch

1. From the Data Entry screen of a gift batch, select File, Properties from the menu bar. The Properties
screen appears. For more information about how to open a gift batch, see “Accessing a Gift Batch” on

page 79.
Properties
| Gift Batch - 38
Property | Value I;

System record 1D 63 =
Description Gifts received For the 2005 Annual F. ..
Running number of gifts 3
Running Amounk $170.00
Projected number of gifts 7
Projected amount $300.00
Created on 09/09/2005 11:41:01 AM
Created by Supervisor
Last changed on 0970972005 1:21:03 PM
Murnber of matching gifts ;I

2. You can view the specific properties of a gift batch and their values. When you finish viewing the screen,
click Close. You return to the Data Entry screen of the gift batch.
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» Viewing properties for a gift row in a batch

1. From the Data Entry screen of a gift batch, select Gift, Gift Properties from the menu bar. The Gift
Properties screen appears. For more information about how to open a gift batch, see “Accessing a Gift
Batch” on page 79.

1 Gift Properties E2

Gift 1 of 3
Constituent br. Max G. Taylor ﬂ
Gift Type Fledge
Gift Amount £100.00
Matched Mo
Saft Credited Nao
HonordMemonal Mo
Haz Installments Yex
Haz a Payment e
Applied to Pledge Mo
Applied to Covenant Mo
Annlied tn Becorina [Hifk Mo ;I

2. You can view the specific properties of a gift row such as the constituent’s name and the gift type. When
you finish viewing the Gift screen, click Close. You return to the Data Entry screen of the gift batch.

Selecting, Inserting, and Deleting Rows from the Data Entry Grid

You can use the procedures below to select, insert, and delete rows in a gift batch. It is useful to select rows to
insert or delete rows, or export data to another application. It is useful to insert rows in a gift batch to enter gifts
in the batch in a certain order. You may need to insert a row in the batch to maintain the order you use. You can
also easily delete rows in a gift batch. For example, you may need to delete a gift row because you accidentally
add a gift in the batch twice.

» Selecting rows from the Data Entry grid of a batch

Note: To select a row, you can also click on the gray square to the left of the row.
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1. From the Data Entry screen of a batch and with your cursor in the row you want highlighted, select Edit,
Select Row from the menu bar. For more information about how to open a gift batch, see “Accessing a
Gift Batch” on page 79.

€} Batch 38 M=

File Edit View Gift Constituent Favorites Toolk Help
E]Savaandl:lnse'|u ﬂ‘é' @'|g‘ Ej m| o= B ®'|@ B' ﬂ | > ||| ?-

| Constituent Name I Constituent ID I Amount: | Date | Type I Package I Pay method | Check numb
$0.00

5
Parker, kKenneth 125 120,00 09/09/2005 Pledge Personal Check

o |

|F|eady | Gift 2 of 3 ‘ Running Total: $170.00 | Hidden columns exist ‘ 7

2. To deselect the highlighted row, click in any other row in the Data Entry grid.

3. With your cursor anywhere in the Data Entry grid, select Edit, Select All Rows. All rows are now
highlighted.

4. To deselect the highlighted rows, click anywhere in the Data Entry grid.

» Inserting a row in the Data Entry grid of a batch

Note: To select a row in the Data Entry grid, click the gray square to the left of the row in the Data Entry grid.
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1. From the Data Entry screen of a batch, select the row below which you want to insert a new blank row.

For more information about how to open a gift batch, see “Accessing a Gift Batch” on page 79.
¥ Batch 38

_[=5]%]
File Edit View Gift Constituent Favorites Toolk Help
Fisaveandtiose- || A &-A- (¢ G| BSFREOEDN- & ®-§|~» =@ ?-

‘ Constituent Name | Constituent 1D | Type | Package | Pay method | Check numb

Amounk | Date ‘
$0.00

Parker, kKenneth 125

$120.0009/09/2005 Pledge

Personal Check

Ready.

I
Gift 2of 3 Running Total: $170.00 | Hidden columns exist

Note: To insert a new row, right-click the selected row to access the shortcut menu. When the shortcut menu
appears, select Insert Row.

2. From the menu bar, select Edit, Insert Row.

» Deleting a row in the batch

Note: To select a row in the Data Entry grid, click the gray square to the left of the row in the Data Entry grid.

1. From the Data Entry screen for a batch, select the row to delete from the batch. For more information
about how to open a gift batch, see “Accessing a Gift Batch” on page 79.
2§ Batch 38 (7] x]
File Edit View Gift Constituent Favorites Toolk Help
Fisaveandtiose- || A &-A- (¢ G| BSFREOEDN- & ®-§|~» =@ ?-

‘Cunstitusnt Namel Constituent I | Amounk | Date ‘

Type | Package | Pay method | Check numb’

[Bach, 1.

Parker, kKenneth

$120.0009/09/2005

Pledge Personal Check

Ready.

i
Gift 2of 3 Running Total: $170.00 | Hidden columns exist
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Note: To delete a row, you can also right-click the highlighted row to access the shortcut menu. When the
shortcut menu appears, select Delete Row.

2. From the menu bar, select Edit, Delete Row.

If the gift row you select to delete is linked to a membership, proposal, or an event and you have not yet
committed the batch, a confirmation message appears to ask whether to delete the gift.

The Raiser's Edge 1]

@ Thiz gift is linked to a memberzhip transaction, do you wish to delste this gift?

Yes No |

Warning: When you delete a row in a batch or change the constituent name in a batch row, and the row is
linked to an object such as a membership or event, a screen appears to notify you of the linked object.

3. To permanently delete the row from the Data Entry grid, click Yes.

If you create a new membership from a gift row and link that gift to the new membership, the
membership is established in the database, regardless of whether you commit the gift batch to the
database. If you link a gift row to an existing membership and delete that gift row before you commit the
batch to the database, no information is added or changed on the existing membership record.

Freezing and Unfreezing Columns in the Data Entry Grid

To lock and unlock a selected column and all columns to its left, use the Freeze and Unfreeze menu options. For
example, you may want to freeze the Constituent Name column so you can always view the name of the
constituent for which you are adding a gift. When you freeze a column, it remains stationary and visible
regardless of the horizontal direction you scroll. When you unfreeze a column, the columns move to the left or
right corresponding to the horizontal direction you scroll. If the selected column is already frozen, the Freeze
menu option is disabled.
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» Freezing a column in the Data Entry grid of a batch

1. From the Data Entry screen for a batch, put your cursor in any row of the right-most column to freeze. For
example, to freeze the first three columns in the batch, put your cursor in any row in the third column in
the batch and select View, Freeze from the menu bar. For more information about how to open a gift
batch, see “Accessing a Gift Batch” on page 79.

¥ Batch 38 [_[5]
File Edit | Yiew Gift Constituent Favortes Took Help
ESavea’_CDnstituentwindow 31'|M| mj i) | &S & B %_|@ B' ﬂ | - ‘|| 9.
Constit Pre-notifications I Amount | Date | Type I Package I Pay method Check nurmbl
Hide/Show Calumns.. .
$120.00/09{09/2005 Pledge
Unfresze
Refresh Batch F5
2= Legend

KIS i
|F!eadp | Gift 2 of 3 ‘ Running Tatal: $170.00 | Hidden columns exist ‘ 7

2. When you use the horizontal scroll bar, the selected column and all columns to the left of the selected
column remain stationary.

» Unfreezing a column in the Data Entry grid of a batch

Note: To freeze or unfreeze a column, you can also right-click the column heading to freeze or unfreeze to
access the shortcut menu. When the shortcut menu appears, select Freeze or Unfreeze from the menu.
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1. From the Data Entry screen for a batch, put your cursor in any row of the left-most column to unfreeze.
For example, if the first three columns in the batch are frozen and you want to unfreeze the second and
third column, put your cursor in any row in the second column in the batch and select View, Unfreeze

from the menu bar. For more information about how to open a gift batch, see “Accessing a Gift Batch” on
page 79.
[CIEIX]

£k Batch 38
File Edit | Yiew Gift Constituent Favortes Took Help

ESavea’_CDnstituentwindow }.'|M|ﬁ] @‘ @ & BB %,‘@ g_ ﬂ|—’|“ 2.

Constit Pre-notifications I Amount | Date | Type I Package I Pay method Check nurmbl

eck

Hide/Show Calumns..

Parker, Fiesze

005

4$120.00 09/09/2005

Pledge Personal Check

Refresh Batch F5

2= Legend

KIS i

|F!eadp | Gift 2 of 3 ‘ Running Tatal: $170.00 | Hidden columns exist 7

2. The selected column and all columns to the right of the selected column are unfrozen. You can move to
the left or right of the columns corresponding to the horizontal direction you scroll.

Hiding Columns and Viewing Hidden Columns in a Batch

When you select the same entry for a particular field for every gift in a batch, you can enter a default and hide the
field. For example, you add cash gifts to a batch. Because each gift has the gift type of Cash, you can add Cash as
the default for the Type field and hide the Type field. You cannot hide the Constituent Name field because the
entry in this field may be different for each gift you enter. A batch contains hidden columns if “Hidden Columns
Exist” displays in the second section of the status bar at the bottom of the Data Entry screen.

» Hiding a column in a batch

Warning: If you have not entered a default for a field, you should not hide the field. Even though a hidden field
is not visible on the Data Entry screen, it is still included in the batch and you need to enter data in the field.
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1. From the Data Entry screen for a batch, select View, Hide/Show Columns. The Hide/Show Columns
screen appears. For more information about how to open a gift batch, see “Accessing a Gift Batch” on
page 79.

Hide/Show Columns E3 |

Colurnns:

V¥ Amount

Date

Type

Fund

GL post date
GL post status

Appeal

dada<d«d

Campaign

| i
ak | Cancel |

2. Unmark the checkbox next to the columns to hide in the Data Entry grid. Click OK.
3. A message appears in the second section of the status bar to indicate that hidden columns exist.

» Viewing hidden columns in a batch

1. From the Data Entry screen for a batch, select View, Hide/Show Columns from the menu bar. For more
information about how to open a gift batch, see “Accessing a Gift Batch” on page 79. The Hide/Show
Columns screen appears.

Hide/Show Columns E3 |

Colurnns:

V¥ Amount ﬂ
V¥ Date

M Tupe

[T Campaign

™ Fund

T &ppeal

[T Package

W Payment Type
W Check Mumber

ol PO P VO h
[

4
ak | Cancel |

2. Mark the checkbox next to the columns to appear in the Data Entry grid. For example, if you want to view
the Campaign column in the Data Entry grid, mark Campaign.

Note: To display all the columns in the Data Entry grid, click Select All.
3. To display the selected columns in the Data Entry grid, click OK.
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Viewing Legends in a Batch

Legends differentiate the type of records in a grid. You can use legends to identify different records at a glance.
For example, you can specify that pledges appear in a different color and font than cash gifts in a batch. You can
view a legend for the batch you are working on to see which colors represent specific gifts or functions you
completed for that batch. To do this, select View, Legend from the menu bar of a gift batch. This option is
especially useful if you have numerous gifts within one batch. For more information about legends, see the
Program Basics Guide.

» Viewing legends for a batch

1. From the Data Entry screen for a batch, select View, Legend. The Legend screen appears. For more
information about how to open a gift batch, see “Accessing a Gift Batch” on page 79.

Legend |

Legend Options - Batch giftz

The order of the legend options determines which

Fledge color zetting takes precedence if a batch gift
StockProperty qualifiez for mare than ane legend option.
Dther W Caszh color

Linked to Memberzhip
Linked to Event

Linked to Propogal The bold and italic options are always applied and
Haz Matching Gifts suffiez are always concatenated if a batch aift
Hasz Soft Credits qualifiez for more than one legend option.
Gift-ir-K.ind

Automatically generated for EFT [T Bald [ Italic
Pledge Overpapmment

-

| Fiezet to System Defaultsl 0k Cancel |

Sample: Gift Tyope

2. From the list on the left, select a legend option (the gift type or function) to which you want to designate
a specific color.
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3. Click the square color box. The Color Picker screen appears and displays the color choices for the legend
options.

Color Picker E |

weh Palette Mamed Colors |§I,Istem Colorz IEustDm Color I

Bazic:

I O

Additional;

LUDOOE N
OEOEEEEE
OO EEEE
O EEEE
]l
e ] ]
OO EEEE
LU
NOOEERENE
ey ]
LIl SE NN
UL L IEE
LU S
IEEEEEN
EEEEEEDN
| ||

Color % alue Current Caolor
v Beturn System Color [if applicable]

0 [Black]

ak I Cancel |

4. To select the color you want, click on the color square and click OK. You return to the Legend screen.
5. To make your legend options appear in a designated color, bold, and italic, mark Bold and Italic.

In some cases, you may have two different legend options that qualify under the same legend category.
For example, some cash gifts you enter in the batch are also linked to memberships. This means that cash
gifts linked to memberships should appear in the same color. Even though you specified Cash gifts to
appear in green and gifts linked to Membership to appear in red, because Cash is listed first in the Legend
screen, linked to Membership will appear in green.

6. To close the Legend screen, click OK. You return to the Data Entry screen of the batch.
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Adding a Matching Gift from a Batch

From the Matching Gifts screen, you can add a gift record for a gift donated by a business matching a
constituent’s donation. To access the Matching Gifts screen, select Gift, Match from the Gift Batch Data Entry

screen menu. For more information about how to add and pay matching gift pledges in Batch, see the Gift
Records Guide.

Matching Gifts for Kenneth Parker |
@ & 0pen
rMatched By Maktch Arnount Match Date Fund

Toy World, Inc. $120.00 09/09/2005 2005 Annual Fund

Adding Honor/Memorial Information from a Batch

If you use the optional module Honor/Memorial Tracking, you can track detailed information about donations
given in honor, celebration, or memory of an individual or organization. To track this detailed information,
designate a constituent as an honor/memorial. Once you mark a constituent as an honor/memorial on the
Honor/Memorial tab of the constituent record, you can set up tribute records for that constituent. You create
tributes to specify why gifts are being given to the honor/memorial.

Tip: To access the Tributes screen., you can also press CTRL + B on your keyboard.
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For example, you mark Robert Hernandez as an honor/memorial on his constituent record. Robert now receives
tributes such as “In Special Recognition of” or “In Honor Of” so you can designate specific gifts to honor Robert
for his contributions or volunteer work. In Batch, you can select Gift, Tribute from the Gift Batch Data Entry
screen menu to add new tribute information for a constituent. For more information about how to add tribute
gifts in Batch, see the Tribute Gifts Guide.

Tnbutez for Kenneth Parker I
e € Open
Honor/Memarial Mame 5 Tribute Diescription Tribuke Tvpe Acknowledge

Qtka Monkgarmery In Honor OFf Yolunteer of the ... InHonor OF Mot Acknowledged

Adding Soft Credit Information from a Batch

A soft credit enables more than one constituent to be credited for a single gift without having to create gift
duplicate records in your database. To add soft credits through Batch, select Gift, Soft Credit from the menu bar
of the Gift Batch Data Entry screen. On the screen, you can determine which constituents to soft credit for gifts
and the amount to soft credit. Adding soft credit information for a gift entered in a batch is very similar to adding
soft credit information through a gift record. For more information about the Soft Credit tab on a gift record, see
the Gift Records Guide.
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» Adding a soft credit to a gift

Scenario: Melissa Elzy and Michelle Taylor are good friends. Both contribute their time and effort to
your organization through volunteering. This year, they decide to donate a $2000 gift to your
organization, and both want to be equally credited for the gift. To credit both constituents for the gift
without adding the gift twice, you can add the gift on Michelle Taylor’s constituent record and soft
credit Melissa Elzy for the full amount of the gift. For more information about how to enter gifts in a
batch, see “Adding gifts to the Data Entry grid” on page 135.

1. From a gift batch, add a gift of $2,000 for Michelle Taylor as shown on the screen below. For more
information about how to enter gifts into the batch, see “Adding gifts to the Data Entry grid” on page 135.

i Batch19 [_ (O] x|

File Edit “iew Gift Constituent Fawortes Toolz Help

Bisaveandto- @l A S- B¢ puBcRO D@ B- 8|22

Constituent Marme | Amount | Date | Type | Fund | GL post date |
Taylor, Michelle $2,000,00 0Z/24/2005 Cash Building Fund 0z§24 2005
KN o
Press F3 for today's date, F7 for calendar Gift 1 of 1 | Running Total: $0.00

2. Select the gift row you added for Michelle Taylor.

2 Batch 19 (O] x|

File Edit “iew Gift Constituent Fawortes Toolz Help
BlsaveandCone- [l A/ S A ¥ muBec@On - @B g =|m?-

ConstituentNamel Amount | Date | Type | Fund | GL post date |

or, Michelle

|uilding Fund 02242005

] | |

Fress F7 for search Gift 1 of 2 | Running Total: $2,000.00
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3. From the menu bar, select Gift, Soft Credit. The Soft Credit screen appears.

1 Soft Credits for Mrs. Michelle T aylor E

Dizplay by: (s ﬁmount " Percent

Conskituent Marme I Arnount |
| |Mrs. Melissa Christina Elzy ﬂ $2,000.00

Distribute. .. |

ok I Cancel |

4. In the Display by frame, select Amount.

In the Display by frame, the Amount option shows the amount value of the soft credit and the Percent
option shows the percent value of the soft credit.

5. Click in the first row of the Constituent Name column. The binoculars appear. Click the binoculars to
search for Melissa Elzy in the database. When you locate Melissa Elzy, the program enters her name in the
first row of the Constituent Name column.

6. Inthe Amount column, enter the amount $2,000 to equally credit Melissa Elzy for the gift.
7. Click OK. You return to the Data Entry screen for the batch.

Splitting Gifts between Multiple Campaigns, Funds, Appeals, and Packages
from a Batch

Note: If you enter a write off for a pledge split gift, be aware that the write off split amount is distributed based
on the original distribution of the gift on the pledge Split Gift tab of a gift record. For example, if you enter a
$1000 pledge split gift and credit the Building Fund with $600 and the 2005 Annual Fund with the remaining
S400, the split is 60%, 40%, respectively. If you write off any of the balance for this pledge, 60 percent of the
amount goes to the Building Fund and 40 percent goes to the 2005 Annual Fund. For more information about
how to write off pledge gifts, see the Gift Records Guide.

You can split a gift between multiple campaigns, funds, appeals, or packages. When you split a gift, you must
specify an amount or percent of the gift designated to each campaign, fund, appeal, or package. To access the
screen through Batch, select Gift, Split Gift from the menu bar of the screen. For more information about how to

split gifts, see the Gift Records Guide.
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» Splitting a gift between two funds

Scenario: Stephanie Smith sent a $4,000 check for the Annual Campaign. She would like her gift split
evenly between the Building Fund and the Botanical Garden Fund. To split the gift as the constituent
requests, you need to enter Stephanie’s gift in the batch and then select the Split Gift option in the
menu bar. For more information about how to enter gifts in a batch, see “Adding gifts to the Data
Entry grid” on page 135.

1. From a gift batch, add a gift of $4,000 for Stephanie Smith as shown on the screen below. For more
information about how to add gifts in a batch, see “Adding Gifts in the Data Entry Grid” on page 134.

i Batch 20 M= B3

File Edit “iew Gift Constituent Fawortes Toolz Help

Disaveandtose- Wl 4 S-G- ¥ muBcw@OnD- | B- g-|2@m2-
ConstituentNamel Amount | Date | Type | Fund | GL post date |
Smith, Stepharis 44,000, 00 02242005 Cash Building Fund 02{24 2005 NG

KN o

Fieady. Gift 1 of 1 | Running Total: $0.00

2. Click in the gift row you added for Stephanie Smith.

25 Batch 20 M= B3

File Edit “iew Gift Constituent Fawortes Tools Help

DsaeandCose- |l 3| S- 3-8 muBc @O D @B @»|2x?-
ConstituentNamel Armount | Diate | Type | Fund | GL post date |
Smith, Stephanie 44,000,00 02/14/2005 Cash Building Fund 02§14/2005

K| 2

Prezs F7 for search Gift 1 of 1 | Running Total: $0.00
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Note: To avoid adding duplicate records, we strongly recommend you click the binoculars to search for the
record or select from the list.

3. From the menu bar, select Gift, Split Gift. The Split Gift screen appears.

1 Split Gift for Ms. Stephanie Gail Smith

Dizplay by % Amount € Percent
Campaign Fund Appeal I Package | Armount I
2 ]
Distribute... |
| Gift amount: $4,000.00 | Distributed: $0.00 |Remaining: $4,000.00
QK | Cancel |

Note: If you do not enter the Annual Campaign and the Direct Mailing appeal again in the second row, the
Annual Campaign and the Direct Mailing appeal are credited with only 50% of the gift because that is the
distribution you designated in the first row of the Split Gift grid.

4. In the Display by field, select whether to split the gift based on the amount or percent of the gift. For this
example, select Amount.

In the first row of the Campaign column, select “Annual Campaign”.
In the first row of the Fund column, select “Building Fund”.

In the first row of the Appeal column, select “Direct Mailing”.

To begin a new row in the Split Gift grid, press TAB on your keyboard.

© 0 N o w

In the second row of the Campaign column, select “Annual Campaign”.
10. In the second row of the Fund column, select “Botanical Garden Fund”.
11. Inthe second row of the Appeal column, select “Direct Mailing”.
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12. Click the Distribute button to automatically divide the gift amount evenly between the funds you
selected. Each fund receives $2000.

1 Spht Gift for Ms. Stephanie Gail Smith

Display by (& Amount € Percent

Campaign I Fund Appeal I Package | Amount I
Annual Campaign Building Fund Direct Mailing $2,000.00
- Annual Campaign Botanical Garden F.,. | Direct Mailing 42,000,00;

Distribute... |

Gift amount: $4.000.00 Distributed: $4.000.00 |F|emaining: $0.00

QK | Cancel |

13. Click OK. You return to the Data Entry screen of the batch.

Adding Benefits for a Gift in a Batch

When a constituent donates a gift to your organization, you may want to give certain benefits, such as a free shirt
or newsletter, as thanks for a donation. To add benefits for a constituent through Batch, select Gift, Benefits from
the menu bar of the Data Entry screen. For more information about benefits, see the Gift Records Guide.
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» Adding benefits to a gift

Scenario: Today, you received a $500 cash donation from John Smith for the 2005 Annual Fund. You
are currently entering his gift in the batch, and would like to send him a T-shirt this afternoon to thank
him for his donation. You can add this information to John’s record as you add his gift in the batch. For
more information about how to enter gifts in a batch, see “Adding gifts to the Data Entry grid” on

page 135.

1. From a gift batch, add a gift of $500 for John Smith as shown on the screen below. For more information
about how to enter gifts into the batch, see “Adding Gifts in the Data Entry Grid” on page 134.

i Batch 21 _ O] x|

File Edit “iew Gift Constituent Fawortes Toolz Help

Disaveandtose- Wl 4 S-G- ¥ muBcw@OnD- e B- g-|o@n2-
ConstituentNamel Amount | Date | Type | Fund | GL post date |
Smith, John 4500, 00 02242005 Cash 2005 Annoal Fund 020242005 NG

KN o

Fieady. Gift 1 of 1 | Running Total: $0.00

2. From the Data Entry screen, select the gift row you added for John Smith.
i Batch 21 M=l 3

File Edit “iew Gift Constituent Fawortes Tools Help
[ saveardClose~ || R | &~ (4| | 1 © B <& & B M- B~ =232
| Constituent Mame | Amount | Date | Type | Fund | GL post date |

$500,00|02/15/2005

Feady. Gift 2 of 2 | Running Total: $500.00
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Note: You can add entries to the Benefit table in Configuration. On the Configuration page, click Tables and
select Benefits from the list on the left side of the screen. After you select Benefits, click New Table Entry on
the action bar to add additional benefits to the list. For each benefit through the Tables option in
Configuration, you can also enter a default unit cost.

3. From the menu bar, select Gift, Benefits. The Benefits screen appears.

Benefits x|

Enter goods, services, or benefits received by the constituent.

Eienefit ICountI Unit Cost: I Tatal BensfitfValue ISent,l'FuIFiIIe-:II Comments I
| |T-shirt 1 $11.00 $11,000  02/14/2005

Load Fram... | Total: $11.00

M okes:

[ Include nates on receipt

ar. | Caticel |

In the first row of the Benefit column, click the arrow and select “T-Shirt” from the list.
In the first row of the Count column, enter “1” to indicate you are sending one T-Shirt to John Smith.

In the first row of the Unit Cost column, the program defaults the amount $11 because this is the Unit
Cost entered in Configuration for a T-Shirt. When you tab through the Unit Cost column, the program
automatically calculates the Total Benefit Value of the T-Shirt to be $11.

7. Inthe Sent/Fulfilled column, enter today’s date because this afternoon, you plan to send the T-Shirt to
John.

Note: A message appears to prompt you to update the receipt amount even if you did not select receipt
amount as a gift field in the batch.

8. Click OK. When you add any information on the screen that changes the benefit total, the program
displays a message.

The Raizer's Edge E

The total benefit value haz changed. Do you wizh to update the receipt amount to reflect
theze changes?

The new receipt amount would be $483.007

Yes Mo | Eancell

The benefit total shows you the exact amount of the gift minus the amount of benefits you have
attributed to the gift. You can update your receipts to show this deduction, or you can keep your receipt
amounts matching your gift amounts.

9. To update the receipt amount to reflect the new benefit cost, click Yes. You return to the Benefits screen
of the batch.
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Adding Solicitors to a Gift in a Batch

When your organization receives a gift due to the work of a solicitor, you can credit the solicitor on the gift record
for the full or partial gift amount. To credit solicitors as you enter gifts in Batch, select Gift, Solicitors from the
menu bar of the Data Entry screen. For more information about how to credit solicitors, see the Gift Records

Guide.

» Crediting a single solicitor with full credit for the gift

Scenario: Today, you received a $500 cash donation from John Smith for your 2005 Annual Fund. You
are currently entering his gift in the batch, and would like to credit Max Taylor for making this
donation possible. For more information about how to enter gifts in a batch, see “Adding gifts to the

Data Entry grid” on page 135.

1. From a gift batch, add a gift of $500 for John Smith as shown on the screen below. For more information
about how to enter gifts into the batch, see “Adding Gifts in the Data Entry Grid” on page 134.

% Batch 49 o] x]

File Edit “iew Gift Constituent Favortes Tools Help

PisaeandCose- || A S- B[ ¥ uBc @ OnH- @ B- 8> =2(a2
IConstituentNamel Amount I Date I Type I Fund I GL post date I f
John Smith $500.00 02/15/2005 Cash 2005 Annual Fund — 02(15/2005

KIN |

Press F7 for search Gift 1 of 1 Running Total: £0.00 7
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2. From the Data Entry screen, select the gift row you added for John Smith.

i Batch 21 (- [O]x]

File Edit “iew Gift Constituent Fawortes Toolz Help
BlseveandCose~ || A S- - ¥ uBeo@OE | @ B- @22

| Constituent Marme | Amount | Date . | Type | e F.und | . Gl .post ;:I;ate |

$500,00]02/15/2005

[« | »

Fieady. Gift 2 of 2 | Running Total: $500.00

Note: To search for a solicitor, you can click the binoculars that appear in the Solicitor field to use the
drop-down arrow or press F7 on your keyboard. The solicitor names listed in the drop-down list are the donor’s
assigned solicitors from the Relationships tab.

3. From the menu bar, select Gift, Solicitors. The Solicitors Credited for this Gift screen appears.

Solicitorz Credited for thiz Gift

Please enter the solicitors who should receive credit for thiz gift.

Gift amount; $500.00 Enter by: & Amount € Percent
Salicikar | Arnounk |
|| Taylor, Max ~ |28 $500,00

ok Cancel

4. Click in the first row of the Solicitor column. The drop-down arrow appears. Click the drop-down arrow to
locate Max Taylor’s name in the list. Because Max Taylor already exists as a solicitor, highlight Max’s name.
Max’s name now appears in the first row of the Solicitor column.

5. To advance to the Amount column, press TaB on your keyboard. The full amount of the gift defaults $500
into the Amount column.

6. Click OK. You return to the Data Entry screen of the gift batch.
Installment Information for Gifts in a Batch

Warning: If you add a payment to a pledge gift entered in the same batch, you will not see a separate row of
gift information for the payment. An extra gift row does not appear in the batch, even after the batch has been
committed.



162 CHAPTER

When you enter pledge gifts through Batch, you can select Gift, Installment Information from the menu bar of
the Data Entry screen to set up a schedule for pledge installments. The Instalilment Information menu option is
only enabled if you enter “Pledge” in the gift Type field of a batch. On the Pledge Installment Schedule screen,
you can select the payment frequency, the number of installments, the date payments are due, and the date

payments start.

If you already received the first pledge payment when you add a pledge gift record to the batch, you can apply
the payment to the pledge before you commit the batch to the database. To add a payment for a pledge entered
in the batch, select the gift row and select Add Payment to Pledge from the menu bar. For more information
about pledge installments, see the Gift Records Guide.

» Scheduling a pledge

Scenario: On 02/28/2005, Daniel Snyder called to pledge $1,000 to your organization’s building fund.
When you enter his pledge in the batch, you need to set up pledge installments for the pledge. For
more information about how to enter gifts in a batch, see “Adding gifts to the Data Entry grid” on
page 135.

1. From a gift batch, add a gift pledge of $1,000 for Daniel Snyder as shown on the screen below. For more
information about how to enter gifts into the batch, see “Adding Gifts in the Data Entry Grid” on

page 134,

% Batch 20 o] x]

File Edit “iew Gift Constituent Fawortes Toolz Help

ESaveandClose‘|u;—; |§'@'||E} m|®@ﬂ%'|W$' §|_’|||?'|
Canstituent Mame I Arnount I Date I Type I Fund | GL post date |
Daniel Snyder $1,000,00 02282005 Fledge Building Fund 0z§25{2005 Nc:

K| 2

Ready. | Gift 1 0f 1 | Rurring Totak $0.00 7
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2. Select the gift row you added for Daniel Snyder.
€% Batch 20 [_[O] %]

File Edit “iew Gift Constituent Fawortes Toolz Help
Plsacandtose- || 4 S- 2| ¥ G oo Ony- e B- 8- |zm?]

ConstituentNameI Arnount I Date I Type I Fund I GL post date I

é':'-n';.-u:ler_. Daniel $1, 2005 Fledge |E:ui|u:|iru; Fund

] | |

Press F3 for today's date, F7 for calendar | |Gift1 of 1 |F|unning Total: $0.00 | 4

Note: If you reschedule the entire installment for a pledge, Update ‘schedule’ fields upon save appears in the
lower left corner of the New Schedule Results tab. To automatically update the fields on the Pledge Installment
Schedule screen, mark this checkbox.

3. From the menu bar, select Gift, Installment Information. The Pledge Installment Schedule screen

appears.
Pledge Inztallment Schedule for Mr. Daniel Roy Snyder
Use the 'Schedule’ figlds, then select 'Distibute’ to help gererate an installment schedule.
— Installment Schedule
Gift &mount: $1.000.00 Date | Amount ﬂ
10/3/2005 $100.
Frequency: I vl Ma. Installments: I‘IEI —
2EAUENSY: | Manthly | 11/7(2005 4100,
= Day l_ aof ewery I_ manth(z] I 12/5{2005 $100,
1j2}2006 4100, &
& The IFilst j IMonday j of every |1 morith{s] I_I _'IJ
Starting on: [03/03,2005 =] st
Installments due on the 1zt Monday of every month

Ok | Cancel |

In the Frequency field, select “Monthly”.
In the No. Installments field, enter “10”. Daniel Snyder pays the pledge in ten installments.

Mark The [ ][ ] of every [ ] month(s). Daniel Snyder pledges to make a $100 payment on the first Monday
of every month for the next ten months.

In the first field of The [ ] [ ] of every [ ] month(s) option, select “First”.
In the second field of The [ ] [ ] of every [ ] month(s) option, select “Monday”.

In the last field of The [ ] [ ] of every [ ] month(s) option, enter “1”. The option now reads The First
Monday of every 1 month(s).

10. In the Starting on field, enter the date 09/09/2005. Because you schedule the payment on the first
Monday of every month, the first payment is due 10/03/2005.
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11. To update the installment schedule in the grid, click Distribute. The Pledge Installment schedule grid
displays the date and amount of each pledge payment. Because Daniel Snyder pays the pledge in ten
installments, the grid displays ten $100 payments that begin on 10/03/2005.

12. Click OK. You return to the Data Entry screen of the batch.
Adding a Payment to a Pledge in a Gift Batch

Tip: To add a payment to a pledge, you can also press CTRL + D on your keyboard.

To add a payment to a pledge in a batch, select Gift, Add Payment to Pledge from the menu bar of a gift batch.
Once you enter “Pledge” in the Type field of a gift row, the Add Payment to Pledge option appears in the Gift
menu. As long as “Pledge” is selected in the Type field, you can select any form of payment for the pledge.

We recommend you set the outstanding pledge business rule. When you set this business rule and add a gift for a
constituent with an outstanding pledge, a message appears to remind you the gift may be a payment toward the
pledge. For more information about pledges, see the Gift Records Guide.

» Adding a payment to a pledge

Scenario: On 02/28/2005, Daniel Snyder called to pledge $1,000 to your organization’s building fund.
Because Daniel will be out of town for the next month, he delivers a $100 check to your office that
afternoon to cover his first installment. To enter the $100 payment for Daniel, click on his gift row in
the batch and select Gift, Add Payment to Pledge from the menu bar. For more information about
how to enter gifts in a batch, see “Adding gifts to the Data Entry grid” on page 135.

Warning: If you add a payment to a pledge gift entered in the same batch, you will not see a separate row of
gift information for the payment until the batch is committed.

1. From a gift batch, add a gift pledge of $1,000 for Daniel Snyder as shown on the screen below. For more
information about how to enter gifts into the batch, see “Adding Gifts in the Data Entry Grid” on

page 134.
% Batch 20 [_ O] x]
File Edit Miew Gift Consttuent Favortes Tool: Help
Plsacandtee- ||l 4 S B muBac@dOnh- @B 8> a2
Constituent Marne I Arnount I Drate I Type | Fund | GL post date |
Daniel Sryder $1,000.00 02/28/2005 Fledge Building Fund 0zy2g/2005 Nc:
KIS 2
Feady. Gift 1 of 1 | Running Total: $0.00 Az
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2. Select the gift row you added for Daniel Snyder.
2% Batch 20 O] =]

File Edit “iew Gift Constituent Fawortes Toolz Help
Blsaveandtone- @l 4|2 ¥ peBc@OER- @B g =|m2-

GL post date |

Conskituent Mame | Arnount | Date | Tvpe | Fund |

Fledge |E:ui|u:|iru; Fund

] | |

Press F3 for today's date, F7 for calendar Gift 1 of 1 | Running Total: $0.00

3. From the menu bar, select Gift, Add Payment to Pledge. The Pledges(s) Paid by this Gift screen appears.

Pledgel[z] Paid by thiz Gift
Pay outstanding pledges by selecting the pledge you wizh to pay and then entering the amount to apply.
Paprnent amount: |$100.00 | Auto-Distibute [T Show zemo amount pledges
Pay? | Date | Twpe | Fund | Reference | Pledge Amount | Fledge Balance | Amount Applied | Con
W | ozfzafz... Fledge Building ... 41,000,00 41,000,00 $IDU-DDEMr. Craniiel
Ki i
Yiew Installments. .. |
Applied: $100.00 Fiemaining: $0.00
ok Cancel

Note: In The Raiser’s Edge, you can use the Convert Pledges to Recurring Gifts link from the Administration
page to convert existing pledges to recurring gifts. For more information about how to convert and possible
exceptions during this process, see the Recurring Gifts chapter of the Gift Records Guide.

4. In the Payment Amount field, enter the amount $100. This is the amount Daniel Snyder pays for his first
installment.
5. Mark the checkbox in the Pay? column for Daniel’s $1,000 pledge entered in this batch.
If a constituent has many pledges, the Pay? column specifies which pledge you apply a payment towards.
6. To automatically apply the gift to Daniel Snyder’s gift record, click Auto-Distribute.

The payment amount is automatically distributed in the Amount Applied column. For this example, $100
is applied to Daniel’s $1,000 pledge gift.
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Applying a Payment to a Pledge in a Gift Batch

To apply a payment to a pledge through Batch, select Gift, Apply to, Pledge from the menu bar of a gift batch. It
is important to note the difference between adding a payment to a pledge explained in “Adding a payment to a
pledge” on page 164, and applying a payment to a pledge.

When you add a payment to a pledge, you must select “Pledge” in the Type field of a gift row. When you select
Gift, Add Payment to Pledge from the menu bar of a gift batch, you add a payment to the pledge you currently
enter in the same gift row.

When you apply a payment to a pledge, you can enter any type of gift in the Type field of a gift row to pay toward
a pledge. You can also select the pledge to which you apply the new payment. For example, you enter a giftin a
batch for Max Taylor. He applies a cash gift of $100 toward his pledge to the Building Fund. In the Type field, you
enter “Cash”. Once you enter “Cash” in the Type field, you can select Gift, Apply to Pledge from the menu bar of
the gift batch. From the Apply Gift to Pledge(s) screen, you can select the pledge to which to apply the payment.
When a payment amount for a pledge is greater than the balance due for a pledge, you can create a separate
cash gift for the remaining overpayment amount. For more information about how to create separate cash gifts
for overpayments of pledges, see “Creating Cash Gifts for Pledge Overpayments” on page 169.

We recommend you set the outstanding pledge business rule. When you set this business rule and add a gift for a
constituent with an outstanding pledge, a message appears to remind you the gift may be a payment toward the
pledge. For more information about pledges, see the Configuration & Security Guide.

» Applying a payment to a pledge in a batch

Scenario: On 04/28/2005, Max Taylor sends you a cash gift of $25 for his pledge to your organization’s
2005 Membership Fund. To enter the $25 payment for Max, click on his gift row in the batch and
select Gift, Apply to, Pledge from the menu bar. For more information about how to enter gifts in a
batch, see “Adding gifts to the Data Entry grid” on page 135.

1. From a gift batch, add a cash gift of $25 for Max Taylor as shown on the screen below. For more
information about how to enter gifts into the batch, see “Adding Gifts in the Data Entry Grid” on

page 134,
%% Batch 22 o] x]
File Edit “iew Gift Constituent Fawortes Toolz Help
Dlsavendtos- W A/ S- Q- ¥ huBaeowOn®- @ B- - =|m/2-
Constituent Mame I Ammount I Date I Type I Fund I Post Date I
B Taylor, Max $25.00 04282005 Cash 2005 Membershi... 04/28/2005 Mo
K| 2
Ready. | Gift 1 0f 1 | Rurning Total: $0.00 | 7

2. From the Data Entry screen, select the gift row you added for Max Taylor.
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Tip: To access the Apply Gift to Pledge (s) screen, you can also press CTRL + Y on your keyboard.
3. From the menu bar, select Gift, Apply to, Pledge. The Apply Gift to Pledge(s) screen appears.

Apply Gift to Pledge(s]
Pay outstanding pledges by selecting the pledge you wish to pay and then entering the amaunt to apply.
Paprent amant: |$25_DD El Auto-Distribute | I~ Show zere amount pledges
Pay? | Date | Type | Fund | Reference | Pledge Amount I Pledge Balance | Amount Applied | Can
T 01/15/1... Pledge Acquisiti,., $500.00 $200.00 Mr, Max ¢
¥ o5foifz.. Pledge 2000 Me... $750,00 $750,00 $25,00 Mr, Max &
Ki 2]
Wiew [nztallments. .. Load Fledges(g] From... |
|&pplied: $25.00 |Remaining: $0.00
Ok | Cancel |

4. Inthe Payment Amount field, enter the amount $25. This is the amount Max Taylor pays toward the 2005
Membership Fund pledge.

Mark the checkbox in the Pay? column for Max’s $750 pledge to the 2005 Membership Fund.
6. To automatically apply the gift to Max Taylor’s gift record, click Auto-Distribute.

%]

The payment amount is automatically distributed in the Amount Applied column. For this example, $25 is
applied to Max’s $750 pledge gift.

Click OK. The $25 payment is now added to Max Taylor’s Membership fund pledge. You return to the Data
Entry screen of the batch.

To add Max’s cash payment to the database, you need to commit the gift batch. For more information
about how to commit batches to the database, see “Committing a Batch” on page 203.

N

Applying a Payment to a Recurring Gift in a Gift Batch

Note: In The Raiser’s Edge, you can convert existing pledges to recurring gifts using the Convert Pledges to
Recurring Gifts link from the Administration page. For more information about how to convert and possible
exceptions during this process, see the Recurring Gifts chapter of the Gift Records Guide.

You can also apply a payment to a recurring gift in a gift batch. When you apply a payment to a recurring gift, you
must enter “Cash” in the Type field of a gift row to pay toward a recurring gift. Only cash payments can be applied
to recurring gifts. You can also select the recurring gift to which you apply the new payment. For example, you
enter a gift in a batch for Mark Adamson. He applies a cash gift of $50 toward his recurring gift to the Acquisition
Fund. In the Type field, you would enter “Cash”. After you enter “Cash” in the Type field, you can select Gift,
Apply to Recurring Gift from the menu bar of the gift batch. From the Recurring Gift screen, you can select the
recurring gift to which you want to apply the payment.

We recommend you set the outstanding recurring gifts business rule. When you set this business rule and add a
gift for a constituent with an outstanding recurring gift, a message appears to remind you the gift may be a
payment toward the recurring gift. For more information about recurring gifts, see the Gift Records Guide.
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» Applying a payment to a recurring gift in a batch

Scenario: On 11/18/2005, Mark Adamson sends you a cash gift of $100 as a payment toward his
recurring gift to your organization’s 2005 Annual Fund. To enter the $100 payment for Mark, click on
his gift row in the batch and select Gift, Apply to, Recurring Gift from the menu bar. For more
information about how to enter gifts in a batch, see “Adding gifts to the Data Entry grid” on

page 135.

1. From a gift batch, add a cash gift of $100 for Mark Adamson as shown on the screen below. For more
information about how to enter gifts into the batch, see “Adding Gifts in the Data Entry Grid” on

page 134.

% Batch 25 [_[O] x]

File Edit “iew Gift Constituent Fawortes Toolz Help

Clsavesndtoe- W A/ S- Q- ¥ mhuBeomOn®- @ B- @~ ==/ 2-
Constituent Mame I Ammount I Date I Type I Fund I Post Date I
Adamson, Mark. $100,00 11/18{2005 Cash 2005 Annual Fund - 11/18/2005

KN o

Press F3 for today's date, F7 for calendar | Gift 1 of 1 | Running Tatal: $0.00 | 4

2. From the Data Entry screen, click in the gift row you added for Mark Adamson.
3. From the menu bar, select Gift, Apply to, Recurring Gift. The Recurring Gift screen appears.

Recurring Gift{z) Paid by thiz Gift [ x|

FPay an outstanding recurming gift by selecting the recuring gift you wish to paw.

Tranzaction amot: |$1 an.oo ﬁl I~ Show zero amaount recuring gifts

Pay?l Date | Fund | Frequency | Mext Trans Dug I Mext Trans Amaunt IReFerence

WY 111802, 2003 Annual Fund  Monthly 11/18/2003 $100.00

Yiew Installments. ..

Ok | Cancel |

4. In the Transaction amount field, enter the amount $100. This is the amount Mark pays toward the 2005
Annual Fund recurring gift.
5. Mark the checkbox in the Pay? column for Mark’s recurring gift to the 2005 Annual Fund.
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6. Click OK. The $100 payment is added to Mark Adamson’s 2005 Annual Fund recurring gift. You return to
the Data Entry screen of the batch.

To add Mark’s cash payment to the database, you must commit the gift batch. For more information
about how to commit batches to the database, see “Committing a Batch” on page 203.

Creating Cash Gifts for Pledge Overpayments

When a gift overpays a pledge, a screen appears and prompts you to select what to do with the extra gift amount.
You can change the gift amount to equal the applied amount, select to increase the amount of the original

pledge, or create a separate cash gift.

When you select to create a cash gift for the remainder of the overpayment, a separate cash gift is created for the
extra amount. For example, John Smith sends your organization a cash gift of $200 for his pledge to your
organization’s 2005 Building Fund. However, his pledge balance is only $100. You can apply John’s payment and
create a separate cash gift for the remaining $100. Once you create the cash gift, you can select Gift, View
Overpayment Amount from the menu bar to view the “overpayment” amount for John’s gift in the batch. For
more information about how to view overpayments, see “Viewing Overpayment Amount” on page 170.

» Creating a cash gift for a pledge overpayment

Scenario: On 06/01/2005, Max Taylor sends you a cash gift of $900 for his pledge to your organization’s
Acquisition Fund. To enter the $900 payment for Max, click on his gift row in the batch and select Gift,
Apply to, Pledge from the menu bar. Max’s pledge balance is only $200. Therefore, you must apply the
payment to his pledge and create a cash gift for the rest of the gift.

1. From a gift batch, add a cash gift of $900 for Max Taylor as shown on the screen below. For more
information about how to enter gifts into the batch, see “Adding Gifts in the Data Entry Grid” on

page 134.
o Datch 32 |- 7] x|
Fde Edd Vow Gl Coroflued Favesdes Tools Help
Dhioveadiiee B R S (4 8| o DeWFONE N FR-@+ 020 2
| Comstivert Name | s | Dale | Type | Furnd | paymetrod | Gpustdate | @puststeus
ko, Har $%00.00 06/D1/2005 Cah wpashion Fud_ Cash 061012005 Mok Pestend
g |
Press F3 for boeday's ke, F7 o caleradan Gt 11 | Rune Tolal 30.00

2. From the Data Entry screen, select the gift row you added for Max Taylor.
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3. From the menu bar, select Gift, Apply to, Pledge. The Apply Gift to Pledge(s) screen appears.

Apply Gift to Pledgels]
Pap outztanding pledges by selecting the pledge you wish to pay and then entering the amaunt to apply.
Papment amaunt: |$SDD_DD E Auto-DistrihuteI I~ Show zero amount pledges
Pay? | Date I Type | Fund Reference I Fledge Amount | Fledge Balance |
- 06012005 | Pledge 2005 Annual Fund $1,000,00 $1,000,00
- 05012005 Pledge 2005 Membership Fund $750.00 $750.00
| 01152005 Pledge Acquisition Fund $&00.00 $200.00
K1 2
Wiew Installments. .. Load Pledge(s] From... I
|&pplied: $200.00 |Femaining: $700.00
oK | Cancel |

4. Inthe Payment amount field, enter the amount $900. This is the amount Max Taylor pays toward the
Acquisition Fund pledge.
5. Mark the checkbox in the Pay? column for Max’s S800 pledge to the Acquisition Fund.

6. To automatically apply the gift to Max Taylor’s gift record, click Auto-Distribute.

The payment amount is automatically distributed in the Amount Applied column. For this example, $200
is applied to Max’s $800 pledge gift.

7. Click OK. A message appears to tell you the total amount applied does not equal the payment amount.
The Raiser's Edge

The tatal amount applied [$200.00] does not equal the payment amaount [$900.00). Da you wizh to update the payment
amourt to $200.007

ez Mo |

8. Click Yes. You want to update the payment amount and create a cash gift for the rest of the Max’s gift. A
message appears to ask you to specify what to do with the rest of Max’s gift of $700.

The Raizer's Edge x|

The payment amaunt [$200.00] iz lezs than the gift amount [$300.00). Please
zpecify what the gyztem should do with the remaining balance [$700.00).

% Create a Cash gift for the remainder
" Change the gift amount to be equal to the payment amount [$200.00)
" Increase the amaount of the onginal pledge ta $1,500.00.

ak I Cahicel |

9. Mark Create a cash gift for the remainder. You want to create a separate cash gift for the $700. However,
another gift row in the batch will not be created.

10. Click OK. You can now view your cash gift amount. For more information about how to view overpayment
amounts, see “Viewing Overpayment Amount” on page 170.

Viewing Overpayment Amount

From the Data Entry grid for a gift batch, you can view the overpayment amount for a pledge. For example, John
Smith sends your organization a cash gift of $200 for his pledge to your organization’s 2005 Building Fund.
However, his payment due is only $100. You can apply John’s payment and view the “overpayment” amount for
John's gift in the batch.
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To view the overpayment amount, select Gift, View Overpayment Amount from the menu bar of a gift batch.
This option is only available when a cash gift overpays a pledge and a cash gift has already been created for the
overpayment. For more information about how to create cash gifts for pledge overpayments, see “Creating Cash
Gifts for Pledge Overpayments” on page 169.

» Viewing overpayment amount for a pledge

Note: The option to view overpayment amounts for a pledge is only enabled when a cash gift is overpaying a
pledge.

1. From the Data Entry screen of a gift batch, select Gift, View Overpayment Amount from the menu bar.
The Overpayment amount screen appears. For more information about how to enter gifts into the batch,
see “Adding Gifts in the Data Entry Grid” on page 134.

i Overpayment Amount X |

Thiz iz the amount of the cazh gift that will be created
when the batch is committed.

Cazh gift armont; |$?EIEI.EIEI EI

0K

The Cash gift amount field shows the cash gift amount created as a result of the pledge overpayment.
This field is for viewing only.

2. When you finish viewing the screen, click OK. You return to the Data Entry screen of the gift batch.

Entering and Selling Stock in a Gift Batch

When you receive stock/property gifts from your constituents, you can easily enter the new stock/property gift
and the sold stock information for the gift in the same batch row. For example, if you receive 50 shares of stock
from Davis Engineering Company, you can enter the gift amount, the amount of shares, the price per share, and a
fund to which to apply the gift. In the same batch row, you can enter sold stock information such as the date you
sold the stock and the broker fee. You cannot, however, sell existing stock/property gifts in a batch row. You must
continue to work with selling existing stock/property through the gift record. For more information about how to
sell existing stock/property, see the Gift Records Guide.
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» Entering and selling stock in a gift batch

Scenario: On 01/06/2005, Toy World, Inc. sends you a stock/property gift of 10 shares of stock in its
own company. Each share is worth $100. The company sends you the gift for your organization’s
Building Fund. Your organization immediately sells the stock at $100 per share. Now, you must enter
the new stock/property gift information in a batch row as well as the sold stock information. Add the
appropriate stock fields to a batch row and enter the related gift information.

1. From the Gift Batch Setup screen for a gift batch, select the Fields tab. The Fields tab appears. For more
information about how to enter gifts into the batch, see “Adding Gifts in the Data Entry Grid” on

page 134.
Gift Batch Setup I

1:Batch Header  2:Figlds |§:Defau|ts|

Select the fields to be used for data entry in this batch,

Gift fields: Drata entry fields:

=-Gift Fields - - Constituent N ame Up
- Acknowledge - ot
- Scknowledge date - Date W
- Amount - Type
- Amount bills - Fund
- Amount coing > | - GL poszt date
- ARORYIOLE - GL pozt status
- Appeal - lzzuer
- Authorization code - lssuer symbol

<
- Bank, —I - lgsuer number of units
- Campaign - lzzuer median price
- Cardholder name - Sale of stock date
- Check date - Sale of stock amount
- Check number - Sale of stock broker fee
- Constituent Code - Sale of stock GL post date
- Congtituent 1D LI : ;
itk Fird... | Load from Existing Batch... |

< Back I Hest » | Cancel |

Save

| Drata Entry

2. In the Gift fields box, select the Issuer field and click the right arrow once to move it to the Data entry

fields box.

3. Use the same method above to select these fields and move them to the Data entry fields box:

Issuer symbol

Issuer number of units
Issuer median price

Sale of stock date

Sale of stock amount

Sale of stock broker fee
Sale of stock GL post date
Sale of stock GL post status
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10.
11.

Click Data Entry. The Data Entry screen appears.
2§ Batch 35 ME]E

File Edit ‘iew Gift Consttuent Favortes Toole Help
Eisacandon- |l 3| S- & Ko v 2eREDND SRB-@| > == 2

_onstituent Name | Amount ‘ Date ‘ Type ‘ Fund | GL post date | oL post status | Issuer | Issuer symbal | Issue
*
Toy World, Inc. $1,000.00 01/06/2005  StockfProperty  Building Fund | 01/06/2005 Mot Posted Toy World, Inc. | Toyw
A o
Press F7 for calculator Gift1of 2 |Running Total: $1,000.00

In the Constituent Name field, click the binoculars to search for Toy World, Inc. The Open screen appears.

In the Last/Org name field, enter “Toy World, Inc.” and click Find Now. For more information about how
to search for records, see the Constituent Data Entry Guide. If the search criteria you entered matches a
constituent in the database, it lists in the grid on the screen. Depending on how limited or detailed your

criteria are, the program may find one or many records.

i, Open
Find: | J Search using queny: |<Default> i gﬁ

Constituent Name Constituent ID

[ Add Hew
Find Constituents that meet these criteria:
Options
Lasgt/Org name: |T0}. waild, Inc. ﬂ Address lines: |
First Mame: | ﬂ City: |
Constituent 1D: | ﬂ State: | @ Find Now
S5M: | ﬂ ZIP: | Mew Search
Membership 1D: | ﬂ Class of: | [ —
Eank acct. no.: | ﬂ Credit card no.: |
[v Display inactive constituents [~ Check spouse name [~ Exact match only r
" Display deceased constituents [~ Check aliases [~ Check contact name Ewpand Results

AER BE

1 record found.

Click Open. You return to the Data Entry screen. “Toy World, Inc.” appears in the Constituent Name field.

In the Amount field, enter the amount $1,000. This is the amount of the stock/property gift.

In the Date field, enter the date 01/06/2005. This is the gift date.
In the Type field, select “Stock/Property”. This is a gift of stock.
In the Fund field, select “Building Fund”. This gift is for the Building Fund.
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12.
13.

14.
15.

16.
17.
18.

19.

20.

In the GL post date field, enter today’s date and in the GL post status field, select “Not Posted”.

In the Issuer field, enter “Toy World, Inc.”. Toy World, Inc. gave your organization stock in its own
company.

In the Issuer symbol field, enter “ToyW”. This is the symbol for Toy World, Inc.
In the Issuer number of units field, enter “10”. Toy World, Inc. donated 10 shares of stock.

¥ Batch 35 _[5]
File Edit View Gift Constituent Favorites Toolk Help
Dsevesnito=- |1 A @3- R pu/Eac@EED- B8+ =0 2-

Issuer number of units I Issuer median price I Sale of stock date | Sale of stock amuuntl Sale of stock broker fee | Sale of stock GL post date I Sale of stock G

$0.00 $0.00
1 $100.00/0106/2005 $1,000.00 40,00 01/06/2005 Mok Posted

7] I o]
|Fieady [Gitt Taf2 | Running Total: $1.000.00 | 4

In the Issuer median price field, enter the amount $100. Each share is worth $100.
In the Sale of stock date field, enter the date 01/06/2005. This is the date you sold the stock.

In the Sale of stock amount field, enter the amount $1,000. This is the total amount for which the stock
sold.

In the Sale of stock GL post date field, enter today’s date and in the Sale of stock GL post status field,
select “Not Posted”.

To save the batch, click Save and Close on the toolbar.

Linking a Gift to a Membership in a Gift Batch

Tip: To access the Link Gift to Membership screen, you can also press CTRL + R on your keyboard.
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On the Link Gift to Membership screen, you can link a gift you added in a batch to an existing membership. From
this screen, you can also add a new membership and link a gift to the new membership at the same time. To
access the Link Gift to Membership screen, select Gift, Links, Membership from the menu bar of the Data Entry
screen. For more information about how to add and link to memberships in Batch, see the Membership Gifts
Guide.

Link Gift to Membership

Link memberships to this gift by selecting the membership and then choosing the appropriate option from the transaction bar.
‘f'ou may alzo link to the selected transaction by checking the Link. column,

Gift amount; |$1 00.00 j'ﬁjl
iﬁ - @

@ EERE, Tr% e @ W paradedinha e % Wovmanade dunhe coEe

Link? | Transa... | Category | Amount Appliedl Expires On | Program | Subcategory | Standing
| | [T Renewal  Conkributor $100,00 11730/2004  Adopt an Animal  Tiger Active
AE W cined Young Ma... $100.0011§27/2002 Young Explorers Active
KIS o

Wiew Transaction History | Load Memberships Fram... |

|Applied to Events: $0.00

| Auvailable to Apply $0.00

oK | Cancel |

| Total Applied: $100.00

Linking a Gift to an Event in a Gift Batch

Tip: From the Pay Registration Fees screen, the New Donation screen, or the New Sponsoring Pledge screen,
you can press ALT + N on your keyboard to access the Open screen for an event.

When you select Gift, Links, Events, you can select from three Event options. The three Event options are
Registration Fees, Other Donations, and Sponsoring Pledges. The Pay Registration Fees screen, New Donation
screen, and New Sponsoring Pledge screen are very similar. From these screens you can link gifts and add new
registrations, donations, and sponsoring pledges. The picture below is of the New Sponsoring Pledge screen. For
more information about how to link gifts for Event options in Batch, see the Event Gifts Guide.

MNew Sponsoring Pledge
You may indicate which participant to sponsar with this spansoring pledge by selecting 'Link?* nest to the appropriate participant

registration. The entire amount of this pledge will be applied. Selecting 'Load Registrations From..." will add registration
infarmation for other participants to the list. You may select ‘Mew Registration' in arder ta add a new participant to an event.

Gift amaount: |$‘I 00.0o Hl
"’a '}B MR et stion for Grouped Event” gl Wpen Particizant
Lirkz | Evert ID | pate | Particpant | status | attended | conmstituent
[~ Fire Prevention Orla A, McGrann | Complimentary [} Orla A, McGrann
lunteer Dinner 12{17/2005 Orla A, McGrann | Complimentarsy [} Orla A, McGrann
[T | CPR Training Session Orla A, McGrann  Complimentary - Orla A, McGrann
Load Reaqistrations Fram... I
oK | Cancel |

Linking a Gift to a Proposal in a Gift Batch

Tip: From the Link Gift to Proposal screen, you can press ALT + N on your keyboard to access the New Proposal
screen, and ALT + O to open an existing proposal.
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On the Link Gift to Proposal screen, you can link a gift you added in a batch to a proposal. From this screen, you
can also add a new proposal and link a gift to the new proposal at the same time. To access the screen, select Gift,
Links, Proposal from the menu bar of the Data Entry screen. For more information about how to add and link to
proposals in Batch, see the Proposal Gifts Guide.

Link Gift to Proposal
Link proposals to this gift by selecting the propozal and choosing 'Link?",

Gift amount: {$100.00 i

& | i)

Link? | Marme | Furpose | Campaign Fund Amount Applied | Constituent |

Scholarship... Research E... |Scholarship Camp... | Smith-Brown Sch... Sean &, Daven...

Load Proposals From. ..

Available to Apply: $100.00 Total Applied: $0.00

oK Cancel

Go To Option in a Batch

The Go To option in Batch is a convenient way to go directly to another record without having to open the record
from another area of the program and without having to close out of Batch. Such records include constituent
records, fund records, and campaign records. For example, when you click in the gift row for Max Taylor and
select Gift, Go To, Constituent from the menu bar of a gift batch, you go directly to Max Taylor’s constituent
record. When you finish viewing or making changes to the constituent record, you can close the record and
immediately return to the gift batch you are working in.

Depending on what fields and other information you have entered in a gift row of a batch, your Go To menu can
contain several options. For more information about the Go To option, see the Program Basics Guide.

=% Batch 11 =
File  Edit iew m Constituent  Fawvorites  Tool:  Help
[ Save and Clos = Match.., Chibetd - 55 B30 [T - | g m}- ﬂ =+ E | 2 -
Constituent M Vilantes e Tvpe | Fund | GL post date |
Soft Credi...
im Split Gif... Acquisition Fund
Benefits...
Solicitors....
13 Installment |nformation Clrl+l
Add Pavment to Pledge Crl+D

1 Congztituent [Max G, Taylor)
2 Aequisition Fund

Currency Exchange

Gift Properties. .. Ctrl+G
Acknowledgerment Histary Chel+k
GL Distribution
KN 2

Gift 1 of 2 | Running Tatal: $100.00
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Currency Exchange in a Batch

You can view or change the currency exchange information for a batch by selecting Gift, Currency Exchange from
the menu bar of a gift batch. From the screen, you can set the Currency type and Exchange rate for a batch. For
more information about how to set currency exchange information in a batch, see the Configuration & Security
Guide.

Currency Exchange E
Currency tupe: IYen j
Exchange rate: I‘I 0000000000
| Dollars (LUSA) | Yen (JAF) |
Gift Amounk $500.00 0¥
Receipt Amount $500,00 0¥
Ok | Cancel |

Acknowledgement History for Gifts in a Batch

When you add gifts in a batch, you can select Gift, Acknowledgement History from the menu bar of a gift batch
to view a constituent’s acknowledgement history. When you select Gift, Acknowledgement History from the
menu bar, the Letters Sent screen appears where you can view the type of acknowledgement letter sent to a
constituent, the date you sent the letter, and the gift type and gift date. For more information about
acknowledgement letters, see the Mail Guide.

Letters Sent to Max G. Taylor E

Letter code Senton Gift bype Gift: date

I ar
Annual Giving Thank vou 0Z104/2003 Cash 0Z2/04)2003 Max Tavlor
Personalized Thank, vaou 11j15/2002 Zash 11}15iz002 Max Tawlor
Merbership Letter 04f2z/z002 Cash 04/2042002 Max Tavlor

Canskituent

| Campaign Than Cash

Cloge

GL distribution for Gifts in a Batch

Warning: When you are ready to post a batch to General Ledger, depending on your security rights to the GL
post status field, some of your gifts in the batch may not post. Security settings will take effect once you try to
post. If you do not have rights to the GL post status field for certain gifts, once you try to post to General
Ledger, some gifts may post and some gifts may create exceptions. For more information about security
settings, see the Configuration & Security Guide.
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In The Raiser’s Edge, you can post gifts to Blackbaud’s General Ledger. With this option, you can create a file that
consists of the gift transactions to post. You can use the Post to General Ledger option in Administration to move
this file into the fund accounting software. From a gift batch, you can select Gift, GL Distribution from the menu
bar of a gift batch to view gifts posted to General Ledger.

GL Distribution [ x|
Gift amount: |$1DE|,|JE| EI Display by: ¢ Amount ¢ Percent
GL Gifk Type I Debit Account Mo, I Credit Account Mo, I Amount I
Cash 01-111100-00-00 01-413050-00-02 $100.00

.. |

Cloze |

On the GL Distribution screen, you can view the GL Gift Type, Debit Account No., Credit Account No., and
Amount information. For more information about how to post to General Ledger, see the Gift Records Guide.

Searching for Duplicate Gifts in a Batch

When you select the Duplicate Search for Batch menu option, the program searches for duplicate entries in the
batch based on the duplicate search criteria specified in Configuration. For example, if you accidentally enter two
identical gifts for the same constituent in a batch, the Duplicate Search for Batch option warns you that duplicate
entries exist within the batch. If any duplicates are found, the Duplicate Search Results screen appears and
displays information about possible duplicate gifts.
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» Searching for duplicate gifts in a batch

1. From the Data Entry screen of a gift batch, select Constituent, Duplicate Search for Batch from the menu
bar. For more information about how to open a gift batch, see “Accessing a Gift Batch” on page 79.

i Batch 6 [l E3
File Edit Miew Gift EMSE00N0 Favoites Tool: Help
[ER Save and Close '| Duplicate Search for Batch F EAE| - | & B-§ | -+ | | ? '|

Constituent Mame I ﬁ address Lookup Type I ampaign I Fund I

|— Validate with Addressaccelerator
= Joseph McKee ash Annual Campaign 2005 Annual Fund - Mil
- Joseph Mckee iew Giving History ash Annual Campaign 2005 Annoal Fund - Ml
I Define Constituent Fields
KIS 2
Ready. | Gift 1 of 3 | Ruriing Tatak $200.00 | 4

2. If the batch does not contain duplicate gifts, the message “No duplicates found” appears. If duplicate gifts
exist in the batch, the Duplicate Search Results screen appears.

i Duplicate Search Results E2

The gystem found 2 duplicates bazed on the duplicate crtena entered in Configuration,

Duplicate Constituents Cloze |

Caonstituent Mame I Gift Type I Gift Date I Gift Amount
Gotao
kr. Jozeph Steven Mckee Cazh 01./08/2005 $100.00 4'

kr. Jozeph Stewven Mckee Cazh 01./08/2005 $100.00
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3. To find the duplicate entry in the batch, select an entry in the Duplicate Constituents grid and click Go to.
The Data Entry screen appears with the duplicate entry highlighted.

i Batch 6 (O] x]

File Edt Yiew Git Constituent Favortes Toolz Help
i Save and Close'| Wl =

Constituent Mame I Amnount I Date I Type I

Camnpaign I Fund I

Annual Fund |I"-'1i

2005

|}'-\r| rual Campaign

Joseph Mckee

Joseph McKee $100,00 01/08/2005 Cash Annual Campaign 2005 Annual Fund il

KI i

Press F7 for search | Gift 1 of 3 | Rurining Totak $200.00 | 7

If the entry duplicates another gift record in the batch, delete the row from the batch. For more
information about how to delete a row in a batch, see “Deleting a row in the batch” on page 144.

Accessing and Correcting Addresses for Constituents through a Gift Batch

Note: Before you use the Address Lookup or Validate with AddressAccelerator menu options in Batch, make
sure your AddressAccelerator data files are installed and linked correctly in User Options. For more information
about how to set up these user options, press F1 on any AddressAccelerator screen to access the help file.

When you have the address correction service AddressAccelerator, you can search for the city, state, and ZIP
Code for a constituent’s address on the Address Lookup screen. To look up and correct address information, you
must work from the Constituent Window for a particular constituent. To view the Constituent Window, select
View, Constituent Window from the menu bar. To update a constituent’s address in Batch, you can also select
Constituent, Validate with AddressAccelerator from the menu bar of a gift batch. For more information about
AddressAccelerator, press F1 on any AddressAccelerator screen to access the help file.

» Looking up an address for a constituent

Note: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For
example, to access the Address Lookup screen for a batch, press CTRL + Q on your keyboard.
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1. From a gift batch, put your cursor in any address field in the Constituent Window for which you want to
find an address, and select Constituent, Address Lookup from the menu bar. For more information about
how to enter gift information into a batch, see “Adding Gifts in the Data Entry Grid” on page 134.

% Batch 38 [ [C]]

File Edit ‘iew Gift | Consttuent Favortes Tools Help

ESaveandClose‘| | Duplicate Search For Batch F | i '| & B- @ | -+ | | ? '|

| Canstituent Name | ﬂ address Lookup CtrQ Type I Field I ‘alue [

7 - "

— Yalidate with AddressAccelerator Title 1 Miss

L Patterson, Laura Firsk Mame Laura

Yiew Giving History Last Mame Patterson
i(] 159
Define Constituent: Fields

Address Address 845 Heinz St...
Address City Atlanta
Address State GA
Address ZIP
Address Phone typel  Home
Address Phone num... 404-257-9854
Constituent Code ... Shudent
Primary Addressee Taothe Pare...
Primary Salutation

T 2

Presz F8 for constituent window, Press F7 far calculatar |Gift 1of1 | Running Taotal: $0.00 | 4

The Address Lookup screen appears.

Address Lookup E3 |

Atlanta

30356
Atlanta ey 30330

Atlanta G, 30331

Atlanta G 30332

Atlanta ey 30333

Aitlanta G, 30334 _|;|
| | r

Search criteria:

City: |.fi‘-.tlanta

State: IG,-‘l'-. vI Georgia
ZIP: I

Open I
Cancel |

Fird M ow |

The available City, State, and ZIP Codes default into the Address Lookup grid.

2. Select the applicable address information and click Open. The address information you selected appears
in the address fields in the Constituent Window of the gift batch.

» Correcting an address for a constituent

Note: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For
example, to access the AddressAccelerator screen for a batch, press ALT + C, V on your keyboard.
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1. From a gift batch, put your cursor in any address field in the Constituent Window for which you want to
find an address, and select Constituent, Validate with AddressAccelerator from the menu bar. For more
information about how to enter gift information into a batch, see “Adding Gifts in the Data Entry Grid” on

page 134.

% Batch 38 =l

File Edit V“iew Gift | Constituent Favorites Toolz Help

ESaveandClose‘| | Duplicate Search For Batch B %-|@ - g | -+ || ? -|

| Constituent Name I ﬂ Address Lookop i+ Type I Field I ‘alue [

= " "

iy Yalidake with Addr - Titls 1 Miss

I Patterson, Laura Firsk Marne Laura

Wieww Giving History Last Mame Patterson
jin} 159
Define Constituent Fields

Address Address 545 Heinz St...
Address City Atlanta
Address State GA
Address ZIP 30342
Address Phone typel  Home
Address Phone num... |404-257-9554
Constituent Code C.., Student
Primary Addresses Tothe Pare...
Primary Salutation

KI A

Ready. |Gift10f1 | Running Totak $0.00 | o

The Zip Browser screen appears.

B9 Zip Browser
Address Entry Pre Dir. | Shreet Mame | Suffin | Faost Dir. |;|
HOWELL ST SE
State: IGA HOWELL TER s
HOWELL MILL
City: |ATLANTA HOWELL MILL FLANTA. . Miwd
HOWLAND CT —
) HUBBARD ST S
Address: |845 HOWWELL MILL RD M HUBER T Ml
HUDGEMS RD
HUDGINS ALy S
Ipdate I Cancel HUDSON DR NE
HUFF RD Mo x|
E/0 | Primary | BuildingFirm | /0| secondary | Zip+# | DP/CD |
E —

E

u} 901361 3031 8-5547

E 916-962 3031 8-6556

E 954 DUTTOM & KITCHEMS 30318-5534

u} 963-965 3031 8-5558

E 964-938 30318-6621

u} 967-393 3031865512

a 93 ATLAMTA HUMAME SOCIETY 3031 8-6562

E 1000-1032 3031 8-5550 _ILI
1| | ol 2

From the Zip Browser screen, you can lookup states, cities, and street addresses to locate the
constituent’s correct address information.

Note: The address fields on the AddressAccelerator screen are editable. You can enter or change address
information in these fields as you like and click Update Address to validate the address information you enter.
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2. Make any necessary selections and click Update. If the address still cannot be validated, a message
appears and asks you to search for the address. To search for the address, click Yes. If the address can be
validated, you return to the AddressAccelerator screen.

AddressAccelerator x|

Current Address Information

Canstituent 1D
Addres: Type:
Address: 845 Heinz Street

County:
CART:
City: Atlanta LOT:
State: Ga ZIP: DPC:
Chaooze the 'Update Address’ button to update the current address infarmation shawn abave with the walidated
addresz displayed below.
Address: (245 H E Holmes On ™| &dd focthote as an address attibute
City: [atlants
State: IGA vl Georgia [rate To Use: IToda_l,J's date 'I
2P [30318-4527  DPC: [45 Cortment: I

County; IFuIton

CART: IED25 LOT: IDDDDEI i alidate: |

Update Addresz | LCancel |

3. Click Update Address. The correct address information appears in the address fields in the Constituent
Window.

Viewing Giving History

When you add gifts in a batch, you can select Constituent, View Giving History from the menu bar of a gift batch
to view a constituent’s giving history. When you select Constituent, View Giving History from the menu bar, the
Giving History screen appears where you can view the date, type, fund, amount, balance, and reference for a gift.
For more information about gifts, see the Gift Records Guide.



184 CHAPTER

» Viewing giving history for a constituent

1. From the Data Entry screen for a batch, put your cursor anywhere in the row of the constituent for whom
you want to view giving history, and select Constituent, View Giving History from the menu bar. The

Giving History screen appears. For more information about how to open a gift batch, see “Accessing a Gift
Batch” on page 79.

Giving History for Kenneth Parker E
Dake Tvpe Fund Anmount Balance Reference
Cash Building Fund $200.00
0z/01f2003 Cash Makural Disast. .. $200,00
11132005 Cash 2003 Annual ... $1,000,00

2. When you are finished viewing the giving history for a constituent, click Close.
Adding and Removing Fields from a Batch

Warning: When the batch is open on more than one workstation, you cannot modify the fields in the batch.

After you begin to enter gift data, you can add and remove fields from a gift batch. When you remove fields that
contain data, the data is not retained. If you add the field again, you must reenter the data. For example, if you

remove the Check date field from a batch, then add it again, you need to reenter the check date for each gift in
your batch.

» Adding and removing fields from a gift batch

1. From the Data Entry screen of a gift batch, select Tools, Edit Batch Setup from the menu bar. The Gift

Batch Setup screen appears. For more information about how to open a gift batch, see “Accessing a Gift
Batch” on page 79.
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2. Select the Fields tab.

Gift Batch Setup I
1:Batch Header  2:Figlds | FDefaults |
Select the fields to be used for data entry in this batch,
Gift figlds:

&-Gift Fields - U
- fcknowledge - Constituent [0
- fcknowledge date - Amount Dictan
- Aot - Date
- dmount bills - Type
- Amount coing > | - Campaign
- AnonymoLs - Fund
- Bppeal - fppeal
- Buthaorization code - Package

<

- Bank —I - Pay method
- Campaign - Check number
- Cardholder name - Check date
- Check date - GL poszt date
- Check number - GL pozt status
- Constituent Code - fcknowledge
- Caonstituent 1D ﬂ - Receipt Amaunt

@ Find... ' By et Eatek

< Back I Mest » | Cancel | Save | [rata Entry |

3. Add or remove fields as necessary. For example, to add the Constituent Code field, highlight the
Constituent Code field in the Gift fields box and click the right arrow to move the Constituent Code field
to the bottom of the Data entry fields box. For detailed information about the Fields tab, see “Fields Tab”

on page 105.

4. To save your changes and return to the Data Entry screen, click Data Entry.

Printing Data from a Batch

You can use this procedure to print the current contents of the Data Entry grid.

» Printing the contents of the Data Entry grid

Note: To change your default printer, select File, Print Setup from the menu bar. For more information, see

the Program Basics Guide.



186 CHAPTER

1. From the Data Entry screen for a batch, right-click anywhere in the Data Entry grid. For more information
about how to open a gift batch, see “Accessing a Gift Batch” on page 79. A shortcut menu appears.

i Batch 5 (O] x]

File Edit Miew Gift Consttuent Favortes Tool: Help

ESaveandClose‘|u = %'@'|| Ej m| o 5 ] %'|WB' ﬁ |_' ||?'

Constituent Mame Conskituent 10 I Arnount I Date I Type Pay method

= 07/01/2005
. Julie Bach [} $50.00 07/01/2005 Cash Personal Chec

Kenneth Parker 125 4o 0 07/01/2005 Fledge Personal Chec

Carter Pharmaceuticals, Inc. 135 -Elnsert row 0 07/01/2005 Cash Business Chec;
| JLarrel Justin 40 B Delcic s 0 07/01/2005 Cash Personal Chec
- David Murphy 51 ﬁ il 0 07/01/2005 Cash Personal Chec
| |Renee ilson 129 - D0O0F/01/2005 Fledge

Phan, Cam 94 Hide Colurmn 0 07}01/2005 Cash Personal Chec
: Freeze Column

Wntreeze Ealimi

E Export Batch Grid..
Export to Excel

S
—+ [Goko
= Legend...
4 | 2
| Gift 3 of 8 | Rurining Tatak $900.00 | 7

2. Select Print from the shortcut menu. A Print Grid Options screen appears where you can specify settings
for printing. The contents of the Data Entry grid then print to your default printer.

Exporting Data from a Batch

You can export the entire Data Entry grid to Microsoft Excel or to another application. When you select the Data
Entry grid, all the data entered in the batch is exported to your selected application. It is useful to export data
from a batch to compare data in the export to data in the batch. For example, you may want to do a quick spot
check of the data you entered in the batch.
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» Exporting the Data Entry grid to Microsoft Excel

1. From the Data Entry screen for a batch, right-click anywhere in the Data Entry grid. A shortcut menu
appears.

i Batch 5 (O] x]

File Edit Miew Gift Consttuent Favortes Tool: Help

Cisacandtiose- (|5l 12 &K wmuBc@On®- @R @+ =2|w?-

- Bach, Julie [ @ TY—— F0.00 07012005 Cash Personal Chec

- Kenneth Parker 125 } belete e 0,00 07/01/2005 Fledge Personal Chec

| |Carter Pharmaceuticals, Inc, 135 - 00,00 07012005 Cash Business Chec

- Larrel Justin 40 ﬂ Find... I'S.00 07)01/2005 Cash Personal Chec
David Murphy 51 =~ [B0.000FM01j2005 Cash Personal Chec

: wilson, Renee 129 Lol Ciferitn k0,00 07/01/2005 Fledge

| |Phan, Cam 94 Ereeze Colurnin bS.00 07/01/2005 Cash Persanal Chec

Witreeze Ealimit

E Export Batch Grid...

= Prirt...
[ b
8= Legend...
KIS ]
| Git 1 of 8 | Rurning Total: $300.00 | 4

Note: To stop the export and return to the Data Entry screen in Batch, click Cancel on the Exporting File
screen.

2. Select Export to Excel from the shortcut menu. The Exporting File screen appears and displays a progress
indicator. In the lower left corner of this screen, the path and file name of the export file display.

Exporting file. .. E2

d}ﬂlackbaud Records processed ; 1 of g
+ ; AR
= Time elapzed : 00:00:00

@ Tirme remaining : 00:00:01
I
Ewcel 5-7 [<LS]
CATEMPYBET_3.2L5




188 CHAPTER

Microsoft Excel automatically opens and displays the information exported from the Data Entry grid in

Batch.
J File Edit View Insert Format Tools Data Window Help == x|
JD ﬁ“,u‘é@{?| & 3|nv|% E fe %l|ﬂ @ ’.’JMSSansSenF - 10 v|B ’.’JPrompt’.’
Al =] =| Constituent Mame
A [ B [ ¢ | b | E | F [ & [ H [ 1 [ 4 [ K o
1_[Constituerl ConstituenAmount  Date Type Campaign Fund Appeal  |Package Payment1Check N7
| 2 | 07/01/2005 2005 Annual Fund
| 3 |Julie Bachk $60.00  07/01/200F Cash Personal (1302
| 4 |Kenneth P 125 $120.00 07/01/2005Fledge 2005 Annual Fund Personal Check
| 5 |CarterPhe138 $200.00  07/01/200F Cash 2005 Annual Fund Business (5120
| b |Lorrel Just40 $76.00 07/01/200F Cash 2005 Annual Fund Personal {305
| 7 |David bur 51 $160.00 | 07/01/2008 Cash Personal (3115
| 8 |Renee'wi12g $180.00 | 07/01/2008Pledge
| 9 |Phan. Carri4 $125.00 | 07/01/200F Cash Personal (6021
10
71 |
12|
BEl
14
| 15 |
|16 |
17|
| 18
15|
| 20
| 21|
| 22 |
4 [« x ¥l BBL_3 / [l
Ready [ [ WNMERL [ 4

3. To save any changes to the export file, select File, Save from the Microsoft Excel menu bar.

» Exporting the Data Entry grid to another application
1. From the Data Entry screen for a batch, right-click any row in the Data Entry grid. A shortcut menu

appears.

File Edit “iew Gift Constituent Fawortes Tools Help

DisaveandCose- |l 18- G- me e On-e®- g2 @2

Constituent Mame I Conskituent I0 I Arnount I Date I Type I Pay method
| 07012005
= Julie Bach [ $50.00 07f01/2005 Cash Personal Chec
= Kenneth Parker 125 $120.00 O7f01/2005 Pledge Personal Chec
| |carter Pharmaceuticals, Inc. 155 E Inzert row 7/01/2005 Cash Business Chec
= Lotrel Juskin 40 i* Weleterows.. 7012005 Cash Personal Chec
= David Murphy 51 ) 101/ 2005 Cash Personal Chec
| |Renee wisan 129 @ Find. 7/01/2005 Fledge
- Phan, Cam 94 Hide Column 71012005 Cash Personal Chec
|| Freeze Column

W rfreeze Ealum

26| Export to Excel

S Prirt...
= Ejejlie]
8= Legend...
[« | |
| Gift 3 of 8 | Rurning Tatak $900.00 | 7

Note: To stop the export and return to the Data Entry screen in Batch, click Cancel on the Export screen.
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2. Select Export Batch Grid from the shortcut menu. The Export screen appears so you can choose the file
type, location, and file name for the export file.

Export file bpe: Comma-Separated Yalues j

Export file name: II:;\e:-:palt

W Include header

E wport Mo I Cancel

3. Inthe Export file type field, select the format for the export file. For more information about the available
export formats, see the Query & Export Guide.

4. In the Export file name field, enter the name and location to store the export file. To browse for the
location to store the file, click the browse button.

5. If you want the first row of the export file to contain the column headings listed on the Data Entry screen,
mark Include header.

6. To begin to export the Data Entry grid, click Export Now. The Exporting File screen appears and displays a
progress indicator. In the lower left corner of this screen, the path and file name of the export file appear.

Exporting file._. |

d;ﬂlackbaud Records processed ; 2 af g
+ ; . A0
= Time elapsed ; 00:00:00

% Tirne rernaining ; 00:00:00

M1

Comma-5Separated Yalues
C:hexport. CSY

7. When the Exporting File screen closes, the export is complete. To open the export file, use an application
compatible with the Export file type you selected.

Sending a Gift Batch Report as Email

Note: The Raiser’s Edge is compliant only with MAPI email software, such as Microsoft Outlook.

You can send information included in a batch report as email. For example, your Development Director is on a
business trip and requests a batch log report for gift batches you committed to the database this week. You can
send all gift batch reports as an email. When you send data as email, you can select the type of format for the
information you send, select the recipients of the email, and check the names and addresses of the recipients. As
a reminder, sending batch report information as email and working with options in Mail are separate. For more
information about Mail, see the Mail Guide.
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» Sending a gift batch report as email

1. From the Data Entry grid, select File, Send as Mail from the menu bar. Select the type of report to send.
For more information about how to open a gift batch, see “Accessing a Gift Batch” on page 79.

% Batch 28 =
File Edit %iew Gift Constituent Favortes Tools Help
) New P G S e G e e =
&g Ol Amount bills I Date I Type I Campaign I
¥ Delete...
u G Chl+S $100.00 10/03/ 2005 Cash Annual Campaign 2007
E‘_!‘ Sz el e Chil+w $100,00 10403/ 2005 Cash Annual Campaign 2007
E CYrey— Cloze ChileL $100,00 10/03/ 2005 Cash Annual Campaign | 2007
$100.00 10/03/ 2005 Cash Annual Campaign | 2007
Properties $100,00/ 1003/ 2005 Cash Annual Campaign 2007
. 100,00 1003 2005 Cash Annual Campaign 200
=4 Commit Completed Batch... $ o3 pal
- $100,00/10/03/2005 Cash Annual Campaign (2007
D Print Setup... $100.00/ 10032005 Cash Annual Campaign (2007
& Preyiew 3 $100,00 10403/ 2005 Cash Annual Campaign 2007
@Elint 3 $100,00| 10032003 Cash Annual Campaign | 2007
E Export 4
851 S end az M ail L4 Batch Log...
Deposit Ticket...
_n| Close »
= Walidation Repart. ..
Pre-Transmission Report...
Lredit Card Report
kI |
Press F7 for search Gift 1 0f 10 | Running T otal: $1,000.00 y

The Batch Log Report screen appears.

Batch Log Report

Batch type: | Git

Batch status: | <4l Batches>

¥ Include recuring batches

b il Mo | Cancel |

2. In the Batch type field, select the type of batch to include in the report. You can include constituent, gift,
time sheet, or all batches.

3. In the Batch status field, select the status of batches to include in the report. You can include open,
closed, or all batches.

To include recurring batches in the report, mark Include recurring batches.
5. Click Mail Now. The Export screen appears.

Export

Format;

]|
_ Concel |

. Cancel
Dreztination:

| Micrasoft Mail [MAPI)

=~

6. Inthe Format field, select the type of format in which to export the report. Some examples of format are
Crystal Reports (RPT), Text, or Rich Text Format.
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7. In the Destination field, select “Microsoft Mail (MAPI)”.

MAPI, an acronym for Messaging Application Program Interface. is the application used to send mail from
a queue. This program interface enables you to send email from within a Windows application, such as
Microsoft Word, and include the open document as an attachment.

8. Click OK. The Send Mail screen appears.

Send Mail ]|

Send I Check Namesl Addrezs | Cancel |

To Imark.smith@sulutiuns#u.cum

Co Iaml:uer.iu:uhnsu:un@su:ulutiu:unsdu.u:u:um

Subject: Igift batch log report

M ezzage

Hi bark, attached iz the report you requested. Let me know if ;I
wou have any questions. Thanks!

[~

9. Enter the information on the Send Mail screen as shown in the previous picture. The report information
you send is automatically attached to the email in the format you specified. You do not see the
information in the body of the email, but once you send the email, the information from the report is
sent.

10. On the Send Mail screen, click Send.

Opening Records Linked to Batch Gifts

When you select this option, a submenu appears and displays any record associated with the selected gift.

» Opening records linked to a gift in the batch

1. From the Data Entry screen for a batch, select the row that contains the gift for which you want to view
linked records.
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2. Right-click the selected row in the Data Entry grid. A shortcut menu appears.

2§ Batch 38 HE

File Edit ‘iew Gift Consttuent Favortes Toole Help

Rl = R EE I EE R S R == kS
Constituent Name I Constituent ID I Amount: | Date | Type I Package I Pay method | Check numb

B $0.00
|| Bach, Julie 6 $50.00/09/09/2005 Cash Personal Check 1302

= aenos

i' Delete rows...

(8 Eind

Hide Column

Freeze Column
Wiitreezs el
E Export Batch Gnd...
Export ta Excel
£ Prin...
-~ G
Legend...
—_ ]

2 MG Company [Toy World, Inc.|

o |

|Press F7 for calculator | Gift 2 af 3 |Hunning Totak $1.050.00 |H\dden columns exist ‘

ES

3. Select Go to. A submenu appears and lists all the records linked to the highlighted gift.
4. Select the record to open. The record appears.

Mr. Kenneth Parker

File Edit “iew Constituent Letter Favortes Tool: Help
[ save and Close - u|§'@" M 4 » N|—’|?E| - G-

Abtributes I HMedia | W Aclions I Honor/temorial I Wolunteer I v Prospect I tembership I w Events

) 2

v Biol | « Bio 2 I o Addresses I W Addresgees/S alutations I + Relationzhips I v Appeals | Motes I v Gifts

— Bingraphical — Prefenred Address - RE 7 Conversion-Home———————————
Last name: IPa[ke[ Aliages | Cotintry: IUnited States j o Mare... |
First namme: IKenneth Address lines: | 557 Dogwood Court ;I

Middle name: I ;I
Titles: IM[, j I j City: IEImaha
Suffizes: I j I j State: INE 'l Mebraska
I, |Ken ZIF: |ss1 47 5 DPC:|
Waiden name: I Phanes/E-mailiLinks I
I |125 Type I MumnberE-mail Address I
: | |Celular Phone 402-555-6354
Gender [Male 7|/ 85M: [247-88-7711
Bith date: |03;05£1 980 EII Age: 42
" Deceased? Date:l EI
Marital status: I j  This constituent
. [T Izinactive I 1z asdlicitar [etais |
Spouze "Madlson R. Parker ) i
[~ Gives anonymously I~ Has no valid addresses
S olicit code: I [~ Requests na e-mail

Education | Business | Bank I

To close the record and return to the Data Entry screen for the gift batch, click Save and Close on the
toolbar.
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Group Adding Constituents to a Gift Batch

To group add constituents to a gift batch, select Tools, Group Add Constituents to Batch from the menu bar of a
gift batch. When you select to group add constituents to a batch, you can search for an existing query or create a
new query of constituents you want to add to the gift batch. For more information about how to create and use
gueries, see the Query & Export Guide.

» Group adding constituents to a gift batch

1. From a gift batch data entry screen, select Tools, Group Add Constituents to Batch from the menu bar.
The Open Query screen appears. For more information about how to open a gift batch, see “Navigating in
Batch” on page 79.

i+, Open Query
Find: IQueries j

& e

Cancel

& Edt
"] dadd New

Options

fHER BN

Find Queries that meet these criteria: b Eind Now
Quem twpe: | Constituent - Created On: lm New Search
Query format; Im Created by: Im Previous Search
Query name: lﬁ
Description: Iﬁ
™ Show merged queriss only [~ Exact match only Expand Results

2. Under Find Queries that meet these criteria, decide what criteria to use when you search for your query
and enter the information in the appropriate fields.

3. Click Find Now. If the search criteria you enter match a query in the database, it lists in the grid on the
Open screen. Depending on how limited or detailed your criteria are, the program may find one or more
queries.

In the grid, highlight the query to access.
5. Click Open. The constituent names included in the specified query appear in the gift batch data entry grid.

Globally Change Fields in a Gift Batch

To globally change field values in a gift batch, select Tools, Global Change from the menu bar of a gift batch. It is
useful to globally change gift fields in a gift batch to change a certain field value for gifts entered in a batch. When
you select Tools, Global Change from the menu bar, the field your cursor is in determines which field you have
access to change.

When you globally change fields in a batch, it can alter the amounts and values for other information you entered
in the batch. When you use the global change functionality, it is important you use caution. For example, if you
change the amount for pledges, it can cause the installment schedule to be incorrect. In addition, a change to the
gift amount does not update the matching gift amount, membership dues, or event registration fees. Note that
you cannot globally change schedule, tribute, split gift, matching gift, soft credit, benefits, solicitor, membership,
event, proposal, and package information.
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» Globally changing fields in a gift batch
The field your cursor is in when you select to global change determines which field you access to change in

the batch. This example uses the Amount field. For more information about global change information, see
the Global Add, Delete, & Change Guide.

Warning: Before you globally change the Amount field, take into consideration the business rule about receipt
and currency receipt amounts. For more information about this business rule, see the Configuration & Security
Guide.

1. From the Data Entry screen, put your cursor in the Amount field and select Tools, Global Change Amount
from the menu bar. The Global Change screen appears. For more information about how to open a gift
batch, see “Navigating in Batch” on page 79.

Global Change

Amount

The Amaunt far all gifts entered in this batch will be
changed az specified below,

Tvpe of changs: IIncrea&e by armovnt j

Increaze by: |$25.DU §I

Change Mow I Cancel |

In the Type of change field, select to increase or decrease an amount by percentage or amount.

In the Increase by field, enter the amount to increase or decrease the Type of change.

Click Change Now. You return to the Data Entry screen. The Amount field the Amount field reflects the
amount change.

Sorting Items in a Batch

You can sort items in a gift batch by constituent name, amount, date, type, fund, GL post date, and GL post status.
Use the Sort Batch screen to select to sort by these criteria alphabetically, either ascending or descending. It is
useful to sort when you work with large amounts of data in a batch. Since you decide how to organize the batch,
you can quickly find information you need in the batch. To sort the information in a gift batch, select Tools, Sort
Batch from the menu bar.

» Sorting items in a batch

1. From the Data Entry screen, select Tools, Sort Batch from the menu bar of a gift batch. The Sort Batch
screen appears. For more information about how to open a gift batch, see “Navigating in Batch” on

page 79.

Sort Batch E3 |
Sort Order 0
& Azcending
" Descending Cancel

Sart By: I Constituent M arne j

In the Sort Order frame, mark either Ascending or Descending. Depending on your selection here, the
batch will either be sorted alphabetically ascending or descending.
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2. Inthe Sort By field, select the field by which to sort the batch. For example, if you select “Constituent
Name”, the batch is sorted either ascending or descending by the constituent name.

3. Click OK. You return to the Data Entry screen. The batch is sorted for existing items in the batch.

Authorizing Credit Card Transactions in Batch Using Electronic Funds
Transfer

When the optional module Electronic Funds Transfer is present, you can create transmission files to process your
credit card transactions. To authorize and process credit cards in The Raiser’s Edge, you can use the Blackbaud
Payment Service to interface with an authorization service such as Blackbaud Merchant Services or IATS. ICVerify
is another authorization service that interfaces with The Raiser’s Edge to automatically process your credit card
transactions. For information about how to use either of these services with The Raiser’s Edge, see the Electronic
Funds Transfer (EFT) Guide.

Authorizing Credit Card Transactions in Batch Not Using Electronic Funds
Transfer

When the optional module Electronic Funds Transfer is not present, you can authorize credit card transactions in
Batch.

» Authorizing credit card transactions in a batch with an authorization service such as Blackbaud Merchant
Services or IATS

Note: When you use an authorization service to process credit card transactions, you cannot include credit
cards issued in multiple countries in the same gift batch. For gifts that use credit cards issued in different
countries, you must create separate gift batches.

To authorize your credit card transactions, you must first set up a merchant account with an authorization
service such as Blackbaud Merchant Services or IATS, create an account with the Blackbaud Payment Service,
and set several options in Configuration, such as a login ID and password. For information about how to set up
a merchant account and set Configuration options, see the Electronic Funds Transfer (EFT) Guide.

You must include the Card Holder Name, Credit Card Number, Authorization code, Expires on, and Credit
Type gift fields in your batch. To authorize credit card transactions when the optional module Electronic
Funds Transfer is not present is the equivalent of creating credit card transmission files when the optional
module Electronic Funds Transfer is present.

For more information about available options when you do have the optional module Electronic Funds
Transfer, see the Electronic Funds Transfer (EFT) Guide.

1. From the Data Entry screen, select Tools, Authorize Credit Card Transactions from the menu bar of a gift
batch. Make sure you include the Card Holder Name, Credit Card Number, Authorization code, Expires
on, and Credit Type gift fields in your batch. For more information about how to open a gift batch, see
“Navigating in Batch” on page 79.

A screen appears to ask whether to proceed with the request file.

i The Raiser's Edge 7

tranzactionz. This file iz sent via internet to your credit card processing company

@ The Raizer's Edge will create a request file containing all unauthorized credit card
and an anzwer file iz returned.  Pleaze engure pour have an intermet connection,

decount: (Y

Do you wizh to proceed?

Yes Mo
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2.

4.

In the Account field, select the merchant account to which to apply credit card payments included in your
batch. The available accounts in the drop down menu are pulled from the accounts you set up in
Configuration. For more information about these Configuration settings, see the Configuration and
Security Guide.

Click Yes. The Raiser’s Edge sends the information in the gift batch to the Blackbaud Payment Service. The
Blackbaud Payment Service replaces the token identifiers in the batch with the corresponding credit card
numbers and uses the login credentials entered for the merchant account in Configuration to interface
with your authorization service. The service authorizes and processes all credit card information included
in your batch.

Once the batch has completed processing, The Raiser’s Edge polls the Blackbaud Payment Service and
looks for the answer file from the authorization service to see whether the credit card gifts are rejected or
accepted.

¢ If the credit card transaction is approved, the authorization service puts a code that begins with “Y” in
the Authorization Code field of the gift batch. The authorization service verifies that sufficient funds
exist in the account for transfer. If sufficient funds exist, the account is processed and a transfer of funds
takes place immediately.

¢ If the credit card transaction is rejected, the authorization service adds “N” in front of the code. When
The Raiser’s Edge receives the response, it strips the “N” from the authorization code, converts the
code to text, and puts the text into the Rejection Code field of the batch. Examples of rejection codes
include the credit card not being supported by the authorization service, credit card is expired, credit
card is lost or stolen, invalid card status, or unable to process transaction.

If you use Blackbaud Merchant Services or IATS, to view your transactions, refund credit cards, or make
any additional changes to the credit card transactions, log onto the authorization service website.

» Authorizing credit card transactions in a batch with ICVerify

To authorize your credit card transactions, /CVerify must be present and initialized. You must also include the
Card Holder Name, Credit Card Number, Authorization code, Expires on, and Credit Type gift fields in your
batch. To authorize credit card transactions when the optional module Electronic Funds Transfer is not
present is the equivalent of creating credit card transmission files when the optional module Electronic Funds
Transfer is present.

For more information about available options when you do use the optional module Electronic Funds
Transfer, see the Electronic Funds Transfer (EFT) Guide.

1.

From the Data Entry screen, select Tools, Authorize Credit Card Transactions from the menu bar of a gift
batch. Make sure you include the Card Holder Name, Credit Card Number, Authorization code, Expires
on, and Credit Type gift fields in your batch. For more information about how to open a gift batch, see
“Navigating in Batch” on page 79.

A message appears to ask whether to proceed with the request file.

Click Yes. The Raiser’s Edge securely retrieves the credit card numbers for the token identifiers in the
batch from the Blackbaud Payment Service and immediately sends the encrypted transmission file to
ICVerify for initial verification. Remember, this step does not transfer the funds from the donor’s credit
card to your account. This step determines whether the card has a sufficient account balance to cover the
transaction and either authorizes or rejects the credit card.

¢ If the credit card is approved, ICVerify puts an authorization code in the Authorization Code field of the
batch. To transfer the funds from the donor’s account to your organization’s account, you can
communicate with or “settle” with ICVerify. For more information about how to settle your account
with ICVerify, see your ICVerify user’s guide.

¢ If the credit card is rejected, ICVerify includes an “N” in front of the authorization code. When The
Raiser’s Edge receives the response from ICVerify, The Raiser’s Edge strips the “N” from the
authorization code and puts a rejection code in the Rejection Code field of the batch. Examples of
rejection codes can be Invalid Account Number or Card Expired. To re-authorize the declined credit
cards to ICVerify, you must first clear all declined authorization codes from the batch. For more
information about how to clear declined authorization codes from a batch, see “Clear declined
authorization codes from a gift batch” on page 197.



GIFT BATCH 19

This process does not actually transfer the funds. You must settle the account separately through ICVerify.
For more information about how to transfer credit card funds from a donor’s account, see your ICVerify
user’s guide.

Clearing Declined Authorization Codes in Batch

When you process your credit card transactions, the authorization service automatically updates the
Authorization Code field after you create a credit card transmission file and authorize your transactions.

If the credit card transaction is approved, the authorization service puts an authorization code beginning with “Y”
in the Authorization Code field of the gift batch. The authorization service verifies that sufficient funds exist in
the account for transfer. If sufficient funds exist, the account is processed and a transfer of funds takes place
immediately. It is important to remember that, unlike /CVerify, an authorization service can process credit cards
and transfer funds from the donor’s credit card to your organization’s bank account. With ICVerify, an approval
code only means the donor’s credit card account has a sufficient account balance to cover the financial
transaction. At this point, no transfer of funds has taken place. The transfer of funds takes place when you settle
the transfer in ICVerify. For more information about how to settle your account with ICVerify, see your ICVerify
user guide.

If the credit card transaction is rejected, the authorization service adds “N” in front of the code. When

The Raiser’s Edge receives the response, it strips the “N” from the authorization code, converts the code to text,
and puts the text into the Rejection Code field of the batch. Examples of rejection codes include the credit card
not being supported by the authorization service, credit card is expired, credit card is lost or stolen, invalid card
status, or unable to process transaction.

To resubmit the declined gifts, you must clear the declined authorization codes from the batch and create a new
transmission file. To automatically clear declined authorization codes from a gift batch, select Tools, Clear
Declined Authorization Codes from the menu bar of a gift batch.

» Clear declined authorization codes from a gift batch

1. From the Data Entry screen of a gift batch, select Tools, Clear Declined Authorization Codes from the
menu bar. A warning appears. For information about how to open a gift batch, see “Navigating in Batch”
on page 79.

2. To clear the declined authorization codes from the gift batch, click Yes. The program clears the declined
authorization codes from the batch, and you return to the Data Entry screen. To return to the data entry
screen without clearing declined authorization codes, click No.

3. To save your changes to the gift batch, click Save and Close on the toolbar.

Automatically Generating Pledge Payments and Recurring Gift Transactions
in a Batch

Note: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For
example, to automatically generate transactions and payments for a gift batch, press ALT + T, A on your
keyboard.

If you use the optional module Electronic Funds Transfer, you can use the Automatically Generate
Transactions/Payments menu option in Batch to automatically generate gift records for recurring gift
transactions and pledge payments. For example, Anthony Ellis has a membership that is linked to a recurring gift.
When you select the Automatically Generate Transactions/Payments menu option in Batch, you can
automatically generate a payment for that recurring gift, which is linked to his membership. Anthony’s recurring
gift payment information defaults into a row in the gift batch.
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If the optional module Electronic Funds Transfer is present, you can then choose to Create EFT Transmission Files
for your batch. When you work with your credit card authorization process, you can also use the Clear Declined
Authorization Codes option. These options, in addition to the Automatically Generate Transactions/Payments
option are only available if the optional module Electronic Funds Transfer is present. For more information about
how to automatically generate pledges and recurring gifts, and other available options with Electronic Funds
Transfer, see the Electronic Funds Transfer (EFT) Guide.

=% Batch 21 M=l E3

File Edit “iew Gift Constituent Favorites K-8 Help
[ save and Close - | G |§' [&~, &4 Yaldate.. | -+ ||| il

Constituent Mame I Arnount I Group Add Constituents ta Batch... | GL post date I
Global Chahge Amaount...

Sort Batch...

Automatically Generate Tran /Payments

Create EFT Tranzmission Files...

[Flean Declned Authonzatinm Eodes

Edit Batch Setup...

Uzer Options

| | Gift 2 of 2 | Running Totak $100.00

Create EFT Transmission File

Note: When you use an authorization service such as Blackbaud Merchant Services or |IATS to process credit
card transactions, you cannot include credit cards issued in multiple countries in the same gift batch. For gifts
that use credit cards issued in different countries, you must create separate gift batches.
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Transmission files contain all the necessary information to electronically transfer funds from a donor’s bank
account or credit card to your organization’s bank account. There are two types of transmission files — Direct
Debit and Credit Card. Transmission files are associated with a specific batch. For each batch in the database, you
can create one direct debit transmission file and one credit card transmission file. This option is only available if
the optional module Electronic Funds Transfer is present. For more information about how to create transmission
files, and other available options with Electronic Funds Transfer, see the Electronic Funds Transfer (EFT) Guide.

¥ Batch 39 [_[E]x]
File Edit Yiew Gift Congtituent Favortes | Toolz Help
ESaveandCIose'|u = |§'Iﬁ'|[mﬁa“date--- l|—'|4|_|| ? -
| Constituznt Mame I Ammaunk I Group Add Constituents to Batch... I GL post date | [
Global Change Amount...
Taylor, Max $500.00 0241 02/15/2005
Sort Batch...

Automatically Generate Tranzactions/Fapments

Create EFT Transm

[Eear Meclned Suthonzation Eodes

Edit Batch Setup...

Uszer Options

A | 2

|Press F7 far calculator |I3ifl‘| af 1 |F|unning Total $500.00 |

B

Using the Gift Barcode Field in a Gift Batch

Note: When you scan appeal cards, a barcode that contains only appeal information begins with an “A”. A
barcode that contains appeal and package information begins with a “K”.

In Batch, you can use the Gift Barcode field to scan information from phonathon forms, appeal cards, renewal
notices, and reminders into a gift batch. For example, you can set up a new phonathon form in Mail and select a
gift barcode to appear on the form. When you receive gift information on the phonathon form, you can scan the
barcode into the Gift Barcode field in a new gift batch. The gift barcode stores the constituent information you
set up on the phonathon form or appeal card. For example, this information can be the Constituent ID, Fund ID,
and the Appeal ID. When you receive the phonathon form or appeal card back from the donor with a gift, simply
scan the barcode while you enter gift information into the gift batch.

Note: When you scan phonathon forms, a barcode on the top portion of the phonathon form that contains
only appeal information begins with a “P”. A barcode on the bottom tear-off portion of the phonathon form
that contains only appeal information begins with a “C”. One that contains appeal and package information
begins with an “F”.

Once you scan the barcode, the constituent, gift type, campaign, fund, and appeal information automatically fill in
the appropriate fields in the gift batch. When you set up a new gift batch, you must select the Gift Barcode field
to be included in the batch. To use this option in Batch, you can use any scanner that can read “12 point 3 of 9”
barcode font. For more information about how to set up phonathon forms or appeal cards, see the Mail Guide.
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» Using the gift barcode field in a gift batch

1. Set up a new phonathon form with the information to appear when you print the phonathon form. For
more information about how to set up a new phonathon form, see the Mail Guide.

2. Create a new gift batch that includes the Gift Barcode field. For more information about how to set up a
new gift batch, see “Gift Batch Setup” on page 93.

3. From the Data Entry screen of a gift batch, put your cursor in the Gift Barcode field.

£ Batch 18 [_ Ol x]

File Edit Miew Gift Consttuent Favortes Tool: Help

ClsaveandCiose~ |l 1/ S- A ¥ muaemOmnD- @B gl 2|a2-
Date I Type I Fund I GL post dake | GL post skatus | Gift bar code |

Kl Hn

Ready. | | Gift 1 0f 1 | Rurining Tatal: $0.00 | 4

4. Scan the barcode on the phonathon form into the Gift Barcode field. The constituent’s information
appears in the appropriate fields in the gift row.

Validating a Batch

Note: You can validate a batch when the batch is open on more than one workstation. If you do this, the
program checks only the gifts entered in the batch open on your workstation.

When you validate a batch, the program examines all gifts entered in the batch to determine whether any data
entry errors exist. For example, you may have added two gifts with the same gift ID. Because all gift IDs must be
unique, the program will not add the two gifts with identical gift IDs to the database when you commit the batch.
We strongly recommend you validate a batch before or while you commit the batch to the database so you can
locate data entry errors.
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When the program finishes its batch validation, the Validate Batch screen appears and displays the results of the
validation process. Exceptions are created for any problem found in the batch and appear either on the Validate
Batch screen or when you commit the batch to the database.

Validate Batch 36 Totals =l
| Validation Complete. Exceptions have been found!
Projected totals for this batch do NOT match running totals
Projected amount; $0.00 Projected number of gifts: 0
Fiunning amount; $600.00 Funning number of gifts: 2
Other Exceptionz
Constituent I Gift D ate I it Type Gift Amount E wcephion
Ma batch row exceptions hawve been found,
K i3
Erint Erceptian Fepert Cloze Muodify Batch Totals |

If any exceptions are found, you can correct the problem so you can commit the batch to the database without
difficulty. For example, in a gift batch, you may have an inactive letter associated with a pledge. When you
validate this batch, an exception occurs to let you know that an inactive letter exists in the batch. You can then go
back and make the appropriate changes in the batch. If the program finds more than one exception on a single
row, it displays only the first exception in the grid. After you resolve all the exceptions, we recommend you
validate the batch a second time to verify a single row did not have multiple exceptions. You can also validate a
batch while you commit the batch to the database. When you select to commit a batch to the database, the
program runs a second validation if you mark Validate batch before committing on the screen. You can preview
or print the exception report for the gifts that could not be committed. For more information about how to
commit gifts to the database, see “Committing a Batch” on page 203.

» Validating a gift batch

Warning: When you make selections on the Validate Gift Batch screen, choose the same options you plan to

choose when you commit the batch to the database so the program can locate all applicable errors in the
batch.
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Note:

From the Data Entry screen for a gift batch, select Tools, Validate from the menu bar. The Validate Gift

Batch screen appears. For more information about how to open a gift batch, see “Accessing a Gift Batch”
on page 79.

Yalidate Gift Batch E3

The walidation process will compare the projected tatals far this batch ba the running tatals, as well as canfirm
that each row in the batch can be committed without eror,

Your answers ta the following questions will allow the validation to be based on how the batch iz to be
cornmitted.

[ Automatically apply gifts to pledges and recurring gifts
= | il apply gifts ta pledge, covenants andliecuming gifte with the. same. fund(s]

If a payment overpays a pledge: = Create gift with remainder

& Do not commit payment [an exception will be created)

™ Check credit card authorization codes on credit card gifts
IF a credit card payment with a declined authorization code is found:
{1 Cammmit the aift atuway

% [V ot commit e gift (am exception will be ereated)

Yalidate Nnﬂl Cancel |

Gifts can be automatically applied to a recurring gift if the recurring gift is active, the Pay method is

cash, and the next recurrence does not have the status of pending. A recurring gift transaction has the status of
pending when the previous transaction has not yet been committed.

2. To automatically apply a gift to a constituent’s existing outstanding pledge or recurring gift, mark

3.

Automatically apply gifts to pledges and recurring gifts.

When you mark this checkbox, the program determines whether each constituent who gave an eligible
gift has any outstanding pledges or recurring gifts. If no outstanding pledges or recurring gifts exist for the
constituent, the gift is committed to the database as you entered it. When a constituent has outstanding
pledges or recurring gifts, the program applies the gift to the oldest outstanding pledge or recurring gift
matching the funds entered in the batch. If you split the gift entered in the batch over several funds, the
program selects the pledge or recurring gift with the same funds. When an exact match does not exist,
the program selects a pledge or recurring gift with at least one common fund listed on the constituent’s
record. Each gift is automatically applied to only one pledge or recurring gift.

When you mark Automatically apply gifts to pledges and recurring gifts, select whether you want the
program to apply the gift to a pledge or recurring gift only if the fund selected for the gift in the batch
matches the fund selected for the pledge or recurring gift.

Note: If the program creates an exception for a gift, it does not let you commit the gift to the database until
you correct the data entry error.

4.

When you apply a gift to a pledge that is greater than the amount of the pledge transaction, select
whether you want the program to create a separate cash gift for the excess amount or create an
exception and do not commit the gift.

Note: Authorization codes that begin with ‘N’ or non-existent codes are considered declined and create
exceptions.

5.

If you entered credit card authorization codes in the Authorize code field, mark Check credit card
authorization codes on credit card gifts so declined gifts are not committed to the database. If a credit
card payment with a declined authorization code is found, select whether the program should commit the
gift anyway or create an exception.
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6. Click Validate Now to begin the validation process. The program displays a status bar showing the

progress for the validation. To stop the validation of the batch and return to the Data Entry screen, click
Cancel.

Yalidating Batch 5 E3

Yalidating Gifts. ..

Cancel

7. When the program finishes its batch validation, the Validate screen appears and displays the results.

Validate Batch 36 Totals E2

‘ Yalidation Complete. Exceptions have been found!

Projected totals for thiz batch do HOT match running totals

Frojected amaunt: $0.00 Praojected number of gifts: 0

Running amaount; $E00.00 Funning number of gifts: 2

Other Exceptions
Constituent I Gift D ate | Gift Type Gift Amount E xception

Mo batch row exceptions have been found.

<] | il

it Exception Hepart | LCloge | Modify Batch Totals |

8. The top section of the Validate screen compares the information entered in the Projected number of gifts
and Projected amount fields on the Gift Batch Setup screen with the information entered in the batch. If
you are certain the information entered in the batch is correct, click Modify Batch Totals to update the
Projected number of gifts and Projected amount fields. If the information in the Projected number of
gifts and Projected amount fields is correct, verify no data entry errors exist in the batch.

9. Click Print Exception Report to print a report that contains information about the exceptions in this gift
batch. For more information about this exception report, see “Batch Validation Report” on page 210.

10. To return to the Data Entry screen, click Close.

Committing a Batch

Warning: You cannot commit the batch when it is open on more than one workstation.

When you finish entering gifts in the batch, you can commit the batch to add the new gifts to your database. The
Commit Batch screen consists of the General tab and the Payments tab. Depending on your settings, the Credit
Card Payments tab and the Recurring Batch tab may also appear.
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» Committing a gift batch

You cannot modify the Data Entry screen after you commit a gift batch unless you mark This batch is
recurring on the Batch Header tab of the Gift Batch Setup screen. If the batch is not recurring, you can open
the batch to view the gifts and options you selected, but you cannot modify the Data Entry screen.

Note: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For
example, to commit a gift batch, press ALT + F, B or CTRL + T on your keyboard.

1. From the Data Entry screen for a gift batch, select File, Commit Completed Batch from the menu bar. For
more information about how to open a gift batch, see “Accessing a Gift Batch” on page 79. The Commit
Gift Batch screen appears so you can specify options the program uses when it commits the batch.

Commit Gift Batch [ x|

1: General |2: F'aymentsl

Step 1: Enter general information

W Walidate batch before committing

¥ Create gift query of committed gifts

¥ Create a new batch of exceptions

¥ Create control report |Summary | % Preview € Print
W Delete batch after committing

W Automatically apply gifts to pledges and recuring gifts

[~ Only apply gifts to pledges and recuring gifts with the same fund(z) o

Batch Statistics I
Running rumber of gifts: 1 Mumber of matching gifts: 0
Running amount: $1.000.00 td atching gift amant: $0.00
Created on: 07/07/2005 10:41:19 ... Times committed: I
Last changed on: 07/10/2005 3:54:01 Ak Last cammitted on:
Created by: Supervizor

< Bach | Ment » | Cancel | EDmmitNoﬂl

Note: The Batch Statistics grid displays information about the gifts entered in the batch.

2. To validate the batch before you commit it to the database, mark Validate batch before committing. If
you have not validated the batch, we strongly recommend you mark this checkbox. If you validate a batch,
it can locate problems you may encounter when you commit the batch.

Even if you have already validated the batch, you should mark Validate batch before committing to run a
second validation to find exceptions the first validation process may not have detected.

3. To create a query of all gifts you entered in this batch, mark Create gift query of committed gifts. If you
mark this checkbox, the Save Static Query screen appears after the program commits the batch to the
database. We strongly recommend you mark this checkbox. You can use this query to send a letter or
other mailing to the constituents for whom you added gifts in this batch.

Warning: When you mark Create gift query of committed gifts, the program includes only the gifts committed
to the database. Any gifts not committed to the database due to exceptions are not included in the query.

4. To create a new batch that contains all gifts not committed to the database, mark Create a new batch of
exceptions.
5. To print or preview a control report after you commit the batch to the database, mark Create control

report. When you mark this checkbox, select whether to create a Detail or Summary report in the
adjacent field. Also, select whether to print or preview the control report.
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6. To delete the batch file after you commit the batch to the database, mark Delete batch after committing.
Even though the program deletes the batch file, the batch number is never reused. To reduce the size of
your database, you may want to mark this checkbox.

Note: Gifts can be automatically applied to a recurring gift if the recurring gift is active, the Pay method is
cash, and the next transaction does not have the status of pending. A recurring gift transaction has the status
of pending when a previous transaction for a pledge or recurring gift has been automatically generated and is
present in a batch waiting to be committed.

7. To select whether the program automatically applies a gift to a pledge or recurring gift when a constituent
has an outstanding pledge or recurring gift, mark Automatically apply gifts to pledges and recurring gifts.
For more information about how to automatically generate gifts in a batch, see the Electronic Funds
Transfer (EFT) Guide.

When you mark this checkbox, the program determines whether each constituent who gave an eligible
gift has any outstanding pledges or recurring gifts. If no outstanding pledges or recurring gifts exist for the
constituent, the gift is committed to the database as you entered it. When a constituent has outstanding
pledges or recurring gifts, the program applies the gift to the oldest outstanding pledge or recurring gift
matching the fund listed in the batch. If you split the gift entered in the batch over several funds, the
program selects the pledge or recurring gift with the same funds. When an exact match does not exist,
the program selects a pledge or recurring gift with at least one common fund listed on the constituent’s
record. Each gift is automatically applied to only one pledge or recurring gift.

If you marked When adding a gift to a batch, warn if constituent has in Configuration, a screen appears
and asks you to apply gifts to pledges and recurring gifts as you manually entered gifts in the batch.

8. When you mark Automatically apply gifts to pledges and recurring gifts, select whether you want the
program to apply the gift to a pledge or recurring gift only if the fund selected for the gift in the batch
matches the fund selected for the pledge or recurring gift.

Note: If the program created an exception for a gift, it will not commit the gift to the database unless you
correct the data entry error.

9. To view the Payments tab, click Next.
: Commit Gift Batch
1 General 2 Payments |

Step 2: Indicate how to process payments
If & payment overpays a pledge:
' Create gift with remainder ¥ Create an exception [do not commit the payment]

It a payment iz applied to a qift that iz linked to a membership:

v &pply the payment to the same membership

Batch Statistics
Running nurber of gifts: 1 MHurber of matching gifts: 1]
Running amount; $200.00 tatching qift amount: $0.00
Created on: 10426,/2005 Tirmes commithed: 1}
Lazt changed on; 10425,/ 2005 Drate lazt committed:
Created by: Supervizor

< Back | et | Cancel | QommitNowl

Note: If the optional module Electronic Funds Transfer is not present, a Credit Card Payments tab appears to
prompt you to specify settings for any credit card gifts in the batch.
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10. When you apply a gift to a pledge that is greater than the amount of the pledge transaction, select
whether you want the program to create a separate cash gift for the excess amount or create an
exception and do not commit the gift.

11. When a pledge payment or recurring gift transaction is applied to a gift linked to a membership, mark
Apply the payment to the same membership to select whether to apply the payment to the membership
as well.

Note: When you work with recurring gift batches, the Recurring Batch tab appears on the Commit Gift Batch
screen. You can specify the gift date, post date, and batch number on this tab.

12. To begin to commit the batch to the database, click Commit Now.

13. If you marked Create gift query of committed gifts on the General tab of the Commit Gift Batch screen,
the Save Static Query screen appears.

Save Static Query E I

Query name: IGiftS Posted as Batch 7

o |

Description: |Gifts received for the 2005 Annual Fund on ;I
07/01./2008. Cancel |

LI

Cueny format; IStatic 'l Gluen Type: Gift

W Other users may execute this query Created From:

v Otker uzers may modify this query

14. Inthe Query name field, the program defaults “Gifts Posted as Batch [ ]”. You can use this name or enter a
new name for the query.

15. In the Description field, enter a description that explains the contents of the query. For example, enter
“Gifts received for the 2005 Annual Fund on 07/01/2005.”

16. To enable other users to use this query, mark Other users may execute this query.
17. To enable other users to modify this query, mark Other users may modify this query.

Note: To help you comply with the Payment Card Industry Data Security Standards (PCI DSS), The Raiser’s
Edge does not store credit card numbers in the database. When you commit a batch that contains credit card
numbers, the program commits the token identifiers generated by the Blackbaud Payment Service for the
numbers to the database. In the records created or updated by the batch, only the last four digits of the credit
card number appear.

18. Click OK. A progress indicator appears.

Committing Batch 7 E3

Committing Gifts._.

If you marked Create control report on the General tab of the Commit Gift Batch screen, a control report
previews on screen or prints to your default printer.
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19. The Commit Batch screen appears.

Commit Batch 31

o Lo Commit Complete
Batch: Ki|
Gifts in Batch: 2
Gifts Committed: 2
Amount Cornmitted: $50.00
Eucephions; 0

r .":'."
Matching giftz and qiftz added uzing the ‘Add Payment to Pledge or Recuming Git' menu option are not
included in the batch totals.

M atching Gifts: 0 Recuring Gift Tranzactions Added: 0

Matching Gift Amount: $0.00 Recuring Gift Tranzactions: $0.00

Fledge Payments Added: 0 Cazh Overpayments Added; 0
Fledge Payments: $0.00 Cazh Overpayments Amount:

Cloze I EHceptinnHeportl

The Commit Batch screen details the total number and amount of gifts committed. The bottom section of
the screen shows the types of gifts not included in the batch totals. Note that Cash Overpayments Added
is the total number of cash gifts added as a result of a pledge overpayment that have been committed
with the batch. Cash Overpayment Amount is the total amount of cash gifts added as a result of a pledge
overpayment that have been committed with the batch. For more information about how to overpay
pledges in a batch, see “Applying a Payment to a Pledge in a Gift Batch” on page 166.

20. If any exceptions were created, click Exception Report to view an exception report. We strongly
recommend you print this report so you can maintain a record of the gifts that were not committed in the
batch. For more information about this report, see “Batch Commit Exception Report” on page 220.

Note: When you commit a gift through Batch, you can view the batch number associated with a gift from the
gift record. On the gift tab of a gift record, a batch icon appears in the lower right corner of the status bar. To
view the batch number, hover your mouse over the batch icon.

21. Click Close. You return to the Batch page.

Refreshing a Batch

If you work with a batch that is open on more than one workstation, you can use the Refresh option to update
the batch open on your workstation with the information added by other users. For example, Betty and Frank
both add information to the same gift batch from different workstations. Frank adds five gift records and saves
his batch. When Frank saves his batch, five new gift records are added to the main database. Betty adds three gift
records, then decides to refresh her batch. When Betty refreshes her copy of the batch, the five gift records Frank
added appear in the batch open on Betty’s workstation. When you refresh a batch, the program updates the
batch with all the entries in the main batch database.

If Frank decides to refresh his batch, the three records Betty added in her copy of the batch do not appear in the
batch open on Frank’s workstation because Betty has not saved her batch. When Betty saves her copy of the
batch, the three gift records she added are saved to the main batch database. For more information about how to
use a batch open on multiple workstations, see “Understanding the Multi-User Capabilities of a Gift Batch” on
page 92.
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» Refreshing an existing constituent or gift batch
Note: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For
example, to refresh a gift batch, press F5 on your keyboard.

1. From the Data Entry screen for a gift batch, select View, Refresh Batch from the menu bar. For more
information about how to open a gift batch, see “Accessing a Gift Batch” on page 79.

i Batch 7 (O] x]
File  Edit Gift Constituent Faworites  Tools  Help
@Savea’_COnstituentﬂindow |Ej m|®@m%,|@ B' ﬂ|_’|| 9 -
Conskit Pre-natifications I Date I Type I Fund I Post Date I
| [Mark ac Hide/Show Calumnz... |5 01/09/2005 Cash 2005 Annual Fund 017092005 Mo
| |Joseph Freeze 0 01092005 Cash 2005 Annual Fund  01/09/2005 Mo
Unfreeze
Refresh Batch F5
= Legend
KV o
Ready. |F|unning Toatal: $200.00 | =

2. The program checks the main database for this batch and adds any entries not present in the batch open
on your workstation.

Deleting an Existing Batch

On occasion, you may want to delete a batch from your database. For example, after you commit a batch to your
database, you may want to delete the batch to reduce the size of your database. You can delete a batch from the
Batch page or the Data Entry screen. This section explains both methods to delete a batch from your database.

» Deleting an existing gift batch

Note: To delete multiple batches, you can also select Tools, Delete Multiple Batches from the menu bar of the
Batch page. To access this option, you can also right-clicking on the Batch page. Once a batch is deleted, you

cannot use the batch number again.
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1. On the Raiser’s Edge bar, click Batch. The Batch page appears.

@4 The Raiser's Edge

File Edit View Go Favortes Tools Help

4 Back & Folwardl Open in separate windouw
TEE Dt
IFIH-‘ Home %' Eatcn
-~
iﬁ s ] Mew Gift Batch... |7 New Constituent Batch... |~ "] New Time Shest Batch

f BlvEre Type: | Gift i Display: | <Al Formats> 'I
@I_.! 4
=

« | Open | 3 Delete ﬁ Find

Batch number Description

= Created By Zreated On Bakch Type Times Committed

=

ey Export All recurring .. isar
o

10 gifts of $1... Supervisor 10/03/2005 Gt
Supervisor 02062005 Gt

[~ Only show ry batches [T Only thow batches not committed

Recently Accessed Batches Quick Find
Batch 32

H
Batch 35

Batch 36 =l

‘Welcome to The Raiser's Edge 7

2. Inthe grid, select the batch to delete.

Note: If you do not have security rights to delete a batch or Other users may access this batch is not marked
and you did not originally create the batch, the message “User not authorized to delete this batch” appears.

3. On the action bar at the top of the screen, click Delete. A message appears.

The Raizer's Edge E
@ Are pou zure you want to delete Batch 7
ez Mo

Warning: You cannot reuse a batch number even if you delete the batch associated with the batch number.
4. To delete the batch, click Yes. To return to the Batch page and not delete the batch, click No.

» Deleting an existing gift batch from the Data Entry screen

Note: To delete rows in a batch, you can also select the row to delete and right-click. From the right-click
menu, select Delete rows.
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1. From the Data Entry screen for a gift batch, select File, Delete from the menu bar. For more information
about how to open a gift batch, see “Accessing a Gift Batch” on page 79.

i Batch 7 [l E3
50 Edit View Gift Qonstituer_ﬂ Fawvortes Tool: Help
ﬂﬁﬂew 4 @m|@@ﬂ%'|ﬁﬁ'ﬁ|"|||?'
(v Open... Chl+0

Date I Type I Fund I GL post dake I

u Gawe Chi+5 09/ 2005 Cash 2005 annual Fund — 01/09/2005 Mo
i} Seve i Chrlew 09 2005 Cash 2005 annual Fund 017092005 Mo

E Save and Close Cri+L

Froperties

_ Commit Comnpleted B atch... Chl+T

D Frint Setup...
[ & Preview

=5 Erint

E Ew=port

Send az Mail

* v v v

Clase

KI i

Ready. Running Taotal: $200.00 =

The program displays a message.

The Raiser's Edge

@ Are you sure you want to delete Batch 7
o |

2. To delete the batch, click Yes. To return to the Data Entry screen and not delete the batch, Click No.

Batch Reports

Note: You can print and preview batch reports before and after you commit a batch.

For gift batches, several reports are available to help track the gifts entered in a batch, record the settings
selected when you commit a batch, and correct the exceptions generated when you commit a batch. This section
explains the available reports and displays a sample of each report. If you use the optional module Electronic
Funds Transfer, additional reports are available in Batch. For more information about EFT reports, see the
Electronic Funds Transfer (EFT) Guide.

Batch Validation Report

To preview the Batch Validation Report, select File, Preview, Validation Report from the menu bar of a gift batch.
The Batch Validation Report lists each field you enter in the batch in the order the fields appear in the batch.
Before you print the Batch Validation Report, we recommend you preview it. To print the report, select File,
Print, Validation Report from the menu bar of a gift batch. From the Batch Validation Report preview, you can
select to print the Report or export the Report to another application. For more information about how to
validate a batch, see “Validating a Batch” on page 200.
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There are two types of validation reports — Summary and Detail. In User Options, you can select which type of
validation report to create. For more information about how to select a validation report format, see “User
Options” on page 83.

Summary Report

The summary report includes each field entered in the batch and lists the information included in each field. Any
other information entered for the batch, such as membership and linked gift information, appears on the detail
report. Note that any overpayments in the batch are included under Gifts not included in the Total Amount, and
not as part of the total amount.

A& New Batch Validation Report [_ 5]

X |4 <| 1af1 21 -| %|§|@||wnz | |:|ﬁ| Tolal3  100% 3of3

Freview

RS Blackbaud Demo
Batch Validation Report - Batch 34

Constituent Name Anvount Date Type Fund

5. Falie Marie Bach $1,000.00 TR 20005 Cash 2005 Arrual Fund

MIr. Max &. Taylor F50.00 OF1200s Cash 2005 Merrbership Fund
. Steplmrie Gail Smith F500.00 OR12005 Fledge 2005 Arrual Furd

Batch# 34
Description:
Created By:  Supervisar
Batch Status:  Open

Prajected Amount:  §0.00

Prajected No. of Gifts: 0
Running Amount:  §1,550.00

Running No. of Gifts: 3
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Detail Report

The detail report includes each field entered in the batch and lists the information included in each field. In
addition, the detail report includes all other information entered for gifts in the batch. For example, linked gifts,
membership information, and matching gift information is included. Note that any overpayments in the batch are
included under Gifts not included in the Total Amount, and not as part of the total amount.

M@ New Batch Validation Report [_[O]x]

|| 4] rette ||| &E|F|&| oox T] [ J#| Towias 100z 240f24

Freview

100372005 Blackbaud Demo
Batch Validation Report - Batch 28

Constituent Name Amount Amount hills Date Type
GL post date GL post status Pay method
Ilark D. &damson 410000 $100.00 10/0352005 Cash
10/032005 Mot Posted Cash

Solicitor Amount

Endrey Lorenz $100.00

Ellen Crenshaw $100.00 =

Memk hip Trans. Memk Program.Category.Subcategory

Ferewal Wark D. Adarison Adopt an Aniral Contributor. Tiger
Iloharmred Fahrman $100.00 $100.00 100352005 Cash
10/0372005 Mot Posted Cash

Honor/Memorial Type

Otto Montgomery In Honor OF
Bebe 0. Kemp $100.00 $100.00 100352005 Cash
10/0372005 HNot Posted Cash

Campaign Fund Appeal Package

PR T, AT b rreme ] Tane

| Ay

Pre-Transmission Report

To preview the Pre-Transmission Report for a batch, selection File, Preview, Pre-Transmission Report from the
menu bar of a gift batch. When you preview the Pre-Transmission report, a screen appears and asks you to
include either electronic transactions, non-electronic transactions, or both in the report. You can also select to
include the sponsoring bank in the report. Pre-Transmission reports are only available if you use the optional
module Electronic Funds Transfer. For more information about EFT, see the Electronic Funds Transfer (EFT) Guide.

Pre-Transmission Report
Sponzoring Bank: Iﬁ-\merican Savingz and Loan j

Include: ¢ Electronic transactions
= Non-electronic ransactions
* Both

Previey MNow Cancel
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Before you print the Pre-Transmission Report, we recommend you it. To print the report, select File, Print,
Pre-Transmission Report from the menu bar of a gift batch. From the Pre-Transmission Report preview, you can
select to print the Report or export the Report to another application. For more information about electronic and
non-electronic transactions, see the Electronic Funds Transfer (EFT) Guide.

EEIMew Pre-Transmission Report HEEBR

X4 v | u| ZlF|&| [oox 2 [ I#4| Tows 100z 30f3

Freview

(7202005 Pre-Transmission Report

Transactions due on of before:
Batch Created On: O22200055:57.35 AR
Batch Murnber: 11

Sponsering Bank: AmericanSavirgs and Loan - Firt Uzden Federal
Account Marne: Eusivess Checking Account
Account Mo 12345570
User Mo 8385

TransRoutin Credit T
Name Amount Fayment Type Bank Branch gHo. Account No. Reference No.
D= Tayior F100.00  Cash
Steplarte 5 nth $500.00  Credit Card Visa
Elizzheth Ashion $1.000.00  Cash

Total Murnber of Direct Debits (Electronic):
Total Arnount of Direct Debits (Electronic): 3000

Total Murnber of Credit Cards (Electronic): 1
Total Arnount of Credit Cards (Electronic): $500.00

- . o = . P— .- - hd
4 | »

Deposit Ticket

Note: When you mark Consolidate split checks, it determines whether cash gifts generated from
overpayments of pledges are consolidated with the amount applied toward the pledge or are listed separately.
Any gift with the same constituent, pay method, check number, and bank will be consolidated. For more
information about pledge overpayments, see “Creating Cash Gifts for Pledge Overpayments” on page 169.
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To preview the Deposit Ticket for a specific batch or all batches, select File, Preview, Deposit Ticket from the
menu bar of a gift batch. When you select to preview the Deposit Ticket for a batch, you can click the Include
button to select to include or exclude specific batches. When Include batch for bank depositing is marked on the
Gift Batch Setup screen, you can print or preview the deposit ticket for a batch. Remember to set up bank
information on the Financial Institutions page of Configuration.

Deposit Ticket

Include. .. |.-’-‘«I|Batches
Depogit date: ID2£2EI£2DDE ml

Depogit ticket no.: |555

Bank/Branch: IAmerican Savings and Loan(First Union Fedej

Fieport format: IDetaiI and Summary j

Sort erder: [Batch Order =]

[ Include selected payment tppes anly  Pament Tupes

[¥ Consolidate split checks

Preview Mow | Cancel |

In the Deposit Date field, you can enter the date the funds will be deposited into your account. In the Deposit
ticket no. field, you can enter a ticket number no more than 10 digits in length. The Bank/Branch is the name of
your sponsoring bank. For Report format, you can select a detail or summary report, or both. You can also select
how you want the report sorted. When you mark Include selected payment types only, the Payment Types
button is enabled for you to select specific payment types to include in the report. You can also select to
Consolidate split checks in the report as well.

Before you print the Deposit Ticket, we recommend you preview it. To print the report, select File, Print, Deposit
Ticket from the menu bar of a gift batch. From the Deposit Ticket preview, you can select to print the Ticket or
export the Ticket to another application. The following example is a Detail Deposit Ticket.

EEINew Batch Deposit Ticket Report [_ (=] x]

X |4 <| 1 af 1 Al -| §|§|@||mnz | |:|ﬁ| Totat2  100% 2af2

Freview

PEp— Blackbaud Demo
Deposit Ticket

Deposit Ticket Mo 158
Deposit Date: 0220072005

Elackbad Deno AmericanSaving: and Lean - First UnionFed Accont Name: Business Checking Accaut
4401 Belle Gal Drive 2261 Bayler FA Accout Ho.: 12345670
Uien & quare

San Francisco, CA 24125

CheckiCard

Constituent Name Constituent Id Fayment Type BankBranch Number Amournt
1. Mis Betlany Margaret Taylor 156 Cash F50.00
2. Dr. Eate Anirea Williann =5 Cash Fls0.00
Total Cash: F20000
Total Check: 0.00
Total Cradit Card: 0.00

0.0
Total Other: $0.00
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Batch Entry Log Report

To preview the Batch Entry Log Report, select File, Preview, Batch Log from the menu bar of a gift batch. You can
select to preview constituent, gift, time sheet or all batches in the database. You can also select to preview open,
closed, or all batches in the database.

Batch Log Report

Batch type: (28

Batch status: | <all Batches> =]

[~ Include recuring batches

Preview Mow | Cancel |

The Batch Entry Log Report lists information for all or selected batches in your database. For example, the Batch
Entry Log Report can contain the batch description number, running amount of a batch, and running number of
gifts in a batch. Before you print the Batch Entry Log Report, we recommend you preview it. To print the report,
select File, Print, Batch Log from the menu bar of a gift batch. From the Batch Entry Log Report preview, you can
select to print the Report or export the Report to another application.

M3 New Batch Log Report [_[=] x|

X 4 el oy o= & F & [ S [ |4 Tewnt  100x 11

Freview

10/03i2005 Blackbaud Demo i
Batch Entry Log Report

Gift Batches

B atch Number Projected Projected Running Running
Description CreatedBy Amount No. Gifts Amount Mo. Gifts Status |
21 Supervisor 49,9000 25 Closed
All recurning gifts due as of 17152005

28 Supervisor $1,000.00 10 $1,000.00 10 Cpen
10 gifts of $100 - 10/03/2005

33 Supervisor $0.00 1 Open
37 Supervisor 1 Open
i Supervisor Open
40 Supervisor $500.00 1 Cloged
41 Supervisor 1 Open
Total Gift Batches listed: T

Constituent Batches

Humber of
R atrh Numher Nesrrintinh I reated R Cnnetituents i?.tmllq _ILI
3
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Batch Credit Card Report

To preview the Batch Credit Card Report, select File, Preview, Credit Card Report from the menu bar of a gift
batch. When you select to preview the Batch Credit Card Report, a screen appears and asks you to specify the
batches to include in the report and by what criteria to break the report down. To view each new credit card type
on a separate page, mark Page break on each new credit card type.

Credit Card Report E3
Ihichude. .. | Al Batches

[™ Include selected card types only [Eredif Ear IEes.. |

Breakdown by: [{REERE

[~ Page bieak on each new credit card type

Preview Mow | Cancel |

Before you print the Batch Credit Card Report, we recommend you preview it. To print the report, select File,
Print, Credit Card Report from the menu bar of a gift batch. From the Batch Credit Card Report preview, you can
select to print the Report or export the Report to another application.

EE|Mew Batch Credit Card Report HEEBR

X[ 4] Ao v =] E|#|&| o =] 18] Town  tomx 1of1

Freview

10042005 Blackbaud Demo
Credit Card Report

Credit Type Name Authorization Code  Card Number Expires On  Armwount
Viva . Steplmrie Gail Smith SE5SI00053550000 106062004 FR00.0C

Total Mumber of lterns: 1
Grand Total: $500.00
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Batch Commit Control Report

When you mark Create control report on the Commit Gift Batch screen, a control report previews or prints after
you commit a batch to the database. The Batch Commit Control Report describes the batch you committed to the
database and includes information such as the constituent name, amount for each gift, gift date, and total
amount. To access the Commit Gift Batch screen, select File, Commit Completed Batch from the menu bar of a
gift batch. For more information about this screen, see “Committing a Batch” on page 203.

Commit Gift Batch E|

1: General | 2 F'aymentsl

Step 1: Enter general information

[ Walidate batch befare committing

[ Create qift query of committed gifts

[ Create a new batch of exceptions

I | Create contral repart | Detail j o Previewt Print

[ Delete batch after committing
[ &utomatically apply gifts to pledges and recurring gifts
™ | Wrilly applbogitts b pledges andlirecumritg gifts with the same fund

zame fund(z) j\..
Batch Statistics
Runring number of gifts: 2 Mumber af matzhing aifts: 1]
Running amount: $560.00 t atching gift amount: $0.00
Created on: 02/29/2005 2:43:52 PM Times cormmitted: I
Lazt changed on: 02/29/2005 4:12:11 P Last committed an:
Created by Supervizar

< Back Mest » Cancel LCommit Mo |

There are two types of control reports — Summary and Detail. When you mark Create control report, you must
select which type of report to produce.
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Summary Report

The summary report includes the name of each constituent entered in the batch and the total amount of gifts and
number of gifts entered in the batch. The constituent names are formatted as you selected on the Batch tab of
User Options. The summary control report includes the Constituent Name, Constituent ID, Gift Type, Amount,
Fund, and Gift Date fields. At the bottom of the screen, the report lists the gifts not included in the total amount.

M@ Batch 29 Contiol Report

I [=] E

x||< 4| 101 >|>| " §|¢@ 100% v |:|ﬁ| Tetah3  100% 30f3
Preview |
060112005 Blackbaud Demo Page 1
Batch Commit Control Report - Batch 29
Query Name: Gifis Posted as Batch 29
C i Name C D Gift Tvpe Amount Fund Gift Date
Julis 1. Bach 13 Pay-Cash $50000 2005 Anrual Fund 080152005
Ilax & Taylor 7 Fledge $1,000.00 2005 Anmmal Fund 060142005
Projected Amount: $0.00
Projected No. of Gifis: 0
Total Amount: $1,500.00

Total No. of Gifts:

2

Matching Gifts
Matching Gift Araonmt:
Ho. of Matching Crifts:

Fledge Pay Amount:
Mo. of Pledge Pays:

Transaction Amount
Ho. of Transactions:

Payment Type Ho. of Transactions Total Amount
Cash 1 $500.00
Persomal Check 1 $1.000.00

Gift not included in the Total Amount

$0.00
i

Payments added using "Add Payment to Pledge®

$0.00
0

Payments added using "Add Payment to Recurring Gift"

$0.00
]
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Detail Report

The detail report includes the name of each constituent entered in the batch. The constituent names are
formatted as you selected on the Batch tab of User Options. The detail control report includes the Constituent
Name, Constituent ID, Gift Type, Amount, Fund, and Gift Date fields. The report also includes information
specific to each gift such as tribute, solicitor, and event details.

I3 Batch 21 Contol Report = [=]
|4 vetts |ei|=] G| F|&| 00 = [ |#] Teee o0z 760l 76
Presievs |
06/0112005 Blackbaud Demo Page 1 =l
Batch Commit Control Report - Batch 21
Query Name: Cifts Posted as Batch 21
Constituent Name Constituent ID Gift Tvpe Amount Fund Gift Date
Ayne C. Sinclair il Pay-Cash $500.00 Botanical Garden Fund 04172005
Matching Gift Co. Amount Date Fund
Wesley & Sons $1,00000 0AMA2005 Botanical Grarden Fund
Surnrnerville Land & Luraber $500.00 D606/2005 Botanical Grarden Fund
Pledge Applied To Consti Amount Applied
041152005 Anme Sinclair $500.00
Creofftey T. Beckrer 5 Pay-Cash $1,000.00 20054 nrmal Fund 0211072005
Pledge Applied To Ci i Amount Applied
0211052005 Geoffrey Beckner $1,000.00 e
Catlin B Daly 14 Pay-Cash $455.00 Botarical Garden Fund 031572005
Pledge Applied To Constit t Amount Applied
0311572005 Catlin Daly $455.00
Jermifer & Fennick 42 Pay-Cash $3,000.00 2005 &nrmal Fund 0712212005
Pledae Applied To Constituent A + Annlied
07722120035 Tenmifer Kennick $3,000.00
Callin Dubose 93 Pay-Cash $750.00 Botanical Garden Fund 0952005
Matching Gift Co. Amount Date Fund
Hew Ilexico Cras & Electric $75000 0AME2005 Botanical Grarden Fund
Pledge Applied To Constit t Amount Applied
09/05/2005 Collin Dihoge £750.00 x
4] | a7
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Batch Commit Exception Report

When you commit a batch to the database, the Commit Batch screen appears and displays the number of gifts
that were and were not committed to the database. Gifts that were not committed are called exceptions. If there

are exceptions, the Exception Report button is enabled on the Commit Batch screen. To preview the Batch
Commit Exception Report, click Exception Report.

Commit Batch 31 ]|

Commit Complete

Batch: K1

Gifts in Batch: 2

Gifts Committed: 2
Amount Cormmitted: $50.00
Exceptions: 1]

M atching giftz and gifts added usging the ‘Add Payment to Pledge or Recuring Gift' menu option are not
included in the batch tatals.

Matching Gifts: 1] Recuring Gift Tranzactions Added: 1]

bd atching Gift Amount: $0.00 Fecuring Gift Tranzactions: $0.00

Fledge Papmentz Sdded: 1] Cazh Overpayments Added: 1]
Fledge Payments: $0.00 Cazh Overpayments Amount:

Cloze I Exception Hepart

The Batch Commit Exception Report contains information for the gift exceptions that were not committed to the
database. An example of an exception is a declined credit card.
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When the Batch Commit Exception Report preview appears, you can select to print the Report or export the
Report to another application. We recommend you view and print the Batch Commit Exception Report so you can
see which gifts are not committed to the database and why. For more information about how to commit a batch
to the database, see “Committing a Batch” on page 203.

\@ Mew Batch Exception Report HEEBR

X[ 4] Ao v =] E|#|&| o =] 18] Town  tomx 1of1

Freview

s Blackbaud Demo
Batch Exception Report - Batch 37

Exception Batch: 3=

Exceptions.

Constituent Nane Gift Type Anvount Gift Date Reason for Exception

5. Julie Marie Bach Cash F5000.00 O/ 2005 Fift [T rost be urigque b

Total Exceptions listed: 1
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Warning: Time sheet batches are only available if you use the optional module Volunteer Management. For
more information about how to add time sheets from the Volunteer tab of a constituent’s record, see the
Volunteers & Jobs Data Entry Guide.

To add time sheet information to the database, you can use the Volunteer tab on a constituent’s record. From
this tab, you can create a new time sheet and view existing time sheets. When you add many new time sheets to
the database at once, this process may take a long time depending on the number of time sheets you add. Batch
is an alternative method to add constituents, gifts, and time sheets to your database. With Batch, you can enter
and update information on constituent and gift records quickly because you do not need to open each individual
constituent or gift record to add or update information. You can also create new time sheet batches to commit to
the database. It is important to note that time sheet batches work very similar to constituent batches. Once you
add new constituents to a batch and commit the batch, all the committed information is removed from the
batch. Time sheet batches work the same way. Once you add new time sheet information to a batch and commit
the batch, the information is then removed from the batch.

Warning: Do not confuse time sheets with job assignments. A time sheet tracks the hours a volunteer worked
on a particular day at a job assignment. For more information about how to add time sheets from the
Volunteer tab of a constituent’s record, see the Volunteers & Jobs Data Entry Guide.

A time sheet summarizes the hours a volunteer worked at a particular job on a particular date and calculates the
value of that time. To add a Volunteer time sheet, you can create a new time sheet batch from the Batch page in
The Raiser’s Edge. Once you create a new time sheet batch, you can search for the volunteer’s name and for the
job you assigned the volunteer. You can add information to the batch such as hours worked and position worked.
On the time sheet, you can track job information such as the department under which the job falls, the location
where the job takes place, and the particular task performed. When you commit the time sheet batch, the time
sheet information is added to the Volunteer tab of a constituent’s record. For more information about volunteers
and jobs, see the Volunteers & Jobs Data Entry Guide. This chapter focuses on time sheet batches. For more
details about constituent and gift batches, see “Constituent Batch” on page 1 and “Gift Batch” on page 71.

Batch Setup Information

Before you begin to work with time sheet information in Batch, it is important that you understand some basic,
setup information that will help you process time sheets in a batch. The following sections outline the
information you need to be aware of before you process time sheets in a batch. The sections also offer a basic
overview and direct you to more detailed sections and procedures in this chapter to help you get started. Setup
information includes user options and business rules, as well as batch templates.

User Options

User options are preferences you set that affect how The Raiser’s Edge looks and runs on the workstation you
use. User options are login-specific, which means if you use your password to log into any workstation, your
preferences are active on that workstation. When you log off that workstation, your preferences are not active
for any other user. It is important to set up user options before you begin to work with time sheets in a batch.
Several user options are specific to Batch. For example, you can automatically save an open batch at specified
time intervals, select the format for constituent names in batch reports, and specify how you want to add default
entries to a batch. For time sheet batches, you can set user options to:

¢ Automatically save a batch when you close out of the batch.
¢ Automatically save a batch at regular intervals, such as every five minutes.

Specify how constituent names appear when you work with them in a gift batch.

Automatically ask you to save the batch before you save information in a Constituent Window.

Display the default row in the first row of the Data Entry grid.
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¢ Specify whether to enter defaults in your batch when you press F2 within a field, select a field, or begin a new
row in the batch.

¢ Specify individual and organization report formats.
¢ Specify a color in the default row of a time sheet batch row.
For detailed information about how to set these user options, see “User Options” on page 232.

Business Rules

When you set business rules, you can control certain functions and displays in The Raiser’s Edge. Unlike user
options, business rules affect all users of the program. Several business rules affect the way you use Batch. For
example, each time sheet batch has a unique batch number associated with it. In business rules, you can select a
meaningful format for the batch number. For time sheet batches, you can set business rules to specify batch
numbers and select the format in which you want them to appear.

For detailed information about how to set these business rules, see “Business Rules” on page 237.

Batch Templates

When you work with batches, you can easily create a new batch based on an existing batch, therefore creating a
“template” so to speak. To create a batch template, you simply search for an existing batch in your database and
copy the batch field list from that existing batch into your new batch. When you copy a field list to a new batch,
you essentially use the existing batch as a template. In your new batch, you can also add additional fields and
remove unnecessary fields as needed.

To copy a field list from another batch, click Load from Existing Batch on the Fields tab of the Time Sheet Batch
Setup screen. This feature saves you time because you do not need to re-create a field list you already used in
another batch. When you load fields from another batch, the program replaces any fields in the Data entry fields
box with the fields selected in the existing batch. When you click this button, the Open screen for batches
appears so you can search for the existing batch from which to copy fields. After you select the Data entry fields
for a batch and save the batch, you can copy the field list to use as a template when you create a new batch. For
more information about how to create batch templates, see “Creating a Batch Template by Loading Fields from
an Existing Batch” on page 245.

Frequently Used Terms

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

Batch. Batch is a method of data entry you can use to quickly create many new constituent, gift, or time sheet
records. There are three types of batches: constituent, gift, and time sheet. A batch resembles a spreadsheet
and each row of the spreadsheet contains information for a single gift, constituent, or time sheet record.

Data entry grid. When you set up a time sheet batch, you define the columns that appear in the Data Entry screen
from the Fields tab of the Time Sheet Batch Setup screen. The columns list in the order you select on the
Fields tab.

Default row. When displayed, the Default Row is the first row in the Data Entry grid and contains the default
values you selected on the Defaults tab of the Time Sheet Batch Setup screen. When you add time sheet
information to the batch, any information entered in the Default Row can appear as a default for each new
time sheet in the batch. In User Options, you can display or hide the Default Row, choose a color in which to
display this row, and select how to add the defaults for each time sheet.
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Time sheet. A time sheet summarizes the hours a volunteer worked at a particular job on a particular date and
calculates the value of that time. To add a Volunteer time sheet, create a new time sheet batch from the
Batch page in The Raiser’s Edge. For more information about volunteer and job information, see the
Volunteers & Jobs Data Entry Guide.

Validate. When you validate a batch, the program checks the batch to make sure that the volunteer for whom you
add a time sheet is a constituent in your database. The program also makes sure the job record you specify
exists in the database. When you validate the time sheet batch, the program alerts you of any exceptions. If
no changes are made to the batch and you commit the batch to the database, the exceptions will not commit
to the database.

Navigating in Batch

From the Batch page, you can create new time sheet batches and access existing time sheet batches. To access
the Batch page, click Batch on the Raiser’s Edge bar.

@ The Raizer's Edge

File Edit “iew Go Favortes Tools Help

4 Back & Furwa|d| Open in separate window

== Rateb
i Hame L U
|1—' ome

iﬁ FreaEs ] Mew Gift Batch... 7 New Constituent Batch... | ] New Time Sheet Batch... | v | Open X Delete ﬁ Find
@ Query Type: ITima Sheet -
é B atch number Diescription Created By Created On Batch Type Times Committed
= Export 32 Supervizor  07/30/200 Time Shest
34 Supervizor 08/09/2005 Time Sheet
36 Supervizor 081242005 Time Sheet
37 Supervizor 0841222005 Time Sheet
[ ]
[T Only shaw my batches [ Only show batches not comrmitted
Recently Accessed Batches Quick Find
o Batch 37 ;I M
S Batch 33 I _I
n Batch 38 LI
WWelcome to The Raizer's Edge 7 A

The grid displays all the constituent, gift, and time sheet batches in your database. To create a new time sheet
batch, click New Time Sheet Batch. To narrow the batches that display in the grid, use the Type and Display
fields. For example, to display only time sheet batches in the grid, select Time Sheet in the Type field. You can also
mark Only show my batches. When you mark this checkbox, you specify that only batches you create appear in
the grid. When you mark Only show batches not committed, you specify that only non-committed batches
appear in the grid. The Batch page also contains a list of recently accessed batches. To open any batch in this list,
click the batch. To quickly find a batch, enter a batch number in the Quick Find field and click the binoculars to
display the Data Entry screen for the batch that matches your entry.
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Accessing a Time Sheet Batch

Note: If you do not have security rights to open a time sheet batch or Other users may access this batch is not
marked and you did not originally create the batch, you receive the message “User not authorized to access
this batch.”

From the Batch page, you can open any constituent, gift, or time sheet batch in your database. To open a batch,
you must have appropriate security rights. For more information about security, see the Configuration & Security
Guide. Also, if Other users may access this batch on the Time Sheet Batch Setup screen is not marked for the
batch, you cannot open the batch unless you originally created the batch.

» Opening a time sheet batch from the Batch page
1. On the Raiser’s Edge bar, click Batch. The Batch page appears.

#% The Raiser's Edge

Elle Edit View Go Favoites Tools Help

4 Back & Folward| Open in separate window

%@ﬂi.?l:“ci'i_

(] Mew Gift Batch... |~ ] Mew Constituent Batch... |~ ] Mew Time Sheet Batch... ') Open ¥ Delele ﬁ Find

@ Cluery Type: | Time Sheet - I

Batch number Drescription Created By Created On Batch Type Times Committed

IIIE ) Export
o

32 Supervizor Time Sheet
34 Supervizor 0&/09/20085 Time Sheet
36 Supervisor 08/12/20085 Time Sheet
kr) Supervisor 08/12/2005 Time Sheet

|5l 0|

[T Only show my batches I Only show batches not committed

Recently Accessed Batches Quick Find

Batch 37 =] [ T

Batch 33
Batch 38 =l

‘welcome to The Raiser's Edge 7 A

Tip: To narrow the number of batches that appear in the grid, select Time Sheet in the Type field. The Display
field affects whether recurring or non-recurring gift batches appear in the grid.

2. Inthe grid, select the time sheet batch to open.
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3. On the action bar at the top of the page, click Open. The Data Entry screen appears.

=§ Batch 56 (=l
File Edt “iew TimeShest Constituent Favaortes Toolz Help
ESaveandClose‘|uf_;%|§'@'||Ej En|—>|||?-
Constituent Name I Constituent 1D I Date I Job I Haours I Department
*
Tavlor, Max 77 0z/10f2005 Decorations .00 Community Service
Terrel, Emma a0 0z/10f2005 Promotion Commitkes 3.00 Community Service |
Al |
Press F7 for calculatar | Time sheet 2 of 2 | Y

4. Make any necessary changes to the batch and click Save and Close on the toolbar. You return to the Batch
page.

Batch Toolbar

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

The toolbar contains buttons that represent common commands for a time sheet batch. To save time during data
entry, you can use these buttons as alternatives to menu commands.

[ save and Close -

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

Save the time sheet batch

Commit the time sheet batch to the database

Print a report — Click the down arrow and select a report to print.

Preview a report — Click the down arrow and select a report to preview.
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Access help from online help files, user guides, online support, or the Blackbaud Web site

Buttons

At the bottom of the Time Sheet Batch Setup screen, several buttons appear to help you navigate through the

tabs and set up your batch.

¢ Back

Go to the previous tab

Mest >
Go to the next tab

Cancel

Close the screen

Save

Save the time sheet batch setup

[rata Entry

Open the Data Entry screen for a time sheet batch
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User Options

User options are preferences you set that affect how The Raiser’s Edge looks and runs on the workstation you
use. User options are login-specific, which means that if you use your password to log into any workstation, your
preferences are active on that workstation. When you log off that workstation, your preferences are not active
for any other user. Several user options are specific to Batch. For example, you can automatically save an open
batch at specified time intervals, select the format to enter constituent names in a time sheet batch, and specify
how to add default entries to a batch. For more information about User Options, see the Program Basics Guide.

4

Defining user options

This procedure explains how to set up user options specific to Batch. For complete information about User
Options, see the Program Basics Guide.

1.

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

Select the Batch tab.

From the tree view on the left side of the Options screen, select General. General batch options appear
on the right side of the screen.

L |

Adminiztration I Calor I FPrinting I File Locations I tMemberzhip Scanning |
eneral I Home I Recards I Huerny I Esport I Feparts I il Eatch

-

B
% ou can uge these optiohs to set perzonal preferences for creating or unning batches,

ral :
: [ &utomatically save batches on close

Gift batches

Default batch information ¥ Automatically save batches evens: IE— minutes
L EFT optiohz

F!epc'rl niane format ‘r'ou can chooze which name format you are using when entering
o Individual constituents in a gift batch or time sheet batch.
+ Drganization Constituent name format; IFirst name Last name j

Wwhen gaving information entered in the constituent window,

¥ Alwaps azk before saving

Feset to System Defaults | 0k, I Cancel Spply

4. To automatically save the information entered in a batch when you close the Data Entry screen, mark

Automatically save batches on close.

To automatically save the information entered in an open batch at regular intervals, mark Automatically
save batches every [ ] minutes. When you mark this checkbox, enter the time interval used to
automatically save the batch. For example, to automatically save an open batch every five minutes, enter
“5” in the field.

In the Constituent name format field, select the format for the constituent names you enter in a batch.
For example, to have the first name appear before the last name for a constituent, select “First name Last
name”.



TIME SHEET BATCH 23

7. To set the program to display a message before it updates the database with information entered in the

10.

11.

constituent window, in the When saving information entered in the constituent window frame, mark
Always ask before saving.

From the tree view on the left side of the Options screen, select Default batch information. The default
options appear on the right side of the screen.

L |

Adminiztration I Calor I FPrinting I File Locations I tMemberzhip Scanning |
eneral I Home I Recards I Huerny I Esport I Feparts I il Eatch

-

B
% ou can uge these optiohs to set perzonal preferences for creating or unning batches,

General : :
Gift batches v Use default row in data entry grid

At batch information
EFT options fou can choose how to access the batch defaults when entering
information in & batch.
Heport niane format
o Individual
“Organization

= F2 - Insert default walues when F2 iz selected
" Auto-insert by field - when focus iz placed in a field

{* Auto-insert by row - when focus iz placed in a row

Feset to System Defaults | 0k, I Cancel Spply |

To display the default row in the first row of the Data Entry grid, mark Use default row in data entry grid.

Select whether to enter defaults in your batch when you press F2 within a field, select a field, or begin a
new row in the batch.

From the tree view on the left side of the Options screen, you can select EFT options. This option is
available only if you use the optional module Electronic Funds Transfer. For more information about this
user option, see the User Options section of the Electronic Funds Transfer (EFT) Guide.
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12. From the tree view on the left side of the Options screen, select Individual under the Report name
format heading. The individual name options appear on the right side of the screen.

L |

Adminiztration I Caolor I Frrinting I File Locations I temberzhip Scanning I
General I Home I Records I Query I E#port I Feports I il Batch

Bt
% Youl can use these options to set personal preferences for creating ar running batches.

G,aneral *f'ou can choose how to print individual names on all batch reports.
Gift batches
Default batch information —

L EFT optiors Uz Individual name j

Report name format

Organization

Rezet to Spgtem Defaultsl QK I Cancel | Sl

13. Inthe You can choose how to print individual names on all batch reports field, select Use addressee from
Individual, Use addressee from Configuration, or Use Individual name. If you select Use addressee from
Individual or Use addressee from Configuration, additional fields appear on this screen so you can select
the specific addressee to use.
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14. From the tree view on the left side of the Options screen, select Organization under the Report name
format heading. The individual name options appear on the right side of the screen.

pons |

Adminiztration I Color I Frrinting I File Locations I temberzhip Scanning I
General I Home I Records I Query I E=port I Feports I Hail Batch

Bt
% You can use these options to set personal preferences for creating ar munning batches.

G,aneral ‘r'ou can choose how to print organization names on all batch

Gift batches [epg[[s_

D:Efault bat':_h information * lse organization name only = Include contact name
- EFT optiong

Report name format IF prezent uze: I j
o Individual :
Otherwize uze; I j

Contact types: Include first available contact:

==
>
<
<«
hd
[ Include constituent |0 ﬂﬂ
Sample: The #vZ Carp. ‘

Reszet to Spgtem Defaultsl ak I Cancel | i |

15. Inthe You can choose how to print organization names on all batch reports field, select Use organization
name only or Include contact name. If you select Include contact name, additional fields become
enabled so you can select the specific contacts to include.

16. If you mark Include contact name, select a format for the contact name in the If present use field. If that
format is not entered on the contact’s constituent record, select an alternative in the Otherwise use field.

17. To select the contact types to include, select a contact type in the Contact types box and click the right
arrow to move it to the Include first available contact box. If you include multiple contact types, use the
up and down arrows to arrange them in order of importance.

Note: To undo any changes you made and reestablish all program settings, click Reset to System Defaults.

18. To include the constituent ID at the end of the organization name, mark Include constituent ID.

19. To save your changes, click OK.

» Displaying the default row

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

L |

Adminiztration I Calor I FPrinting I File Locations I tMemberzhip Scanning |
General I Home I Recards I Huerny I Esport I Feparts I il Eatch

-

B
% ou can uge these optiohs to set perzonal preferences for creating or unning batches,

General : :
Gift batches v Use default row in data entry grid

fault batch information
EFT options fou can choose how to access the batch defaults when entering
Fiepart name format information in & batch.

Individual " F2 - Inzert default vwalues when F2 iz zelected
‘- Organization

" Auto-insert by field - when focus iz placed in a field

{* Auto-insert by row - when focus iz placed in a row

Feset to System Defaults 0k, I Cancel Spply |

3. From the tree view on the left side of the Options screen, select Default batch information. The default
options appear on the right side of the screen.

Note: If you hide the Default Row, it does not affect your ability to add defaults to a batch. The Default Row is
a tool to see and easily change the current default settings for a batch.
4. To display the default row in the first row of the Data Entry grid, mark Use default row in data entry grid.

5. Select whether to enter defaults in your batch when you press F2 within a field, select a field, or begin a
new row in the batch.

6. Select the Color tab.
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7. From the list on the left side of the Options screen, select Batch. The color options for the Default Row
appear on the right side of the screen.

N |
General I Home I Records I Query I E#port I Feports I Hail I Batch

Adminiztration

Color | Printing I File Locations I temberzhip Scanning

u Y'ou cah uze color options to set personal preferences for color in the program.

General

Calendar
Events
Queue
Legends

|f pou have zelected to view the default row for batches, you may
alzn choose a color for the default row.

Default raw culnr:l []&aqua = I @l

Rezet to Spztem Defaultz

QK I Cancel Apply

8. In the Default row color field, select the color in which to display the Default Row.
9. To save your change, click OK.

Business Rules

When you set business rules, you control certain functions and displays in The Raiser’s Edge. Unlike user options,
business rules affect all users of the program. Several business rules affect the way you use Batch. For example,

each constituent, gift, and time sheet batch has a unique batch number associated with it. In business rules, you
can select a meaningful format for the batch number.
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» Defining the batch number format

Before you begin to use Batch, you must decide how to format the batch numbers. Constituent, gift, and time
sheet batches use the same format, and batch numbers are not duplicated between the three types of
batches. For example, if you create a time sheet batch with a batch number of 2005-193, the program cannot
create a gift batch that has the same number.

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.

#% The Raiser's Edge

Elle Edit View Go Favoites Tools Help

4 Back & Folward| Open in separate window
Configuratio

H

e b General b International
b Tables b Business Rules

Tahles

il 7 b addressees / Salutations b Fields
= Export SE\J;T,SUEHZS b atiributes b Metrbership Categories
SR TS ¥ Financial Institutions P Custam Views

7 b General Ledger b Reporting Hierarchies

g = tg Financial

Institutins b Letters

General Ledger

Letters

Intemational

Business Rules
Fields

Membership
Categones

Custorn Yiews

Reporting
Hierarchies

General

@ Use the General page to enter basic information, such as your organization's address and phone
number

‘Welcome to The Raiser's Edge 7

k[T

2. Click Business Rules. The Business Rules page appears.

3. On the Business Rules page, select Batch options from the tree view on the right side of the screen. The
Business Rules screen appears on the left side of the screen with the batch-related options.

@4 The Raiser's Edge
File Edit View Go Favortes Tools Help

4 Back & Fopward | Openin separate window

Confi i " i
General ‘When generating Batch numbers...
General @ Duplicates . . ;
o T3 Citeria |D'2 will be generated using the next available number.
T 7 Individuals The next available batch number is 1 Change Number
Ifeslelets Organizations ———
Salutations i... 2] Options ¥ Prefis rumbers with cunent year vy 'I
B ezt numbening at the start of a new pear
Attributes g..thigsgzghIp rr b " ;
Financial
Institutions ateDs ™ Separate prefis from number using I_
iong
General Ledger Gift opt
T < Genord aplions Sample: [Z00535750
International i 5] Activity options When adding a gift to a batch, warn if constituent has...

@_ Constibuent options

¥ Outstanding pledge balances
General options

¥ Outstanding recuning gifts -

Fields E:;F;;S;Tms W Outstanding registration fees

Membership Alurni oplians W Lapsed membership

Categor . . . _
Jooone (&3 M embership options When authorizing credit cards. ..

Custom Yiews General optiohs n

H ; tictivily oplions Frocess credit cards through I\ATSleckelmasler vl
=parting

Hierarchies Event oplions

Gueue Options New sccount Open Delete
| |

Business Rules

@ Apply predefined and customized validstion rules to records in The Raiser's Edge

 EzERe

Welcome to The Raiser's Edge 7
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Note: When you create a new batch, the program updates the next available batch number listed in the When
generating Batch numbers frame. The program uses this number as a reference point to begin searches for the
next unused batch number.

4. To generate batch numbers, The Raiser’s Edge searches for the lowest available number that occurs after
the batch number listed in the When generating Batch numbers frame. To find and change the reference
number the program uses to find a unique batch number, click Change Number. When you click Change
Number, the Change Next Available Batch Number screen appears.

Change Mext Available Batch Humber |

Y'ou can change the number that the spstem starts from
to find a unique [0 by typing it in below. Click the up
arrow in the bow to find the first available batch number.

Mest available batch number: |1 M

] Caticel |

5. In the Next available batch number field, enter the number you want the program to use when it begins
a search for the next unique batch number. If you click the search button in the Next available batch
number field, the program searches for the next unique batch number available.

Click OK. You return to the Business Rules page.

7. To display the year the batch is created before the batch number, mark Prefix numbers with current year.
When you mark this checkbox, select whether to display the year in two or four characters.

Note: Batch numbers must be unique, so before you can Reset numbering at the start of a new year, you
must mark Prefix numbers with current year.

8. If you include the year before a batch number, Reset numbering at the start of a new year is enabled.
When you mark this checkbox, the program resets the next available batch number to 1 at the beginning
of the year.

9. If you include the year before a batch number, Separate prefix from number using is enabled. When you
mark this checkbox, enter the symbol to separate the sections of a batch number. For example, if you
enter a hyphen in this field, the program formats the batch number as 2005-35768.

10. The Sample display shows an example of the batch number with the format options you select. If this
display does not show the batch number as you want it to appear, modify the settings on this page.

11. After you change business rules, your changes are updated right away.

The Life of a Batch

This chapter explains each step in the life of a time sheet batch and provides examples and procedures for each
process. Regardless of whether you use a constituent, gift, or time sheet batch, every batch goes through the
following steps.

Setup. Before you add time sheet information to a batch, you must set up a batch. To set up a batch, select a
batch number, define the fields to enter for each time sheet, and specify any necessary defaults for these
fields. For example, to create a time sheet batch to add the hours worked and specific jobs for a constituent,
you can select the appropriate time sheet data fields when you set up the batch. For more information about
how to set up a time sheet batch, see “Time Sheet Batch Setup” on page 240.

Note: The program uses a batch number to identify a specific batch. Each constituent, gift, and time sheet
batch must have a unique batch number.
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Data Entry grid. The Data Entry grid is a spreadsheet. Every field you select to appear in the batch has a column
in the spreadsheet. When you add a time sheet batch, you add each new time sheet on a separate row. For
more information about how to enter data into a time sheet batch, see “Time Sheet Batch Data Entry” on
page 254.

Validation. When you finish adding time sheet data to your batch, you can validate the batch. When you validate
a batch, the program determines if any errors in data entry will prevent time sheets in the batch from being
successfully added to your database. For more information about how to validate a time sheet batch, see
“Validating a Batch” on page 285.

Commit a batch to the database. When you commit a time sheet batch to the database, the program
transfers the information entered in the batch to create new time sheet records. For more information about
how to commit a time sheet batch, see “Committing a Batch” on page 287.

Time Sheet Batch Setup

To use Batch to add time sheets to your database, you must first define basic information about the batch to set
up a batch. This information includes the batch number, the fields present in the batch, and defaults for these
fields. When you click New Time Sheet Batch on the Batch page to create a new time sheet batch, the Time Sheet
Batch Setup screen appears. At the Time Sheet Batch Setup screen, you can view and define basic information
about the batch.

Time S5heet Batch Setup |

1:Batch Header |2:Fields| §:Defaults|

Batch Statistics |
Mumber of kime sheets: a0 Last committed on:
Created on:| 07/30/2005 2:22:02 PM Created by: Supervisar
Last changed ony 08/13/2005 10:51:04. ..
Batch number: |32 ﬁ

Descrption: | Time sheet for constituents who waorked in Lawn Care on 08/03/2005

¥ Other uzers may access this batch

Press FY to zoom

< Back | Mest » Cancel Save [rata Entry

The Time Sheet Batch Setup screen is divided into three tabs: Batch Header, Fields, and Defaults. At the bottom
of each tab, several buttons are available to help you move between the tabs. For more information about the
buttons on this screen, see “Buttons” on page 231.
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Batch Header Tab

On the Batch Header tab, you select a batch number and enter a description to explain the contents of the batch.
This tab also displays Batch Statistics, which includes the number of time sheets in the batch and the name of the
user who created the batch.

Time Sheet Batch Setup
1:Batch Header lz:FieldS l §:Defaults]
atch Statistics |
Mumber of time sheets: 1] Last committed on:
Created on:| 07302005 2:22:02 PM Created by: Supetvisor
Last changed on: | 08132005 10:51:04. ..
Batch number: |32 g

Description: | Time sheet for constituents who worked in Lawn Care on 03/03/2005

v Other uzers may access thiz batch

Press FY to zoom

| Mest » | Cancel Save [rata Entry

Batch Statistics

At the top of the Batch Header tab, the Batch Statistics grid displays a variety of information, such as:

¢ The number of time sheets currently entered in the batch.

¢ The user name for the person who originally created the batch.

¢ The date and time the batch was created, last changed, and last committed.

Although you cannot edit this information, the program updates this grid every time you save the batch.

Number of time sheets. The Number of time sheets display shows the number of time sheets currently
entered in this batch.

Created on. The Created on display shows the date and time the batch was first created.

Note: System dates and times are formatted as you specify in the Short Date Style field on the Date tab and
the Time Style field on the Time tab of the Regional Settings Properties screen. To access this screen, open the
Windows Control Panel and click Regional Settings.

Last changed on. The Last changed on display shows the date and time the batch was last changed. A date and
time does not appear in the Last changed on display until you save the batch for the first time. Then, the date
is updated every time you save the batch. If the batch is open on more than one workstation, the Last
changed on display shows the date and time the main database was last updated.
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Last committed on. The Last committed on display shows the date the batch was last committed to the
database. A date does not appear in this field until you commit the batch.

Created by. The Created by display shows the user name of the person who originally created the batch. For
example, if this batch was created by the Supervisor, “Supervisor” appears in this display.

Batch Numbers

The Raiser’s Edge tracks each constituent, gift, and time sheet batch with a unique number, called a batch
number. When you create a new batch, the program automatically generates a batch number and assigns it to
the batch. You can choose to use this number or select your own number. If you select your own number, you can
assign numbers and letters to the batch you create.

When the program generates a batch number, it selects the lowest unused batch number and formats the batch
number based on specifications you entered in Configuration. To define this format, click the Business Rules link
on the Configuration page. For information about how to define the batch number format, see “Defining the
batch number format” on page 238. If you select your own batch number, verify that this batch number has not
been used for another constituent, gift, or time sheet batch. Regardless of how you select the batch number, it
must be unique for each batch you create.

When you open a batch, the batch number appears in the top corner of the screen. When you click on the Batch
page, you can also see the batch number next to each corresponding batch in the grid.
» Determining whether a batch number has been used

1. On the Raiser’s Edge bar, click Batch. The Batch page appears.

#h The Raiser's Edge
File Edit View Go Favortes Tools Help

4 Back & Folwardl Open in separate windouw

2 Dot
B Home R e U i ————
|-‘|: orme

] New Gift Batch ] New Constituent Batch ] Mew Time Sheet Batch... '« | Open ¥ Delete @5 Find

Type: | Time Sheet 'I

Batch number Description Created By

Batch Type Times Committed

32 Supervisor 07/30/2005 Time Shest
Supervisor Time Shest
36 Supervisor 08/12/2005 Time Sheet
kT Supervizor 0841242005 Time Sheet

‘ 2l
[T Only thow my batches I Only shaw batches mot committed
Recently Accessed Batches Quick Find
Batch 37 2] I
Batch 39 I _I
n Batch 38 =l
‘Welcome to The Raiser's Edge 7 A

2. Click New Time Sheet Batch. The Time Sheet Batch Setup screen appears.
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3. Select the Batch Header tab.

Time Sheet Batch Setup
1:Batch Header ]Q:Fields] Q:Defaults]

Batch Statistics |
Murnber of time sheets: i} Last committed on:
Created on: | 07302005 2:22:02 FM Created by SUpEryisOr
Last changed on: | 0&/13/2005 10:51:04...
Batch number: |32 g

Description: | Time sheet for constituents who worked in Lawn Care on 08/03/2005

[v Other users may access this batch

Fress F7 to zoom

Mest » Cancel Save | Datagntry‘

4. Click the batch number lookup button next to the Batch number field. The Open screen for batches

appears.

i+i, Dpen

OK
] Caricel

Find: | =]

Batch Mumber EBatch Description Eatch Tvpe Date Added

Optioris

4] | 21 8 i o
Find B atches that meet these criteria;

Mew Search
Batch number: |33 ﬂ Created on: |
Batch description: | ﬂ Created by: = Ereviols Search
Batch type: | J Last committed on: = _&
™ Exact match only [~ Dizgplay recuring batches

[ Digplay only open batches [~ Include for bank deposit? Expand Results

Note: To access a complete list of used batch numbers, you can leave the criteria fields blank and click Find

Now.

5. In the Batch number field, enter the batch number to verify and click Find Now. For example, to
determine whether “33” has been used as a batch number, enter “33” in the Batch number field and click
Find Now. If you cannot locate a batch associated with this number, the batch number has not been used

before and you can use it for the new batch you create.
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6. After you verify whether the batch number has been used, click OK to return to the Batch Header tab of
the Time Sheet Batch Setup screen.

Batch Description and Access

Note: In the Description box, you can enter up to 255 characters to describe the contents of the batch.

A batch description explains why you add time sheets in your database. For example, you can enter the
description “Time sheet for constituents who worked in Lawn Care on 08/03/2005.” This description appears on
the Open screen so you can determine the purpose for the batch before you open it. We recommend you add a
description so you can quickly find a particular batch.

When you create a batch, you can mark Other users may access this batch to enable others to use and enter
information into the batch.

Fields Tab

Note: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For
example, press ALT + 2 on your keyboard to select the Fields tab, or ALT + 3 to select the Defaults tab.

On the Fields tab, you can select the fields to appear on the Data Entry screen for the time sheet batch. For
example, if you create a time sheet batch to enter hours constituents worked in lawn care last Saturday, you can
use the Fields tab to select the appropriate fields for which you want to add information.

Time 5heet Batch Setup |

1:Batch Header  2:Fields I§:Defaults|

Select the fields to be uzed for data entry in thiz batch.

Time Sheet fields: [rata enty fields:
2- Time Shest Fieldz

- Apply ta mandate
- Cateqary

- Conatituent D - Hours

- Conzgtituent M ame - Hourly WWage

- Date ? | - Volunteer Type
- Department - Pogition

- Hourly " age -~ Location

- Hiours - Task
e <

- Location
- Motes

- Piogition
- Task

- W alue
= Wolunteer Type

@4k Find... | Load from Existing Batch... |

< Back | Mest » | Cancel Save | [rata Entry

The Time Sheet fields box displays a list of all fields available to include in a time sheet batch. When a + symbol
appears next to an entry in the Time Sheet fields box, click the + symbol to view a list of field names grouped
under the heading. The Data entry fields box displays all fields you selected to appear on the Data Entry screen
for the time sheet batch.
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Required Fields for Time Sheet Batches

The Constituent Name and Date fields automatically appear in the Data entry fields box because these fields are
required for all time sheet batches. The Job and Hours fields automatically appear because they are frequently
used. Also, the program automatically includes any fields made required with the Fields link in Configuration. For
example, if you make Location a required field, you must include the Location field in all time sheet batches. For
more information about how to designate required fields, see the Configuration & Security Guide.

If you attempt to remove a required field, such as Date, from the Data entry fields box, you receive a message
that indicates you cannot remove a required field from the batch.

The Raizer's Edge E3

@ 'Date’ iz a required field and cannot be removed from thiz batch.

When you select certain fields for a batch, other fields automatically appear in the Data entry fields box. For
example, when you select the Value field, the Hourly Wage field automatically appears in the Data entry fields
box.

Selecting Fields for a Time Sheet Batch

To include a field in a time sheet batch, select the field in the Time Sheet fields box and click the right arrow to
move the field to the Data entry fields box. For example, if you want to include the Location field, select Location
in the Time Sheet fields box and click the right arrow to move it to the Data entry fields box. The order you list
the fields in the Data entry fields box is the order the fields appear on the Data Entry screen. To change the order
of the fields, select a field in the Data entry fields box and click the Up or Down button to move the field to the
appropriate location.

Tip: To quickly locate fields in the Time Sheet fields box, you can use the Find button.

You cannot include any time sheet fields in the Data entry fields box more than once. For example, if you include
the Position field in the batch, then attempt to include the Position field again, you receive a message that
indicates the field is already included in the batch.

Creating a Batch Template by Loading Fields from an Existing Batch

After you select the Data entry fields for a batch and save the batch, you can copy the field list to use as a
template when you create a new batch. When you copy a field list to a new batch, you basically use a template of
fields to create your new batch. In your new batch, you can also add additional fields and remove unnecessary
fields as needed. To copy a field list from another batch, click Load from Existing Batch on the Fields tab of the
Gift Batch Setup screen. This feature saves you time because you do not need to re-create a field list you already
used in another batch. You basically create a template for your new batch based on an existing batch. When you
load fields from another batch, the program replaces any fields in the Data entry fields box with the fields
selected in the existing batch. When you click this button, the Open screen for batches appears so you can search
for the existing batch from which you want to copy fields.
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» Creating a Batch Template by Loading fields from an existing batch

When you load fields from another batch, the program replaces any fields in the Data entry fields box with
the fields from the selected batch.

Note: To access the Time Sheet Batch Setup screen from the Data Entry screen, select Tools, Edit Batch Setup
from the menu bar. To access the Time Sheet Batch Setup screen for a new batch, click New Time Sheet Batch
on the Batch page.

1. From the Time Sheet Batch Setup screen, select the Fields tab.

Time Sheet Batch Setup I

1.Batch Header 2 Field: |§:Defau|ts|

Select the figlds to be used for data entry in this batch.

Time Sheet fields:

- Time Sheet Fieldz

- Apply to mandate
- Categom

- Congtituent 1D

- Constituent Mame

- Date » |
- Department

- Hourly "W age

- Hours

e <
- Location

- Motes

- Pogition

- Task

- Value

- Wolunteer Type

itk Find... | Load from Exigting Batch... |

< Back I Hest » | Cancel Save | Drata Entry




TIME SHEET BATCH 24

2. Click Load from Existing Batch. The Open screen appears so you can search for the batch to use for
creating your new batch template.

Find: I Batch j

Eatch Nurnber

Options

] 21 i o |
Find B atches that meet these criteria:
Mew Search |
Batzh number: |3B j Created an: I E|l
Batch description: I j Created by: I vl Ml
E atch type: ITimesheet j Last committed on: I Ell Q
™ Exact makch anly I™ Display recuring batches
™ Display only open batches I Include for bank deposit? Expand Results |

Note: If you do not know the correct spelling or number, in the Find Batches that meet these criteria frame,
you can enter the first few letters or characters in the criteria field. For detailed information about how to use
these fields, see the Program Basics Guide.

3. Onthe Open screen for batches, enter information in the criteria fields at the bottom of the screen to
help you narrow the search and click Find Now.

4. When you locate the batch from which to create a template, select the batch in the grid.
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5. Click Open. You return to the Fields tab of the Time Sheet Batch Setup screen. The program copies the
field list from the batch you select to the Data entry fields box, and therefore provides a template to work
with so you do not have to remember which fields to add when you work with new batches.

Time Sheet Batch Setup I

1.Batch Header 2 Field: |§:Defau|ts|

Select the figlds to be used for data entry in this batch.

Time Sheet figlds: Drata entry fields:

=- Time Sheet Fields
- Apply to mandate
- Categary - Job Down
- Congtituent 1D - Hours

- Canstituent Name - Hourly Wwage

- Date ® | - wolunteer Type

- Department - Pogitian

- Hiourly W age - Location

- Hours + Task

e <

- Location

- Motes

- Pogition

- Task

- Value

- Wolunteer Type

itk Find... | Load from Exigting Batch... |

< Back I Hest » | Cancel | Save | DataEntr_l,Jl

Warning: We recommend you search by one or two of the most helpful criteria types, because the results that
appear in the grid must match all the criteria you enter. If you add too much criteria information in the Find
Batches that meet these criteria fields, it can prevent you from finding the time sheet.

6. You can add or remove fields from the Data entry fields box, as necessary.

7. To begin to add time sheets to the batch, click Data Entry. For more information about the Data Entry
screen, see “Time Sheet Batch Data Entry” on page 254.

Defaults Tab

Defaults are guidelines you can set up to simplify data entry. For example, if you add time sheets to a batch that
have the Decorations job, you can set the default for the Job field to Decorations. Each time you add a new time
sheet to the batch, the program enters Decorations in the Job field. This saves you time because you do not have
to select an entry for the Job field for each time sheet you add to the batch. After the program enters a default in
a field, you can select the text and type over it with the correct entry to change the default entry. If you decide to
add a time sheet with a different job while you add time sheets to the batch, you can change the default entry of
Decorations to a different job.
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On the Defaults tab, you can select a default for many of the fields you include in your batch. If you do not want
to specify a default value, you can leave any or all fields on this tab blank.

Time Sheet Batch Setup |
1:Batch Headerl ZFields  3:Defaults |

Y'ou can enter a walue in any of the fields below to create a default walue for that field.

General

Field Default Yalue I Hide? I Up |
- Caonstituent name r
- Date r

Constituent 10 [
[ v

Iob Decorations

- Pasition Design decaorakor -

- Haurs r

L Hourly W age r
r

| Yolunkeer Type

< Back | i = | Cancel | Save [rata Entry

Adding a Default

The Defaults grid displays the fields you selected on the Fields tab of the Time Sheet Batch Setup screen. To add a
default, enter the field entry in the Default Value column as you normally would on a constituent record.

The order the fields appear on this screen is the order they appear on the Data Entry screen. To change the order,
select the field to move and click the Up or Down button to relocate the field. When you change the field order in
the Defaults grid, the order updates in the Data entry fields box on the Fields tab.

Hiding a Field

To add information for a field on a time sheet, you must include the field in the batch. If you enter the same
information in a particular field for each time sheet in a batch, you may want to add a default and hide the field to
reduce the number of fields that appear in the Data Entry grid. For example, your organization hosts an Open
House and, in a batch, you want to enter job information for constituents who helped decorate. You can enter
Decorations as a default for the Job field and hide this field because this job is the same for all time sheets
entered in this batch.

To hide a field, mark Hide? on the Defaults tab of the Time Sheet Batch Setup screen. From the Data Entry screen,
to display the hidden columns, select View, Hide/Show Columns from the menu bar. For more information about
how to display hidden columns, see “Hiding Columns and Viewing Hidden Columns in a Batch” on page 278.

Setting Up a New Time Sheet Batch

Now that you understand the features and options on the Time Sheet Batch Setup screen, you can set up a batch
to add new time sheets to your database.
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» Setting up a new time sheet batch

Scenario: On 08/05/2006, your organization held its Annual Walk to raise money for Skin Cancer
Awareness. To prepare for the event, volunteers for your organization worked with decorations and
flyers. You now want to set up a time sheet batch to add a time sheet for each of these volunteers.

Create a new time sheet batch and include the Constituent ID, Category, Position, Department, and
Location fields.

1. On the Raiser’s Edge bar, click Batch. The Batch page appears.

#h The Raiser's Edge

File Edit View Go Favortes Tools Help

4 Back & Folward| Open in separate windouw

%&-’mﬁ’lzﬂciiW

|F||-‘|: Home

] New Gift Batch ] New Constituent Batch ] Mew Time Shest Batch . v | Open 3 Delate @5 Find

Tupe: [Time Sheet 'I

Batch number Diescription Created By Created On Batch Type Times Committed

e Supervisor 07/30/2005 Time Sheet

34 Supervizar 08/09/2005 Time Sheet

a6 Supervizar 0841242005 Time Sheet

kr Supervisor 08/12/20058 Time Sheet
KT i3]
[T Only show my batches I Orly show hatches ot committed
Recently Accessed Batches Quick Find
Batch 37 =] B
Batch 39 I _I
Eatch 38 =l

Welcome to The Raiser's Edge 7

Warning: If you do not have security rights to create a time sheet batch, the New Time Sheet Batch link is
disabled.
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2. Click New Time Sheet Batch at the top of the page. The Time Sheet Batch Setup screen appears.

Time Sheet Batch Setup I
1:Batch Header |2:Fie|ds| Q:Defaultsl

Batch Statistics |
Murnber of time sheets: i} Last committed on:
Created on: 0/ 13/2008 11:32:34... Created by SUpEryisOr
Last changed on:
Batch number: |4D ﬂ

Description: |Volunteers who worked with decorations for the Snnual Walk 08/05/2005

[¥ Other users may access this batch

Fress F7 to zoom

< Hachk I Mest » | Cancel | Save | Datagntryl

3. In the Batch number field, the program defaults the next available batch number. For this example, it is
not necessary to change the default batch number.

Note: The program formats the batch number according to settings you select on the Business Rules page in
Configuration. For more information about how to define the format for batch numbers, see “Business Rules”

on page 237.
4. Inthe Description field, enter “Volunteers who worked with decorations for the Annual Walk 08/05/2005”.
The description explains why you add time sheets to this batch.

5. Mark Other users may access this batch. This batch does not contain sensitive information so it is not
necessary to limit access to the user who creates the batch.
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6. Atthe bottom of the Time Sheet Batch Setup screen to display the Fields tab, click Next. The Constituent
Name, Date, Job, and Hours fields automatically appear in the Data entry fields box because they are
required fields for constituent batches.

Time Sheet Batch Setup I
1.Batch Header 2 Field: |§:Defau|ts|

Select the figlds to be used for data entry in this batch.

Time Sheet figlds: Drata entry fields:

&-Time Sheet Fields
- Apply to mandate
- Categom - Constituent (D Down
- Congtituent ID - Job
- Constitugnt Mame - Cateqary
- Date » | - Position
- Department - Department
- Hourly "W age - Hours
- Hourg - Locatian
~Job =<
- Locatian
- Motes
- Pogition
- Task

- Value
- Wolunteer Type

itk Find... | Load from Exigting Batch... |

< Back I Hest » | Cancel | Save | DataEntr_l,Jl

7. Inthe Time Sheet fields box, click the plus sign next to Time Sheet Fields to view all the fields in this
category.

8. Select the Constituent ID field in the Time Sheet fields box and click the right arrow to move this field to
the Data entry fields box. The program moves the fields to the bottom of the list in the Data entry fields
box.

9. Use the same selection method to include the following fields in this time sheet batch: Category, Position,
Department, and Location.

You can use the Up and Down buttons to position the fields in the order you want them to appear.

Note: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For
example, press ALT + 3 on your keyboard to select the Defaults tab.
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10.

11.

12.

At the bottom of the screen to display the Defaults tab, click Next. The Defaults grid displays all the fields
you selected on the Fields tab.

Time Sheet Batch Setup I

1:Batch Header I 2Field:  3:Defaults |

You can enter a value in any of the fields below to create a default value for that figld.

General

Field I Default Yalue I Hide? I Up |

Constituent name Il

— Do
Date 08052005 i
Constituent I0 r
Job Decorations il
Cakegory Dray of Walk -
Pasition Design decorator -

- Department -

- Hours -

- Location r

< Back I TEwt s | Cancel | Save | [rata Entry |

In the Default Value column, enter the date 08/05/2005 as the default for the Date field. All of the
volunteers worked on this date.

In the Default Value column, select “Decorations” as the default for the Job field because all the
constituents you enter for the time sheet worked with decorations for the event. “Day of Walk” defaults
into the Category field, and the position title “Design decorator” defaults into the Position field. These
defaults are pulled in from the Decorations job record. For more information about job records, see the
Volunteers & Jobs Data Entry Guide.

Warning: Only hide a field if you enter a default, and you do not expect the value of this default to change for
any time sheet entered in the batch.

13.

14.

To hide a column in the batch, in the Hide? column, mark the checkbox in the field to hide. When you
hide a field, the program does not display the field on the Data Entry screen for the batch. For this
example, you do not need to hide any fields.

To save the information entered on the Time Sheet Batch Setup screen and display the Data Entry screen
for this time sheet batch, click Data Entry. For more information about how to add time sheets to the
batch, see “Adding Time Sheets in the Data Entry Grid” on page 262.
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Time Sheet Batch Data Entry

After you select the fields and defaults for the batch on the Time Sheet Batch Setup screen, click Data Entry to
display the Data Entry screen for the time sheet batch.

5 Batch 40 (=]

File Edit “iew TimeShest Constituent Favorites Tools Help

ESaveandClee'|n£_;%|§'&'||& En|—b|||?-

Corstituert Name | Date | constituert | Job | Postion | Hours | Locaion | volurkeer Ty
o 08/13/2005 Diecarations Design decoratar

fax Taylar 0a/13/2005 77 Decarations Design decoratar 5,00 1428 Virginia Ave... Coordinatar
1| i
| Press F7-for seaich [Time shieet1.0f 2 | [Hidden columns exst | J

There are three main areas on the Data Entry screen: the Default Row, the Data Entry grid, and the Status bar.

Default Row

Note: To easily differentiate the Default Row from the other rows in the Data Entry grid, we strongly
recommend you display the Default Row in a different color than the Data Entry grid.

When displayed, the Default Row is the first row in the Data Entry grid and contains the default values you select
on the Defaults tab of the Time Sheet Batch Setup screen. When you add time sheets to the batch, any
information entered in the Default Row appears as a default for each new time sheet in the batch. In User
Options, you can display or hide the Default Row, choose a color in which to display this row, and select how to
add the defaults for each time sheet.

Before you begin to enter data in a time sheet batch, you must select in User Options how to enter defaults in the
batch. There are three ways to enter defaults in the batch. You can press F2 when in a field to add the default for
that field, insert a default when you select a field, or insert all available defaults when you begin a new row in the
batch. The Default Row is a tool to easily see and change the current defaults for a batch.

To change the defaults when you display the Default Row, type over the default to change in the Default Row.
When you change values in the Default Row, the changes update on the Defaults tab of the Time Sheet Batch
Setup screen. If you change an entry in the Default Row after you enter time sheets in the batch, the new default
settings affect the time sheets entered after you make the change. The new default settings do not affect time
sheets already entered in the batch. For more information about how to display the default row, see “User
Options” on page 232.
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Data Entry Grid

In the Data Entry grid, each row in the spreadsheet that contains information becomes a time sheet record when
you commit a batch to the database. Time sheets are stored on the Volunteer tab of a volunteer’s constituent

record.

¥ Batch 40 (5] x]

File Edit “iew TimeShest Constituent Favorites Tools Help

1! Save and Close~ | |l | G- (A~ | &8 | oy 3t | o | =2 | 2 -
Corstituert Name | Date | constituert | Job | Postion | Hours | Locaion | volurkeer Ty

o 08/13/2005 Diecarations Design decoratar
Max Taylor 08/13/2005 77 Drecorations Design decorator 5,00 1426 Virginia Ave... Coordinator
I i
| Piess F7 for seaich Time shest1:of2 | | Hidden columns exst J

When you set up a time sheet batch, you define the columns that appear in the Data Entry screen from the Fields
tab of the Time Sheet Batch Setup screen. The columns list in the order you select on the Fields tab. For more

information about the Fields tab, see “Fields Tab” on page 244.

Constituent Window

Note: To easily move back and forth between the Data Entry grid and the Constituent Window, press F8 on

your keyboard.
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When you add time sheets in a batch, you may discover a volunteer who is not a constituent in your database.
You can use the Constituent Window to create a new constituent record for the volunteer or edit information on
a volunteer’s existing constituent record. When you display the Constituent Window, the program displays
information about the constituent for whom you add a time sheet.

=% Batch 37 [_ O[]
File Edit View TimeSheet Constituent Favoites Tools Help
i Save and Close - u_|§'@'||& E}ﬂ|—>|||?' ‘
I Conskitusnt Marne I Date | Constitugnk 10 I Department | H Figld I Yallg I
Title 1 Mr.
ET.:_, ar, M ax e 2005 I Education First Mame Max
Modagzon, Marlena | 8/23/2005 54 Education Lazt Mame T aplor
Garrity, Katherine | 8/23/2005 173 Sporting Events [ it
Frantz, Paul 8/23/2005 23 Community Service
Address Address Lines | 3327 Dawso...
Address City Pittsburgh
Address State P&
Address ZIP 15208
Address Phore typel  Home
Address Phone num... | 403-555-4579
Conztituent Code Co... | Grandparent
Primary Addreszee
- I | _’I Frimary Salutation
| Ready. | Time sheet 4 of 4 | 4

Tip: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For example,
to access the spouse details screen for a constituent, with your cursor in the Sp. Name field in the constituent
window, press F6 on your keyboard.

Just like you selected the fields to appear in the time sheet batch, you need to select the constituent fields to
appear in the Constituent Window. Required fields are automatically selected, such as Constituent Name, to
appear in the Constituent Window, in addition to the fields you designate as required with the Fields option in
Configuration. For more information about how to designate a field as required, see the Configuration & Security
Guide.

» Viewing the Constituent Window

1. From the Data Entry screen of a time sheet batch, select View, Constituent Window from the menu bar.
For more information about how to open a time sheet batch, see “Accessing a Time Sheet Batch” on
page 229.
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2. The Constituent Window appears on the right side of the screen. To resize the Constituent Window, click
and drag the divider that exists between the Constituent Window and the Data Entry screen.

¥ Batch 37 =]
File Edit ‘“iew TimeShest Conshtuent Favortes Tool: Help
ESaveandClose‘|u _|§'|ﬁ'||@ m|—r|||?- |
I Constitusnt Mame I Date I Constituent ID I Departrnent I H Field I Walue [
* Title 1 Mr.
iTay First Mame [LEH
Modason, Marlena | 8/23/2005 a4 Education Last Hame Taylor
Garity, Katherine  8/23/2005 179 Sporting Events [n] v
Frantz, Paul 8/23/2005 23 Community Service
Address Address Lines 3327 Dawso...
Address City Fittsburgh
Address State P
Address ZIP 15208
Address Phone tupel  ‘Home
Address Phone num... | 403-555-4579
Constituent Code Co... | Grandparent
Frimary Addreszes
5 I I _’I Primary Salutation
| Fieady. | Time sheet 4 of 4 | Y

3. To hide the Constituent Window, select View, Constituent Window again from the menu bar.

» Selecting the fields to appear in the Constituent Window

Note: Many of the fields and options on the Define Constituent Fields screen work the same as the fields and
options on the Fields tab of the Time Sheet Batch Setup screen. For more information about the Time Sheet
Batch Setup screen, see “Time Sheet Batch Setup” on page 240.

1. From the Data Entry screen of a time sheet batch, select Constituent, Define Constituent Fields from the
menu bar. The Define Constituent Fields screen appears. For more information about how to open a time
sheet batch, see “Accessing a Time Sheet Batch” on page 229.

Define Constituent Fields

Select the Constituent fields to be uzed for data entry. Fields and defaultz can be selected for both individual
and organization records.

Define fields for: ¢ |ndividualzs € Organizations

—bwailable Fields—————— ~ Diata Enty Fields

- Address Region il Field Mamne Cefault Yalue ;I
- Address Seazonal fror D
- Address Seazonal to I
- Address Send mail to | | |Address Address Lines
- Address State | |Address City
- Addrezs Tepe | Address State
- Addiess P " Address ZIP |
=z Phone numb =
- Rddress Phong tupe | |Address Phane typel Home

- Address Attributes || Address Phone number

m- Attibutes - || Constituent Code Codel -
1| | LlJ N »
@ Firnd... | Select-> | Bermove | + | + |

ak. | Cancel
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2. In the Define fields for field, to define the fields that display in the Constituent Window for individual
constituent records, select Individuals.

3. In the Available fields box, select a field to display in the Constituent Window. For example, select the
Address Phone number field.

Note: The order you list the fields in the Data entry fields grid is the order the fields appear in the Constituent
Window. To rearrange the fields, highlight a field in the Data entry fields grid and click the up or down arrow to
move the field to the appropriate place.

4. Toinclude the field in the Constituent Window, click Select. The Address Phone number 1 field appears at
the bottom of the Data Entry Fields grid.

5. In the Default Value column of the Data Entry Fields grid, enter any necessary defaults for the
Constituent Window. For example, if you selected to include Address Phone type, you can enter the
default of “Home” in the Address Phone type 1 field. These defaults appear only when you add new
constituents in the batch.

6. In the Define fields for field, select Organization to define the fields that display in the Constituent
Window for organization constituent records.

Define Constituent Fields E2

Select the Constituent fields to be used for data entry. Fields and defaults can be zelected for bath individual
and organization records,

Define fields for: € |ndividualz  ©* Organizations

—bwailable Fields—————— ~ Diata Enty Fields
- Address NZ Subuh |«
- Addrezs Feqgion
- Addrezs Seazonal frar o
- Address Seazonal to - Addreszs Address Lines
- Addrezs Send mail ta | | |Address City
- Address State Address State
- Addiess Type [ |address 2P
- Addreszz ZIP |
- Addrezz Phone numbtJ — Address Phane type]
- Address Phone type | |Address Phane number
& Address Attributes - | |Constituent Code Codel -
4] | 3 || 5
% Find... | Select-» | Bemaove | + | + |
ak. | Cancel |

7. Inthe Available fields box, select a field to display in the Constituent Window. For example, highlight the
Address Phone type field.

8. Toinclude the field in the Constituent Window, click Select. The Address Phone type 1 field appears at the
bottom of the Data Entry Fields grid.

9. In the Default Value column of the Data Entry Fields grid, enter any necessary defaults for the
Constituent Window. For example, you can enter the default of “Business” in the Address Phone type 1
field. These defaults appear only when you add new constituents in the batch.

10. To return to the data entry screen, click OK.
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» Accessing a volunteer’s constituent record from the Constituent Window

Some fields on the volunteer’s constituent record cannot be displayed in the Constituent Window. If you need

to add information about a volunteer, you can access the volunteer’s constituent record from the Constituent
Window.

1. From the Data Entry screen of a time sheet batch, select View, Constituent Window from the menu bar.

For more information about how to open a time sheet batch, see “Accessing a Time Sheet Batch” on
page 229.

24 Batch 37 M=l E3

File Edit “iew TimeShest Conshtuent Favortes Tool: Help
[ Save and Cloze - | K

Field 1 Walue 1
Title 1 Mr.
B First Name Maw
Modazon, Marlena | 8/23/2005 Education Last Mame T aylor
Garity, Katherine 872372005 179 Sporting Events | [} 7

Frantz, Paul 8/23/2005 23 Community Service
| Address Address Lines 3327 Dawso...

Address City PFittzburgh
Address State Py
| Address ZIP 15208

Address Phone typel  Home
Address Phone num... | 403-555-4573
Congtituent Code Co... | Grandparent
Primary Addressee

| Frimary Salutation

E-I.:!eady. i.Time sheet 4 of 4

2. Right-click in the Constituent Window. A shortcut menu appears.

¥ Batch 37 =1

File - Edit View  Time Sheet Constituent  Favarites Taools  Help

[ Save and Close - | [ ! S l_\.x_f G B G| R

| Constituent Mame | Date | Constituent 10 | Department | H Field | alue |
Title 1 Mr.

:Taylo First Name M aw

Modazon, Marlena | 8/23/2005 54 Education Last Mame T aylor

Garity, Katherine  8/23/2005 179 Sporting Events [] 7

Frantz, Paul 8/23/2005 23 Community Service

Address Address Lines 3327 Dawso...

A ddrass Cib Pittsha itk
2| Open Constituent

| 4 @ Eind..

_a Export Constituent Grid...

A Export to Excel

Mhediee s & 8

AL Gata

1l C

Primary Addressee

| Primary Salutation
il I

(B T|meshee[40f4 —
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3. Select Open Constituent. The constituent record appears.

== Max G. Taylor I ] 34

File Edit “iew Constituent Letter Favorites Tools Help

E]Saveandﬁlose'|u|§'&"|" 1 » N‘—’|2'|?E||| ?'|&'|a'|'

Attributes I Media I v Actions I Honar/temarial I Volunteer I v Prozpect I v Membership I Events I
v Bin2 I v Addresses I v Addressees/S alutations I v Relationships I v Appeals I HMotes I v Giftz

— Biographical r— Preferred Address - Home
Last name: ITaylor Aliazes | Cauritry: |United States j i More... |
First name: IMax Address lines: (3327 Dawson Street ;I
Middle name: IGerome LI
Titles: IM[_ j I j City: |Pittsburgh
Sufﬁxes:l j I j State: |Pa, 'l Pennzylvania
Mickhams. I ZIF: (15208 nl DPE:I
Maiden name: I Phones/EmailfLinks
e I?? DNCI Type INumber,l’EmalI Addressl Shared?
: I Hame 403-555-4579 Shared
Gender: [Male 7| 58M: [229-13-4356
Birth date: ID?JDSJ‘I 340 l Age: B5
[T Deceassd? Date:l Bl LI—I LI
: - r This constituent
Marital status: |Maried =
I J [ Iz inactive W ls asolicitor v Details |
M I'\‘thhe'le Taylor [ Gives anonymously [~ Has no valid addresses
Solicit code: I [ Requests no email
Grandparent [04/04/2001 - 1; Alurmnus [08/01/1962 - ) ETENRS | SRR | SRR |

4. To save your changes and return to the Data Entry screen, click Save and Close on the toolbar.

» Adding a new constituent using the Constituent Window

You can add new constituents through the Constituent Window of the screen. For example, while you add
time sheets to a batch, you notice a volunteer who helped decorate for the Annual Walk and currently is not a
constituent in your database. From the constituent window, you can search for an existing record for that
volunteer. If no record exists, you can add the new constituent to your database.

1. From the Data Entry screen of a time sheet batch, select View, Constituent Window from the menu bar.
For more information about how to open a time sheet batch, see “Accessing a Time Sheet Batch” on
page 229.

2. In the Constituent Name column of a new row in the time sheet batch, enter the name of the new
constituent.
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3. Press TaB on your keyboard. The Open screen for constituents appears. The new constituent’s name
appears in the Last/Org name and First name fields.

i, Open

Find: IConstituent j Search using queny: |<Default>

&

Sl Open

Cancel

") dadd New
Find Congtituents that meet these criteria;
Options
Last/Org namme; I - Address lines: I j
First Mamne: I j City: I j
Constituent 10 I j State: I j i Eirrd e
SSN:I j Z|P3| j Mew Search
Membership 1D: I j Class of: I j Previous Search
Bank acct. no.: I j Credit card no.: I j

[¥ Display inactive constituents [T Check spouse name [ Exact match only ™| Chieck nicknams
™ Display deceased constituents [ Chick dliases ™| Gheck contact name Ewpand Results

fARRE BE

To verify the new constituent does not have a record in the database, click Find Now.

5. If you cannot locate the constituent in the database, click Add New. From the submenu that appears,
select whether to add an individual or organization record. For more information about how to add
constituent records, see the Constituent Data Entry Guide.

6. The volunteer now has a constituent record in the database. You can use the Constituent Window to add
information to the constituent record, or you can access the constituent record to add complete
information. For more information, see “Accessing a volunteer’s constituent record from the Constituent
Window” on page 259.
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Status Bar

The status bar at the bottom of the Data Entry screen displays helpful information about the time sheets entered
in the batch. It is divided into three sections.

5 Batch 40 (=]

File Edit “iew TimeShest Constituent Favorites Tools Help

ESaveandClee'|n£_;%|§'&'||& En|—b|||?-

Corstituert Name | Date | constituert | Job | Postion | Hours | Locaion | volurkeer Ty
o 08/13/2005 Diecarations Design decoratar

fax Taylar 0a/13/2005 77 Decarations Design decoratar 5,00 1428 Virginia Ave... Coordinatar
1| i
| Press F7-for seaich [Time shieet1.0f 2 | [Hidden columns exst | J

The first section of the status bar displays messages related to data entry. For example, when you have focus in
the Constituent Name field, this section of the status bar displays “Press F7 for search”.

The second section of the status bar displays the row number for the active row versus the total number of time
sheets in the batch. For example, if you enter 40 time sheets in a batch and you select the row for the tenth time
sheet listed in the batch, the program displays “Time sheet 10 of 40” in this section of the status bar. The total
number of time sheets in the batch updates every time you complete the entry for a time sheet.

When you hide one or more columns in the Data Entry grid, the last section of the status bar displays the message
“Hidden columns exist”. You can hide columns on the Defaults tab of the Time Sheet Batch Setup screen or by
selecting View, Hide/Show Columns from the menu bar. For more information, see “Hiding Columns and Viewing
Hidden Columns in a Batch” on page 278. If you do not hide any columns in the batch, the program does not
display a message in this section of the status bar.

Adding Time Sheets in the Data Entry Grid

Note: You can run a Validation Report that lists time sheet information included in your time sheet batch. For
more information about this report and other time sheet batch reports, see “Batch Reports” on page 291.

After you set up a batch, you can begin to add time sheets in the Data Entry grid. There is no limit to the number
of time sheets you can enter in a batch. However, we recommend you commit the batch at a regular interval.
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» Adding time sheets to the Data Entry grid

Scenario: You are ready to add time sheet information for volunteers who helped decorate and pass
out flyers for your organization’s Annual Walk for Skin Cancer Awareness on 08/05/2005. Set up a batch
to add the time sheets to your database. The first time sheet you want to add is for Max Taylor. Max
worked as the Coordinator for the decorations and worked 8 hours at the main office on 08/05/2005.

Scenario: Before you can add new time sheets to a batch, you must set up the batch. To set up the
batch, select the batch number and the fields and defaults you want to include in the batch. This
scenario uses the batch set up in “Setting up a new time sheet batch” on page 250.

Note: The first row of the batch may display the Default Row. When you add time sheets to a batch, make sure

you add the time sheet information in the rows below the Default Row. For more information, see “Default
Row” on page 254.

1.

From the Batch page, open the time sheet batch with the description “Volunteers who worked with
decorations for the Annual Walk 08/05/2005”. For more information about how to open a time sheet

batch, see “Accessing a Time Sheet Batch” on page 229. The Data Entry screen appears for the time sheet
batch.

£k Batch 46
File Help

[ seveandCiose- | |l | S~ (& ¢ | b w0 | - |2 ;| 2 -
Constituent Name I Date
& 08/05/2005
M Taylor 08052005

[_[5]x]

Edit View Time Sheet Corstituent Favortes  Tools

I Constituent 1D | Job |

Decorations

Cateqory I Paosition I
Day of Walk

Day of Walk

Department Hours

Design decorator

77 Decorations Design decoratar Education 8.00

I

= | | |

K8

Note: To move from field to field in the Data Entry grid, use the arrow keys in conjunction with the Control key
on your keyboard. For example, <CTRL> + RIGHT ARROW KEY moves your cursor to the right.

2. Click in the first row of the Constituent Name field. The binoculars appear. Click the binoculars to access

5.

the Open screen for constituents and locate “Max Taylor” in your database. For more information about
the Open screen for constituents, see “Constituent Batch” on page 1. After you locate Max Taylor in the
database, his name appears in the first row of the Constituent Name field.

In the Date field, the default date you entered when you set up the batch appears. For this example, the
date Max worked is 08/05/2005.

In the Constituent ID field, once you enter a constituent’s name in the Constituent Name field, the
program automatically adds the constituent’s ID. For this example, Max’s ID is 77.

In the Job field, “Decorations” automatically appears because earlier you specified this as the default.
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6. Inthe Category field, “Day of Walk” automatically appears because earlier, you specified this as the
default.

Note: Itis possible to enter a time sheet and not indicate a job. You can leave the Job field blank and use only
the fields you need.

7. Inthe Position field, “Design decorator” automatically appears because earlier you specified this as the
default.

8. In the Department field, select “Education”. Max volunteered through the Education department of your
organization.

9. In the Hours field, enter the number 8. Max worked 8 hours on 08/05/2005.

10. In the Location field, select “Main Office”. Max spent the day preparing for the Annual Walk at your
organization’s main office.

11. To create a new row so you can add the next time sheet to the batch, press TAB on your keyboard.

Note: To display the Constituent Window, select View, Constituent Window from the menu bar. To define the
fields in the Constituent Window, select Constituent, Define Constituent Fields from the menu bar.

12. With the same methods you used to add Max Taylor’s time sheet information to the batch, add additional
time sheets.

¢ Michelle Taylor, who worked 5 hours as a general volunteer, preparing decorations and flyers at your
organization’s main office.

¢ Julie Bach, who worked 2 hours as a general volunteer, returning decorations and flyers to the main
office after your organization’s Annual Walk.

¢ Audrey Lorenz, who worked 8 hours as a general volunteer preparing decorations and flyers at your
organization’s main office.

13. To save the information you entered in the batch and close the Data Entry screen, click Save and Close on
the toolbar.

Data Entry Screen Menu Options

This section contains basic procedures for the Data Entry screen menu, such as to add and remove fields from a
time sheet batch, and hide and freeze columns in the Data Entry grid. For more information about general menu
options, see the Program Basics Guide.

Selecting, Inserting, and Deleting Rows from the Data Entry Grid

You can use the following procedures to select, insert, and delete rows in a time sheet batch. It is useful to select
rows to insert or delete rows or export data to another application. It is useful to insert rows in a time sheet batch
when you enter time sheet information in the batch in a certain order. You may need to insert a row in the batch
to maintain the order you use. You can also easily delete rows in a batch. For example, you may need to delete a
new time sheet row because you accidentally added the time sheet in the batch twice.

» Selecting rows from the Data Entry grid of a batch

Note: To select a row, you can also click on the gray square to the left of the row.
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1. From the Data Entry screen of a batch, click in the row you want to select, and select Edit, Select Row. The
row appears selected. For more information about how to open a time sheet batch, see “Accessing a Time
Sheet Batch” on page 229.

g Batch 40 M=

File Edit View Time Sheet Constituent Fawortes Tools Help
E]Saveandﬁ\ﬂse" = j|§' @'|| a1 64 ‘ 4||‘ ?-

|CunstitusntName| Date I Constituent ID | Job | Position I Hours I Location | Yolunteer Ty

A |

| Press F7 for table lookup ‘ ‘ ‘ 4

2. To deselect the highlighted row, click in any other row in the Data Entry grid.

3. With your cursor anywhere in the Data Entry grid, select Edit, Select All Rows. All rows now appear
selected.

4. To deselect the highlighted rows, click anywhere in the Data Entry grid.
» Inserting a row in the Data Entry grid of a batch

Note: To insert a new row, you can also right-click the selected row to access the shortcut menu. From the
shortcut menu, select Insert Row.
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2. From the menu bar, select Edit, Insert Row to add a row above the selected row.

1. From the Data Entry screen for a batch, select the row below which to insert a new blank row. The blank
row appears above the row where you place your cursor. For more information about how to open a time

sheet batch, see “Accessing a Time Sheet Batch” on page 229.

% Batch 40

(=] %]
File Edit View Time Sheet Constituent Fawortes Tools Help

[ Save and Close - | [l 'é'j'r\%i_‘:d&] v I N s D [

{ Constituent Name i Date

i Constituent ID i Job { Position * Hours i Location

A

_[J:
Press F7 for table lookup

» Deleting a row in the batch

grid.

1.

Note: To highlight a row in the Data Entry grid, click the gray square to the left of the row in the Data Entry

From the Data Entry screen for a batch, select the row in the batch to delete. For more information about
how to open a time sheet batch, see “Accessing a Time Sheet Batch” on page 229.

£ Batch 40 [_[5]x]
File Edit View Time Sheet Constituent Fawortes Tools Help
[MseveandCiose- | [l 8| S- (A @ - |22 @ ?-

i Constituent Name 1 Date 1 Constituent 1D ] Job i Pasition 1 Hours 1 Location l Volunbeer Ty

I

i
Press F7 for table lookup

i Volunteer Ty
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Note: To delete a row, you can also right-click the selected row to access the shortcut menu. From the
shortcut menu, select Delete Row.

2. From the menu bar, select Edit, Delete Row to delete the selected row.

The Raizer's Edge [ <]

@ You have zelected 1 row for deletion. Are you sure you want to Delete it now?

ez | Ma I

3. To permanently delete the row from the Data Entry grid, click Yes.

Viewing Properties for a Time Sheet Batch

You can easily view the properties for a time sheet batch. The Properties screen gives you detailed information
about a time sheet batch, such as when the batch was created, the system record identification, and who created
the batch.

» Viewing properties for a time sheet batch

1. From the Data Entry screen of a time sheet batch, select File, Properties from the menu bar. The
Properties screen appears. For more information about how to open a time sheet batch, see “Accessing a
Time Sheet Batch” on page 229.

Properties E3 |

| Time sheet Batch - 40

Property I Yalue I
Syskem record ID 70
Description Yolunkeers who worked with decorati. ..
Created on 03132005 11:45:41 AM
Created by SUpervisar
Last changed on 03/13/2005 12:10:44 PM
Last changed by SUpervisar

2. When you finish viewing the Properties screen, click Close. You return to the Data Entry screen of the
time sheet batch.

Adding and Removing Fields from a Time Sheet Batch

You can add and remove fields from a time sheet batch after you begin to enter time sheet data. When you
remove fields that contain data, the data is not retained. If you add the field again, you need to reenter the data.

For example, if you remove the Hours field from a batch, then add it again, you need to reenter the number of
hours for each time sheet in your batch.
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» Adding and removing fields from a time sheet batch

1.

4.

Searching for duplicate time sheet information

Time Sheet Batch Setup
1:Batch Header  2:Fields |§:Defau|ts|

From the Data Entry screen of a time sheet batch, select Tools, Edit Batch Setup from the menu bar. The
Time Sheet Batch Setup screen appears. For more information about how to open a time sheet batch, see
“Accessing a Time Sheet Batch” on page 229.

Select the Fields tab.

]|

Time Sheet fields:

=~ Time Sheet Fields

- Apply to mandate
- Categary

- Constituent D

- Congtituent Mame
- Date

& [ epartment

- Hourly W age

- Howrs

. Jab

- Location

- Motes

- Position

- Task

- Walue

- Wolunteer Type

i Find... |

Select the fields to be used for data entry in this batch,

Drata entry fields:

- Constituent Marme
- Drate

- Congtituent 1D

- Job

- Pogition

- Hours

- Location

- Yolunteer Tupe

- Department

Load from Existing Batch. ..

Bl ]

< Back I Mest » | Cancel |

Save

| [rata Entry |

Add or remove fields as necessary. For example, to add the Department field, select the Department field
in the Time Sheet fields box and click the right arrow to move the Department field to the bottom of the
Data entry fields box. For detailed information about the Fields tab, see “Fields Tab” on page 244.

To save your changes and return to the Data Entry screen, click Data Entry.

On the Data Entry screen of a time sheet batch, when you select Constituent, Duplicate Search for Batch from
the menu bar, the program searches for duplicate entries in the entire batch based on the constituent name,
date, and job. If any duplicates are found in the batch, the Duplicate Search Results screen appears.
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» Searching for duplicate time sheets in the batch

1.

2.

From the Data Entry screen of a time sheet batch, select Constituent, Duplicate Search for Batch from the
menu bar. For more information about how to open a time sheet batch, see “Accessing a Time Sheet
Batch” on page 229.

£ Batch 40 [_[5]
File Edit View Time Sheet | Constituent Favorites Tools  Help
E Save and Close - (o] arch For Batch -
Date i Con ﬁ Address Lookup Crl+G bsikion i Hours Location 1 Wolunteer Type l l
*
—_ [F4] Walidate with AddressAccelerator
08/05/2005 77 lecorator  120.00 Main Office Coordinator
08/05/2005 77 View Giving Histary lecorator 12000 Main Office Coorcinator LY

Define Constituent Fields

K _ b

Press FT for table laokup

The Raiser’s Edge searches for duplicate entries in the batch. If no duplicate records are found, a message
appears.

The Raizer's Edge

\11) Mo duplicates were found.

If duplicate entries for a batch are found, the following message appears.

Duplicate Search Results

The spgtem found £ duplicates bazed on the duplicate criteria entered in Configuration,

Duplicate Constitugnts

Constituent M ame | Time sheet Date | Time zheet Job... |
tdaw Taylor 03/05/2005 Decorations
am Taylor 02,/08,/ 2005 Decorations

3. To quickly access the duplicate time sheet in the batch from the Duplicate Search Results screen, select a

duplicate time sheet in the grid and click Go to.

4. Click Close. You return to the Data Entry screen of the time sheet batch.
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Accessing and Correcting Addresses for Constituents through a Time Sheet
Batch

Note: Before you use the Address Lookup or Validate with AddressAccelerator menu options in Batch, make
sure your AddressAccelerator data files are installed and linked correctly in User Options. For more information
about how to set up these user options, press F1 on any AddressAccelerator screen to access the help file.

When you have the address correction service AddressAccelerator, you can search for the city, state, and/or ZIP
Code for a constituent’s address on the Address Lookup screen. To look up and correct address information, you
must work from the constituent window for a particular constituent. To view the constituent window, select
View, Constituent Window from the menu bar. To update a constituent’s address in Batch, select Constituent,
Validate with AddressAccelerator from the menu bar of a time sheet batch. For more information about
AddressAccelerator, press F1 on any AddressAccelerator screen to access the help file.

» Looking up an address for a constituent

1. From a time sheet batch, put your cursor in any address field in the constituent window for which you
want to find an address, and select Constituent, Address Lookup from the menu bar. For more
information about how to enter time sheet information into a batch, see “Adding Time Sheets in the Data
Entry Grid” on page 262.

% Batch 36 (=]
File Edit View Time Sheet | Constituent Favoites Tools  Help :
[ 5ave and Close - | H =

Duplicate Search for Batch = |

Constituent Name | | ﬂ Address Lookup Cr+Q ek I Ct Field | Walue I
* Yalidate with Addressaccelerator iTitle 1 Mrs, j
|| Ziegler, Dianne 200 | Firsk Mame Dianne
Wiew Giving History Last Marne Ziegler
: ? : i 200
Define Constituent Fields 14 Hopkins ...

Address Address EBraokfield,
T

Address City
Address State

Address ZIP 06304

Address Phone typel  Home
Address Phone num... 203-778-2523
Constituent Code ...

Primary Addressee

Primary Salutation
s 2

Press F8 for data entry grid, Press F7 to zoom | | 4

Note: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For
example, to access the Address Lookup screen for a batch, press CTRL + Q on your keyboard.
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The Address Lookup screen appears.

Address Lookup |

Open I
Cancel |

Brookfld Chr CT 0&304

Search criteria:

City: | Find Now_|
State: I vI
ZIF: [08504

The available City, State, and ZIP Codes default into the Address Lookup grid.

2. Select the appropriate address information and click Open. The address information you selected appears
in the address fields in the constituent window of the time sheet batch.

» Correcting an address for a constituent

Note: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For
example, to access the AddressAccelerator screen for a batch, press ALT + C, V on your keyboard.

1. From a time sheet batch, put your cursor in any address field in the constituent window for which to find
an address, and select Constituent, Validate with AddressAccelerator from the menu bar. For more
information about how to enter time sheet information into a batch, see “Adding Time Sheets in the Data
Entry Grid” on page 262.

¥ Batch 37 M=
File Edit “iew TimeSheet | Constituent Favortes Tools Help
[ S ave and Close - | & = Duplicate Search for Batch r |
Constitusnt Mame I | 8 address Lookup Ctri+q Egory I s Field I Walue [
. Validate with Ad: [k Mr.
| Ferber, Jeffrey 204 | First Name Jeffrey
View Giving Histary Lask Mare Ferber
jin} 204
Define Constituent Fields
Address Address 158 Craven ...
Address City Cincinnati
Address State OH
Address ZIP 45201

Address Phone typel  Business
Address Phone num... |513-843-2231
Constituent Code C... Frignd
Primary Addrasses Mr. Jeffrey ...

Primary Salutation M. Ferber

T i

| Press F8 for constituent window, Press F3 for today's date, F7 for calendar | y
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The Zip Browser screen appears.

Y Zip Browser <]
Address Entry Pre Dir.| EI:T?BI;PSETJB | E“fﬁ“ | Paost Dir |
State: IDH LacusT

City: [CINCINMATI

Address: |1 53 LOCUST 5T

Update I Cancel

E/D | Primary | Building/Firm | E/0 ] Secondary | Zip+d | orco |
B 400-433 452553310

From the Zip Browser screen, you can lookup states, cities, and street addresses to locate the
constituent’s correct address information.

Note: The address fields on the AddressAccelerator screen are editable. You can enter or change address
information in these fields as you like and then click Update Address to validate the address information you
enter.
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2. Make any necessary selections and click Update. If the address still cannot be validated, a message
appears to ask you to search for the address. To search for the address, click Yes. If the address can be
validated, you return to the AddressAccelerator screen.

AddressAccelerator x|

Current Address Information

Canstituent 1D
Addres: Type:
Address: 158 Craven

County:
CART:
Citw: Cincinnati LOT:
State: OH ZIP: DPC:
Chaooze the 'Update Address’ button to update the current address infarmation shawn abave with the walidated
addresz displayed below.
Address: (10500 Cramwood Ct ™| &dd focthote as an address attibute

City: IEincinnati

State: IDH vl Ohia Date To Lse: IToda_l,J's date 'I

2IF: [45240:3422  pPC: 00 Cortment: I

County: IH amilton

CART: IED‘I g LOT: IADEIE2 i alidate: |

Update Addresz | LCancel |

3. Click Update Address. The correct address information appears in the address fields in the constituent
window.

Viewing Time Sheet History

To view a time sheet history for a constituent when you add time sheets in a batch, select Constituent, View
Time Sheet History from the menu bar of a time sheet batch. When you select Constituent, View Time Sheet
History from the menu bar, the Time Sheet History screen appears. You can view the job, date, department,
position, and location for the constituents time sheets. For more information about time sheets and jobs, see the
Volunteers & Jobs Data Entry Guide.
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» Viewing time sheet history

1. From the Data Entry screen for a batch, put your cursor anywhere in the row of the constituent for whom
you want to view time sheet history, and select Constituent, View Time Sheet History from the menu bar.
The Time Sheet History screen appears. For more information about how to open a time sheet batch, see

“Accessing a Time Sheet Batch” on page 229.

Time Sheet History for Mark D. Adamson E

Computer

Soup Kitchen
Soup Kitchen
Soup Kikchen
Soup Kitchen
Soup Kitchen
Soup Kitchen
Soup Kitchen
Lawn Care

Lawn Care

KIE

01/05f2005 Business

11/17§2005 Community Ser...
110342005 Community Ser...
08/29f2005 Community Ser...
05/22/2005 Community Ser...
03/15f2005 Community Ser...
03/08/2005 Community Ser...
03/01f2005 Community Ser...

05/19f2005 Maintenance
03/03f2005 Maintenance

Drata Enkry
Server
Server
Server
Server
Server
Server
Server
Mowing

Mowing

15 Franklin Avenue
Star Mission Shelter
Star Mission Shelter
Star Mission Shelter
Star Mission Shelker
Star Mission Shelker
Star Mission Shelker
Star Mission Shelter
15 Franklin Avenue

15 Franklin Avenue

st

2. When you are finished viewing the time sheet history for a constituent, click Close.

Group Adding Constituents to a Time Sheet Batch

To group add constituents to a time sheet batch, select Tools, Group Add Constituents to Batch from the menu
bar of a time sheet batch. When you select to group add constituents to a batch, you can search for an existing
query or create a new query of constituents you want to add to the time sheet batch. For more information about
how to create and use queries, see the Query & Export Guide.
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» Group adding constituents to a time sheet batch

1. From the Data Entry screen, select Tools, Group Add Constituents to Batch from the menu bar. The Open
Query screen appears. For more information about how to open a time sheet batch, see “Navigating in

Batch” on page 228.

i+i, Open Query

E

Find: I Gueries

Find Queries that meet these critenia:

Cuery bype: lm
Query farmat: lﬁ
Gluerny name: lﬁ
Description: lﬁ

[~ Exact match anly

Created On: I E|I

™ Shaw merged queries anly

Created by: I vI

s

Y add New

@ Firnd Noiw

Expand Results

Previous Search

g RIS

i)

Cancel

Edit

Options

Mew Search

Under Find Queries that meet these criteria, decide what criteria to use when you search for your query
and enter the information in the appropriate fields.

3. Click Find Now. If the search criteria you enter match a query in the database, it lists in the grid on the
Open screen. Depending on how limited or detailed your criteria are, the program may find one or more
queries.

In the grid, select the query to access.
5. Click Open. The constituent names included in the specified query appear in the time sheet batch data
entry grid.
=% Batch 37 [_[O]x]
File Edit %iew Time Sheet Constituent Favortes Tools Help
ESaveandElose‘|U£_€|§'|ﬁ'||ﬁj Eﬂ|—’|||?' |
I Constituenk Mame I Date I Constituent I I Department I ﬂ Field I Yalue [
Title 1 Ir.
i g 7 First Marne I an
|| Modazon, Marlena | 8/23/2005 b4 E ducation Last Mame Taplor
|| Garrity, Katherine | 8/23/2005 179 Sporting Events 10 v
Frantz, Paul 842352005 23 Community Service
: Conner, Benjiman 3 Address Address Lines | 3327 Dawso...
| Dustin, Nicole 16
|| McGrann, Orla 20 Address City Fittzburgh
__|Rarbin, David 4
|| E.ennick., Jennifer 42 Address State =
|| Avdeenko, Lucy 48
__|Mivens, Lavem 56
__|OMalley, Barrett 59 i ddiesszlhy 15208
— ;IESCD:' Slc:ne'|r| E; Address Phone typel  Home
- HDSe; e'lg' 2 - Addhess Phone num... | 403-555-4579
{Fiay. Scarst Constituent Code Co...  Grandparent
Peters, Marncy N
— Primary Addreszee
| Terel. Emma 80 1 Primary Salutation
| > ’
| Ready. Time sheet B of & | | 7
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Globally Change Fields in a Time Sheet Batch

To globally change field values in a gift batch, select Tools, Global Change from the menu bar of a time sheet
batch. It is useful to globally change time sheet fields in a time sheet batch to change a certain field value for time
sheets entered in a batch. The field your cursor is in when you select Tools, Global Change from the menu bar
determines which field you have access to change.

When you globally change fields in a batch, you alter the amounts and values for other information you entered
in the batch. When you use the global change functionality, it is important to use caution.

» Globally changing fields in a time sheet batch

The field your cursor is in when you select to global change determines which field you access to change in
the batch. This example uses the Date field. For more information about global change information, see the
Global Add, Delete, and Change Guide.

1. From the Data Entry screen, click in the Date field and select Tools, Global Change Date from the menu
bar. The Global Change screen appears. For more information about how to open a time sheet batch, see
“Navigating in Batch” on page 228.

Global Change E3 |

Date

The [rate for-all time: sheets entered in thiz batch will bi
changed az specified below,

Value: [8/22/2005 =

V¥ Owenwrite existing value  ime shest

Change Mow I Cancel |

2. In the Value field, you can specify a new date to enter for the time sheets.

3. To overwrite the existing value in the Value field, mark Overwrite existing value.
4. Click Change Now. You return to the Data Entry screen. The change is reflected in the Date field.

Freezing and Unfreezing Columns in the Data Entry Grid

You can use the Freeze and Unfreeze menu options to lock and unlock all columns to the left of the column you
select. For example, you may want to freeze the Constituent Name column so you can always view the name of
the constituent for which you add a time sheet. When you freeze a column, it remains stationary and visible
regardless of the horizontal direction you scroll. When you unfreeze a column, the columns move to the left or
right corresponding to the horizontal direction you scroll. If the selected column is already frozen or unfrozen, the
Freeze or Unfreeze options are disabled.
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» Freezing a column in a batch

1. From the Data Entry screen for a batch, put your cursor in any row of the right-most column you want to
freeze. For example, if you want to freeze the first three columns in the batch, put your cursor in any row

in the third column in the batch and select View, Freeze from the menu bar.

File Edit Wiew Time Sheet Constituent Favourtes Tools Help

[ savea [ Canstituent Window

1 Constit Hide/Shaow Columns... 1 Date Job 1 Position 1 Cakeqgary
__’_'_‘_ 08/05/2005 Decorations Design decorator Day of wialk
_____Taylor, | |Unfreeze 03/05/2005 Decorations Decorations Day of Walk

Terrell,l — 08/05/2005 Promation Cormmittee  Promotion Committee  Day of Walk
Refresh Batch F&

A

;.I.:'ress F7 for table lookup

| Time sheet 20f 3 |

2. When you use the horizontal scroll bar, the selected column and all columns to the left of this column

remain stationary.

» Unfreezing a column in a batch

1. From the Data Entry screen for a batch, put your cursor in any row of the left-most column to unfreeze.
For example, if the first three columns in the batch are frozen and you want to unfreeze the second and
third column, put your cursor in any row in the second column in the batch and select View, Unfreeze

from the menu bar.

¥ Batch 40

File Edit | Yiew Time Sheet Constituent Fawortes Tools Help

[_[5]x]

Pasition 1 Hours 1 Location

l Volunteer Ty

[ Savea|  Constiuent Window e =
Constit Hide/Show Columns.. 1 Constituent 1D ] Job i
_:‘ Freeze
Max Tay 77 Diecorations

Refresh Batch F5

Design decorator 120,00

Main Office Coardinatar

Feady.
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2. The selected column and all columns to the right of this column are unfrozen. You can move to the left or
right of the columns corresponding to the direction you scroll.

Hiding Columns and Viewing Hidden Columns in a Batch

When you select the same entry for a particular field for every time sheet in a batch, you can enter a default and
hide the field. For example, you add time sheets for volunteers to a batch. Because each volunteer worked in the
Soup Kitchen as a server for your organization, you add Server as the default for the Job field and hide the Job
field. You cannot hide the Constituent Name field because your entry in this field is different for each constituent
you add. You can use this procedure to determine the columns that are hidden or to display a hidden column.

» Hiding a column in a batch

Warning: If you have not entered a default for a field, you should not hide the field. Even though a hidden field
is not visible on the Data Entry screen, it is still included in the batch and you need to enter data in the field.

1. From the Data Entry screen for a batch, select View, Hide/Show Columns from the menu bar. The
Hide/Show Columns screen appears.

Hide/Show Columns E3 |

Columns:

Department
Date
Constituent [D
Job

Position

Hours

I B I B B

Location

[« | i
Select.-’-‘-.lll ok | Cancel |

2. Unmark the checkbox next to the columns to hide in the Data Entry grid.
3. Click OK. The columns you unchecked are now hidden in the batch.
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» Viewing hidden columns in a batch

1. From the Data Entry screen for a batch, select View, Hide/Show Columns from the menu bar. The
Hide/Show Columns screen appears.

Hide/Show Columns E3 |

Columns:

Department
Date
Constituent [D
Job

Position
Hours

Location

AAIAAIAAAA

{ Wolunteer Type

[« | i
Select.-’-‘-.lll ok | Cancel |

Note: To display all the columns in the Data Entry grid, click Select All

2. Mark the checkbox next to the columns to view in the Data Entry grid. For example, to view the Location
column in the Data Entry grid, mark Location.

3. To display the selected columns in the Data Entry grid, click OK.

Go To Option in a Batch

The Go To option in Batch is a convenient way to go directly to a constituent record or job record without having
to open the record from another area of the program and without having to close out of Batch. For example,
when you click in the gift row for Mark Adamson and select Time Sheet, Go To, Constituent from the menu bar of
a time sheet batch, you go directly to Mark Adamson’s constituent record. When you finish viewing or changing
the constituent record, you can close the record and immediately return to the time sheet batch you are working
in.

Depending on what fields and other information you have entered in a time sheet row of a batch, your Go To
menu can contain several options. For more information about the Go To option, see the Program Basics Guide.
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» Using the Go To option in a time sheet batch

1. From the Data Entry screen for a batch, put your cursor anywhere in the row of the constituent for whom
you want to use the Go To option, and select Time Sheet, Go To, Constituent from the menu bar. For
more information about how to open a time sheet batch, see “Accessing a Time Sheet Batch” on

page 229.

¥ Batch 51 =l
File Edit “iew |Time Sheet Constituent Fawortes Tool: Help

E Save and Clos 1 Congtituent [Mark D. Adamson]

= 2Job [Lawn Care] L =
Constituent Mame I = qory I Constituent I0 I Department I H

- r

| Mark Adamson 0&/05)2005 - MNewsletter 3 Wolunkeers

Al |
Press F3 for today's date, F7 for calendar | | | Y

2. The constituent or job record appears. For more information about constituent records, see the
Constituent Data Entry Guide. For more information about job records, see the Volunteers & Jobs Data

Entry Guide.

Printing Data from a Batch

You can use this procedure to print the current contents of the Data Entry grid.
» Printing the contents of the Data Entry grid

Note: To change your default printer, select File, Print Setup from the menu bar. For more information, see
the Program Basics Guide.
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1. From the Data Entry screen for a batch, right-click anywhere in the Data Entry grid. A shortcut menu
appears. For more information about how to open a time sheet batch, see “Accessing a Time Sheet Batch”

on page 229.
%% Batch 40 [ [O0]
File Edit “iew Time Sheet Congtituent Favortez Tool: Help
ESaveandClose‘|u = |§' [& - Ej | |—’ ||| %=
Canstituent Mame I Drate I Constituent ID I Job I Pasition I Hours I
*
_|Max Tavlor 08y05/2005 77 Decorations Design decorator 120,00 IMair
=E [nzert row
M Delete o,
(¥4 Find...
Hide Ealbimr
Freeze Column
rtreeze Ealtnmr
E Export Batch Grid....
Export to Excel
SE
= Ejujlir]
o | - 2

| Ready. | | | i

2. Select Print. A Print Grid Options screen appears where you can specify settings for printing. The contents
of the Data Entry grid then print to your default printer.

Exporting Data from a Batch

You can export the entire Data Entry grid to Microsoft Excel or to another application. When you select the Data
Entry grid, all the data entered in the batch is exported to your selected application. It is useful to export data
from a batch to compare data in the export to data in the batch. For example, you may want to do a quick spot
check of the data you entered in the batch.

» Exporting the Data Entry grid to Microsoft Excel

Note: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For
example, to export the Data Entry grid to Microsoft Excel, press ALT + E, E on your keyboard. To export the Data
Entry grid to another application, press ALT + E, G on your keyboard.
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1. From the Data Entry screen for a batch, right-click anywhere in the Data Entry grid. A shortcut menu

appears.
% Batch 40 =
File Edit “iew Time Sheet Constituent Favontes Toolz Help
ESaveandClose‘| B = |§' @'| | W o |—’ ||
Constituent Name | Drate | Constituent ID | Job | Position | Hours |
*
_|Max Tavlor 08J05/2005 77 Decorations Design decorator (120,00 Mair
=E [nzert row
B [elete v,
(# Find...
Hidle (Ealbmr
Ereeze Column
ntreeze Ealtnit
E Export Batch Grid. ..
=5 Prirt...
= Ejuiie]
RIS 2
Ready. | | | 7

2. Select Export to Excel. The Exporting File screen appears and displays a progress indicator. In the lower
left corner of this Options screen, the path and file name of the export file display.

Note: To stop the export and return to the Data Entry screen in Batch, click Cancel on the Exporting File

screen.

3. Microsoft Excel automatically opens and displays the information exported from the Data Entry grid in

Batch.

J@ File Edit “iew Insert Format Toolz Data ‘Window Help Acrobat ;Iilﬁl
NEEA8RY tE@R o &= &8 @l 1@ 2 vssmsar -n-mzruolse==2
=
Al = =| ‘Constituent Name
A | B [ ¢ [ 0o T E | F [ G [ H T 1 T 3 71T «k L =
1_[Constituer|Date Constituen Job Position  Hours Location “olunteer Type —
2
| 3 |Mex Taylc 06/05/200877 Decoratiol Design de 120.00 tdain Office Coordinator
4
5
5
7]
N
EN
0|
11
iz
ER
14
15
16|
7
18|
KER
20
21 ]
| oz |
23] a
24
i

» M\BB1_1 /
Ready

4. To save any changes to the export file, select File, Save from the Microsoft Excel menu bar.

[4] T

I
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» Exporting the Data Entry grid to another application

1.

Note:

From the Data Entry screen for a batch, right-click anywhere in the Data Entry grid. A shortcut menu
appears.
% Batch 40 [_[O]x]

File Edit “iew Time Sheet Constituent Favortes Toolz Help
ESaveandClose‘| (= |§' @'|| wl @ﬂ|—’ ||| Yo

ConstituentNameI Date I Constituent 10 I Job I Position I Hours I

*

Max Taylor 08/05/2005 77 Decorations Design decorator 120,00 Mair;

E Insert row

e [eEie raws.

4 Find..

Hide Ealumr
FEreeze Column

ntresze Ealtmt

Export Batch Grid....
Export ta Excel
5 Brint...
=+ Ejejite]
BRI 2|
Ready. | | | 7

To stop the export and return to the Data Entry screen in Batch, click Cancel on the Export screen.

. Select Export Batch Grid. The Export screen appears so you can choose the file type, location, and file

name for the export file.

Export E |
Export file tpe: Comma-Separated Yalues j
Export file name: Iu::'xfiles'xe:-:pu:urt _I

W Include header

In the Export file type field, select the format for the export file. For more information about the available
export formats, see the Query & Export Guide.

In the Export file name field, enter the name and location to store the export file. You can click the
browse button to browse for the location to store the file.

If you want the first row of the export file to contain the column headings listed on the Data Entry screen,
mark Include header.

To begin to export the Data Entry grid, click Export Now. The Exporting File screen appears and displays a
progress indicator. In the lower left corner of this screen, the path and file name of the export file display.

. When the Exporting File screen closes, the export is complete. You can open the export file with an

application compatible with the Export file type you selected.
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Sending a Time Sheet Batch Report as Email

Note: The Raiser’s Edge is compliant only with MAPI email software, such as Microsoft Outlook.

You can send information included in a batch report as email. For example, your Development Director is on a
business trip and has requested a batch log report for time sheet batches you committed to the database this
week. You can send all time sheet batch reports as an email. When you send data as email, you can select the
type of format for the information you send, select the recipients of the email, and check the names and
addresses of the recipients. As a reminder, sending batch report information as email and working with options in
Mail are separate. For more information about Mail, see the Mail Guide.

» Sending a time sheet batch report as email

1. From the Data Entry grid, select File, Send as Mail from the menu bar. Select the type of report you want
to send. For more information about how to open a time sheet batch, see “Accessing a Time Sheet Batch”

on page 229.

% Batch 37 =l
'ﬁ Edit Wiew  Time Sheet  Constituent  Favorites  Tools - Help
Jlew Hauaale:
%’ﬁprr: i bply ko mandate I Categary I Conskituent 1D I Departrnent I H
. Delete... Il
u Save Chl+5 r Instructors 77 Education
B Save and New il F Mewsletter 43 Public Safety

[ Save and Close Chil+L Mewsletter 53 Public Safsty

-

Properties

N Comrit Cornpleted Batch.. Chl+T

D Frint Setup...
[ & Preview

=5 Print

E Export

Send az Mail Batch Log...

Walidation Feport. ..

Clase

A4 |

| Feady. 7

The Batch Log Report screen appears.

Batch Log Report

]|
Batch type: | Timesheet =]
I

Batch status: | <Al Batches>

[ include recuming batches

b il M o | Cancel |

2. In the Batch type field, select the type of batch to include in the report. You can include constituent, gift,
time sheet, or all batches.

3. In the Batch status field, select the status of batches to include in the report. You can include open,
closed, or all batches.
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4. Click Mail Now. The Export screen appears.

Export

Format;

. Cancel
Dreztination:

[Microsat Mail (MAF1) =]

]|
_ Concel |

5. Inthe Format field, select the type of format in which to export the report. Some examples of format are

Crystal Reports (RPT), Text, or Rich Text Format.

6. In the Destination field, select “Microsoft Mail (MAPI)”.

Messaging Application Program Interface (MAPI) is the application used to send mail from a queue. This
program interface enables you to send email from within a Windows application, such as Microsoft Word,

and include the open document as an attachment.
7. Click OK. The Send Mail screen appears.

Send Mail

Send I Check Namesl Addrezs | Cancel

To Imark.smith@sulutiuns#u.cum

Co Iaml:uer.iu:uhnsu:un@su:ulutiu:unsdu.u:u:um

Subject: Itime zheet batch log report

hezzage

wou have any questions. Thanks!

Hi bark, attached iz the report you requested. Let me know if ;I

[

8. Enter the information on the Send Mail screen as shown in the previous picture. The report information
you send is automatically attached to the email in the format you specified. You do not see the
information in the body of the email, but once you send the email, the information from the report is

sent.
9. On the Send Mail screen, click Send.

Validating a Batch

When you validate a batch, the program examines all time sheets entered in the batch to determine whether any
data entry errors exist. For example, the volunteer you enter for a time sheet may not be a constituent in your
database. During validation, The Raiser’s Edge checks to make sure the volunteer for which you add information
is a constituent in your database, and that the job record for which you add time sheet information exists.

When the program finishes its batch validation, the Validate Batch screen appears and displays the results of the
validation process. Exceptions are created for any problem found in the batch and appear either on the Validate
Batch screen or when you commit the batch to the database.
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Yalidate Batch 37 Totals E

| Yaldation complete. Mo exceptions have been found.
E xceptions
Constituent E xception
Mo batch row exceptions have been found.
Erirt Ercention Feport LCloze

If any exceptions are found, you can correct the problem so the batch can be committed to the database without
difficulty. If the program finds more than one exception on a single row, it displays only the first exception in the
grid. You have the option to preview or print the exception report for the time sheets that could not be
committed. For more information about how to commit time sheets to the database, see “Committing a Batch”

on page 287.
» Validating a time sheet batch

Note: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For
example, to validate a batch, press ALT + T, V on your keyboard.

1. From the Data Entry screen of a time sheet batch, select Tools, Validate from the menu bar to begin the
validation process. The Validate Time Sheet Batch screen appears. For more information about how to
open a time sheet batch, see “Accessing a Time Sheet Batch” on page 229.

A status bar appears and displays the progress for the validation.

Yalidating Batch 37 E3

Yalidating Time zheets. ..

You can click Cancel to stop the validation of the batch and return to the Data Entry screen.
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2. When the program completes the validation process, the Validate Batch screen appears.

Validate Batch 37 Totals E3

‘ Yahdation complete. Mo exceplions have been found.

Exceptions
Constituent I Enception

Mo batch row exceptions have been found.

Brint Exception Heport | LCloge |

Warning: If the program finds more than one exception on a single row, it displays only the first exception in
the grid. After you resolve all the exceptions, we recommend you validate the batch a second time to verify a
single row did not have multiple exceptions.

At the top of the screen, the program displays a message to inform you of the status of the validation. If
the program did not find any exceptions in the batch, the message “Validation complete. No exceptions
have been found” appears. When the program finds one or more exceptions in the batch, the message
“Validation complete. Exceptions have been found” appears. When the program finds exceptions, it
displays the exceptions in the Exceptions grid.

3. To print an exception report, click Print Exception Report. When exceptions are found in the batch, we
recommend you print an exception report.

4. To return to the Data Entry screen, click Close.

Committing a Batch

Note: You can use shortcut keys to move around The Raiser’s Edge without the use of your mouse. For
example, to commit a constituent batch, press CTRL + T on your keyboard.

When you finish entering time sheets in the batch, you can commit the batch to add the new time sheets to your
database.
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» Committing a time sheet batch

1.

Note:
2.

3.

From the Data Entry screen of a time sheet batch, select File, Commit Completed Batch from the menu
bar. The Commit Time Sheet Batch screen appears so you can specify options the program uses when it
commits the batch. For more information about how to open a time sheet batch, see “Accessing a Time
Sheet Batch” on page 229.

Commit Time Sheet Batch

[# Create constituent guery

[+ Create control report &% Preview  © Print

[+ Delete batch after committing

Batch Statistics
Murmnber of time sheets: I} Lazt committed on:
Created on; 08/15,/20058 3.09:29 P Created by: Supervizor
Last changed on: 0BA16/2005 11:27:34 .

Commit How Cancel

The Batch Statistics grid displays information about the constituents entered in the batch.

To create a query of constituents successfully committed to the database, mark Create constituent query.
If you mark this checkbox, the Save Static Query screen appears before the program commits the batch to
the database.

To print or preview a control report after you commit the batch to the database, mark Create control
report. When you mark this checkbox, select whether you want to print or preview the control report. For
more information about this report, see “Commit Control Report” on page 294.

Warning: When you mark Create constituent query, the program includes only the constituents with time
sheets committed to the database. Any time sheets not committed to the database due to exceptions are not
included in the query.

4.

To delete the batch file after you commit the batch to the database, mark Delete batch after committing.
Even though the program deletes the batch file, the batch number is never reused. To reduce the size of
your database, you may want to mark this checkbox.

5. To begin to commit the batch to the database, click Commit Now.

7.

If you marked Create constituent query on the Commit Time Sheet Batch screen, the Save Static Query
screen appears.

Save Static Query

Query name: |"v"l:||unteers from time sheet batch 37 Save

Description: |Yolunteers with time sheets committed from J C |
batch 37 Elilets

Cluery format: Cluery Tupe: Congtituent

[v Other uzers may execute this queny Created From:

[v Other uzers may modify this queny

In the Query name field, the program defaults “Volunteers from time sheet batch [ ]”. You can use this
name or enter a new name for the query.
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8. In the Description field, the program defaults “Volunteers with time sheets committed from Batch [ ]”.
You can use this description or enter a new description for the query.

9. To allow other users to use this query, mark Other users may execute this query.

Warning: Only the information listed in the fields for a time sheet batch appears on a constituent’s time sheet
record.

10. To allow other users to modify this query, mark Other users may modify this query.
11. Click Save. A progress indicator appears.
12. When the program finishes committing the batch, the Commit Batch screen appears.

Commit Batch 37

g Commit Complete

Batch: a7

Time Sheets in Batch: 3
Time Sheets Committed: 3
Exceptions: i

EvceptorEenot |

This screen displays the batch number assigned to the time sheet batch you commit, number of time
sheets in the batch file, number of time sheets the program was able to commit to the database, and
number of time sheets the program was not able to commit to the database.

Note: If exceptions are created when you commit the batch, we strongly recommend you view or print the
exception report so you can correct the discrepancies and recommit the batch.

13. If there are exceptions, you can click Exception Report to view an exception report. The exception report
provides more detail about the time sheets the program was not able to commit to the database.

14. To close the Commit Batch screen, click Close.

After you commit a time sheet batch, time sheets successfully committed to the database are removed
from the batch. Any time sheets with exceptions remain in the batch file so you can fix the discrepancy
causing the exception and recommit the batch. When you recommit a time sheet batch, the same batch
number is used.

Deleting an Existing Batch

On occasion, you may want to delete a batch from your database. For example, after you commit a batch to your
database, you may want to delete the batch so you can reduce the size of your database. You can delete a batch
from the Batch page or the Data Entry screen. This section explains both methods to delete a batch from your
database.

» Deleting an existing time sheet batch from the Batch page

Note: To delete multiple batches at a time, select Tools, Delete Multiple Batches from the menu bar of the
Batch page. To access this option, you can right-click on the Batch page. Once a batch is deleted, the batch
number cannot be used again.
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1. On the Raiser’s Edge bar, click Batch. The Batch page appears.

# The Raiser's Edge [_[5]x]
File Edit View Go Favortes Tools Help

4 Back & Folwardl Open in separate windouw

=S
B Home % Batch
-

iﬁ = ] New Gift Batch ] New Constituent Batch ] Mew Time Sheet Batch... '« | Open ¥ Delete @5 Find
f Cluery Type: | Time Sheet by
Bow EE—
= Batch number Description Created By Created On Batch Type Times Committed
g Export 2 Supervisor 07, 105 Time Shest
=
34 Supervisor 08/09/2005 Time Sheet
36 Supervisor 08/12/2005 Time Sheet
kT Supervizor 0841242005 Time Sheet
‘ 2l
[T Only thow my batches I Only shaw batches mot committed
Recently Accessed Batches Quick Find
Batch 37 2] I
Batch 39 I _I
Batch 38 =l

‘Welcome to The Raiser's Edge 7

In the grid, highlight the batch to delete.

On the action bar at the top of the screen, click Delete. If you do not have security rights to delete a batch,
or Other users may access this batch is not marked and you did not create the batch, the message “User
not authorized to delete this batch” appears.

If you do have security rights to delete a batch, a message appears.

The Raizer's Edge B

@ Are pou zure you want to delete Batch 327

Tes | [ [a] I

Warning: You cannot reuse a batch number even if you delete the batch associated with the batch number.

4. To delete the batch, click Yes. To return to the Batch page and not delete the batch, click No.

» Deleting an existing time sheet batch from the Data Entry screen

Note: To delete rows in a batch, select the row to delete and right-click. From the right-click menu, select
Delete rows.
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1. From the Data Entry screen of a time sheet batch, select File, Delete from the menu bar. For more
information about how to open a time sheet batch, see “Accessing a Time Sheet Batch” on page 229.

¥ Batch 44 =
File Edit' View  Time Sheet Constituent  Favartes  Toolz  Help
] =lels |

(v Open Ctil+0 Hourly Wags I

e
L3F
1=
o
=

-

Hours | Yalue |

& Save Chl+5
1 Save and New Clrl+
[ Save and Close Chrl+L

Properties

M Commit Completed Batch... Chrl+T

D Frint Setup...
[ & Preview

5 Prirt

E Expoit

Send as Mail

b AP, AN

Cloze

| Press F7 for search A

A message appears.

The Raizer's Edge B

@ Are pou zure you want to delete Batch 447

Tes | [ [a] I

2. To delete the batch, click Yes. To return to the Data Entry screen and not delete the batch, click No.

Batch Reports

Several time sheet batch reports are available to help you track the time sheets entered in a batch, record the
settings selected when you commit a batch, and correct the exceptions generated when you commit a batch. This
section explains the available reports and displays a sample of each report. If you use the optional module
Electronic Funds Transfer, additional reports are available in Batch. For more information about EFT reports, see
the Electronic Funds Transfer (EFT) Guide.
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Validation Report

To keep a record of all time sheets entered in a batch, you can print a Validation report. This report is useful to
make sure all the time sheet data was correctly entered in the batch. To print the Validation report, select File,
Print from the menu bar. When the submenu appears, select Validation Report.

M3 New Batch Validation Report ==

X e pyow |G e[z 5 M Tews A0z Boft

Freview |

=
FH3004 Blackbaud Demo
Time Sheet Batch Validation Report
Batch 200413

D ate Constituent Name Job Location Hours

narnng Taylor, Idax Photographer 1428 Virginia Svenne 200

7302004 Lambert, MMarianne Diecorations 1428 Virginia Avenue 2.00

3004 Garrett, Till Refreshments 1428 Wirginia Aevenue 200

3004 Langley, Roger Refreshments 1428 Virginia Aevenue 200

741312004 MeHally, Leslie Crowd Control 1428 Virginia Avenue 2.00 .
Totals: a000

Batch # 200413
Description:

Created By: Supervisor
Batch Status: Open

-
4 | ¥

You can also preview or print a time sheet batch validation report when you commit the batch to the database.
When you mark Create control report on the screen, you can either preview or print the validation report. The
validation report includes the constituent name, date, and all other time sheet batch fields entered in the batch.

Batch Entry Log Report

To preview the Batch Entry Log Report, select File, Preview, Batch Log from the menu bar of a time sheet batch.
You can select to preview constituent, gift, time sheet or all batches in the database. You can also select to
preview open, closed, or all batches in the database.

Batch Log Report E3 |

Batch type: HIEEE

Batch status: [ <Al Batches> =]

[ Include recuring batches

Presiew Mow | Cancel |
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The Batch Entry Log Report lists information for all or selected batches in your database. For example, the Batch
Entry Log Report can contain the batch description number, running number of time sheets in a batch, and status
of a batch. Before you print the Batch Entry Log Report, we recommend you print it. To print the report, select

File, Print, Batch Log from the menu bar of a time sheet batch. From the Batch Entry Log Report preview, you can

also select to print the Report or export the Report to another application.

A& New Batch Log Report HEER
X W4 a1t by e |&F&[x B[ M Teen oz 1o
Freview |
=
081912005 Blackbaud Demo

Gift Batches

Batch Entry Log Report

Page

B atch Number Projected Projected Running Running
Description CreatedBy Amount No. Gifts Amount Mo. Gifts Status
21 Supervisor $9,990.00 25 Open
All recurning gifts due as of 17152005
27 Supervisor 48,996 50 2 Closed
2% Supervisor Open
29 Supervisor Open
31 Supervisor $200.00 2 Closed
33 Supervisor $9,7239 04 30 Open
34 Supervisor $41,992.33 33 Open
47 Supervisor Open
432 Supervisor Closed
Total Gift Batches listed: o
Time Sheet Batches
Number of

Batch Number Description Created By Time sheets Status
AQ Cnra o 1 Mlrgn

. i
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Commit Control Report

When you mark Create control report on the Commit Time Sheet Batch screen, a control report previews or
prints after you commit a batch to the database. The report includes the constituent name, date, and all other
time sheet batch fields entered in the batch. To access the Commit Time Sheet Batch screen, select File, Commit
Completed Batch from the menu bar of a time sheet batch. For more information about this screen, see
“Committing a Batch” on page 287.

A& New Batch Validation Report H=

XA late b ¥ =[G Flfioox 7] [ |4 Tadz 00z 3oi3

Preview

0EAGR005 Blackbaud Demo
Batch Control Report
Batch 37
Constituent Name D ate Apply to mandate Category C onstituent Id

Hours Johb Location Hotes Position
Volunteer Type

Max . Taylor 081672005 Ha Instructors 0 s
sna CFFR. Class Instructor 15 Franklin Avenue

Medical Staff’

Lucy G Avdeenko 081672005 Ha Hewsletter 48

50,00 Fromotion Committee 25 Hampton S treet Committee Iember
Coordinator

Chad Patterson 081672003 Ha Hewsletter 63

| o

Commit Exception Report

After the program commits a time sheet batch to the database, the Commit Time Sheet Batch screen appears and
displays the results of the committing process. If exceptions are generated when the batch is committed to the
database, you can click Exception Report on the Commit Batch screen to display the exception report.

Examples of exceptions for a time sheet batch are a constituent not existing in the database and a job not existing
in the database. The total number of exceptions appear at the bottom of the exception report.
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printing data 54
reports 67
searching for duplicate constituents 44
selecting rows in the data entry grid 40
sending data as email 58
setting up a new batch 29
setup 16, 17
toolbar 7
user options 9
validating 5, 17, 60
viewing batch properties 42
viewing hidden columns 54

Batch entry of gifts
acknowledgement history for gifts 177
adding a payment to a pledge 164
adding and removing fields 184
adding benefits for a gift 157
adding gifts in the data entry grid 134
adding honor/memorial information 151
adding matching gifts 151
adding soft credit information 152
adding solicitors to a gift 160
applying a payment to a pledge 166
applying a payment to a recurring gift 167
authorizing credit card transactions in a batch

not using Electronic Funds Transfer 195

authorizing credit card transactions in a batch
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using Electronic Funds Transfer 195

automatically generating pledge payments and
recurring gift transactions in a batch 197

business rules 89

clearing declined authorization codes in a batch
197

committing 92, 203

creating a cash gift for a pledge overpayment 169

creating transmission files for a batch 198

currency exchange 177

data entry 125

data entry grid 92, 126

defaults tab 110

defined 77

deleting 208

deleting rows in the data entry grid 144

entering and selling stock 171

exporting data to another application 188

exporting data to Microsoft Excel 187

fields tab 105

freezing and unfreezing columns 145

general ledger distribution for gifts 177

globally changing fields in a gift batch 193

go to option 176

group adding constituents to a gift batch 193

header tab 94

hiding columns 147

inserting rows in the data entry grid 143

installment information 161

linking a gift to a membership 174

linking a gift to a proposal 175

linking a gift to an event 175

looking up an address for a constituent 180

multi-user capabilities 92

opening 79

opening records linked to gifts 191

printing data 185

recurring batch 78

refreshing 207

reports 210

searching for duplicate gifts 178

selecting rows in the data entry grid 142

sending data as email 189

setting up a new batch 119

setup 92, 93

sorting items in a batch 194

splitting gifts between multiple campaign, funds,
appeals, and packages 154

toolbar 81

user options 83

using the gift barcode field in a gift batch 199

validating 92, 200

viewing gift properties 141

viewing giving history for a constituent 183

viewing hidden columns 148

viewing legends 149

viewing overpayment amount 170

Batch entry of time sheets

adding and removing fields 267

business rules 237

committing 240, 287

correcting an address for a constituent 271

data entry 254

data entry grid 240, 255

defaults tab 248

defined 227

deleting a batch 289

deleting rows in the data entry grid 266

exporting data to Microsoft Excel 281

fields tab 244

freezing and unfreezing columns 276

globally changing fields in a time sheet batch 276

go to 279

group adding constituents to a time sheet batch
274

header tab 241

hiding columns 278

inserting rows in the data entry grid 265

looking up an address for a constituent 270

opening 229

printing data 280

reports 291

searching for duplicate time sheets 268

selecting rows in the data entry grid 264

sending data as email 284

setting up a new batch 249

setup 239, 240

toolbar 230

user options 232

validating 228, 240, 285

viewing batch properties 267

viewing time sheet history 273

batch numbers

constituent batch 19
gift batch 96
time sheet batch 242

batch statistics

constituent batch 18
created by 19
created on 18
last changed on 18
last committed on 19
number of constituents 18
gift batch 94
created by 95
created on 95
exported 95
last changed on 95
last committed on 95
matching gift amount 95
number of matching gifts 95
running amount 95
running number of gifts 95
times committed 95
time sheet batch 241
created by 242
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created on 241
last changed on 241
last committed on 242
number of time sheets 241
batches for bank deposit 104
benefits 157
benefits, adding 157
Blackbaud Merchant Services
defined 77
Blackbaud Payment Service
defined 77
business rules
constituent batch 14
gift batch 89
time sheet batch 237

C

capabilities, multi-user 92
changing, see adding and removing fields
clearing declined authorization codes 197
columns, freezing and unfreezing
constituent batch 51
gift batch 145
time sheet batch 276
columns, hiding
constituent batch 53
gift batch 147
time sheet batch 278
commit control report 69, 217, 294
commit exception report 70, 220, 294
committing a batch
constituent batch 17, 62
gift batch 92, 203
time sheet batch 240, 287
constituent addresses 48, 180, 270
constituent window 126, 255
constituent, looking up an address 48, 180, 270
correcting addresses for constituents 48, 180, 270
creating
batch template 24, 108, 245
creating a cash gift for a pledge overpayment 169
creating transmission files 198
creating, see setup
credit card report 216
credit cards, authorizing not using Electronic Funds
Transfer 195
credit cards, authorizing using Electronic Funds
Transfer 195
currency exchange 177

D

data entry for a constituent batch 35
adding constituents 37
data entry grid 36

default row 35
status bar 37
data entry for a gift batch 125
constituent window 126
data entry grid 126
default row 125
status bar 134
data entry for a time sheet batch 254
adding time sheets 262
constituent window 255
data entry grid 227, 255
default row 254
status bar 262
data entry grid for a constituent batch 17
data entry grid for a time sheet batch 240
declined authorization codes, clearing 197
default row, defined 5, 78, 227
defaults
constituent batch
adding a default 28
hiding a field 28
gift batch
acknowledgees 118
adding 111
based on 116
default row 125
frequency 116
gift amount 116
hiding a field 111
honor/memorial and tribute 118
installments/years 117
split gift 112
time sheet batch
adding a default 249
hiding a field 249
defining user options
constituent batch 9
gift batch 83
time sheet batch 232
deleting a batch
constituent batch 65
gift batch 208
time sheet batch 289
deleting rows
constituent batch 40
gift batch 142
time sheet batch 264
deposit ticket 213
determining whether a batch number has been
used 242
duplicate constituents, searching for 44
duplicate gifts, searching 178
duplicate time sheets, searching for 268

E

editing, see adding and removing fields
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EFT, defined 78
electronic funds transfer 78
electronic payment type, defined 78
entering stock in a gift batch 171
event

linking a gift 175

other donations 101

registration fees 99

sponsoring pledges 100
exchange, currency 177
exporting data

constituent batch 55

gift batch 186

time sheet batch 281

F

freezing columns
constituent batch 51
gift batch 145
time sheet batch 276

G

generating, automatically 197

gift barcodes 199

giving history, viewing 183

GL distribution 177

globally changing fields in a gift batch 193

globally changing fields in a time sheet batch 276
group adding constituents to a gift batch 193

group adding constituents to a time sheet batch 274

H

hiding columns

constituent batch 53

gift batch 147

time sheet batch 278
history, acknowledgement 177
honor/memorial 102, 151

IATS, defined 78
ICVerify 78
inserting rows
constituent batch 40
gift batch 142
time sheet batch 264
installments 161
items, sorting in a batch 194

L

legends 149
loading fields from an existing batch to create batch
template
constituent batch 24
gift batch 108
time sheet batch 245
looking up an address for a constituent 48, 180, 270

M

matching gift 151

membership, linking a gift 98, 174
Microsoft Excel, exporting data 55, 187, 281
modifying, see adding and removing fields
multi-user capabilities for a gift batch 92

N

navigating
constituent batch 5
opening 6
toolbar 7
gift batch 79
opening 79
toolbar 81
time sheet batch 228
opening 229
toolbar 230
new batch, see setup 29
non-electronic payment type, defined 78

O

opening records linked to batch gifts 191
opening, see navigating

overpayment amount, viewing 170
overpayment, creating a cash gift 169

P

pledge

adding a payment 164

applying a payment 166

creating a cash gift for an overpayment 169

scheduling 161

viewing overpayment amount 170
preferences, see user options
prenotification, defined 78
pre-transmission report 212
printing the contents of a batch

constituent 54

gift 185
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time sheet 280
projected number and amount of gifts for a batch 98
properties
constituent batch 42
gift batch 141
time sheet batch 267
properties, viewing 42, 141, 267
proposal, linking a gift 102, 175

R

recurring batch 78, 103
recurring gift, applying a payment 167
refreshing a batch
gift batch 207
reports
constituent batch
batch entry log report 67
commit control report 69
commit exception report 70
validation report 67
gift batch
batch commit control 217
batch commit exception 220
batch credit card 216
batch entry log 215
deposit ticket 213
pre-transmission 212
validation 210
time sheet batch
batch entry log report 292
commit control report 294
commit exception report 294
validation report 292
required fields for a batch
constituent batch 22
gift batch 106
time sheet batch 245
row
deleting
constituent batch 42
gift batch 144
time sheet batch 266
inserting
constituent batch 41
gift batch 143
time sheet batch 265
selecting
constituent batch 40
gift batch 142
time sheet batch 264

S

searching for duplicate constituents 44
searching for duplicate gifts 178

searching for duplicate time sheets 268
selecting fields for a batch
constituent batch 23
gift batch 106
time sheet batch 245
selecting rows
constituent batch 40
gift batch 142
time sheet batch 264
selling stock in a gift batch 171
sending data as email
constituent batch 58
gift batch 189
time sheet batch 284
setup
constituent batch defaults tab 27
adding a default 28
hiding a field 28
constituent batch fields tab 21
loading fields from an existing batch to create
batch template 24
required fields for batches 22
selecting fields for batches 23
constituent batch header tab 18
batch access 21
batch description 21
batch statistics 18
constituent batch setup 16, 17
batch numbers 19
gift batch defaults tab 110
general tab 110
honor/memorial tab 118
schedule tab 116
split gift tab 112
gift batch fields tab 105
loading fields from an existing batch to create
batch template 108
required fields for batches 106
selecting fields for batches 106
gift batch header tab 94
automatic display 98
batch access 105
batch description 103
batch numbers 96
batch statistics 94
batches for bank deposit 104
projected number and amount of gifts 98
recurring batches 103
gift batch setup 92, 93
new batch
constituent batch 29
gift batch 119
time sheet batch 249
time sheet batch defaults tab 248
adding a default 249
hiding a field 249
time sheet batch fields tab 244
loading fields from an existing batch to create
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batch template 245
required fields for batches 245
selecting fields for batches 245

time sheet batch header tab 241
batch access 244
batch description 244
batch statistics 241
time sheet batch setup 239, 240
batch numbers 242
soft credit 152
solicitors 160
sorting items in a batch 194
splitting a gift 154
status bar
constituent batch 37
gift batch 134
time sheet batch 262
stock, entering and selling 171

T

template

constituent batch 24

gift batch 108

time sheet batch 245
time sheet, defined 228
toolbar

constituent batch 7

gift batch 81

time sheet batch 230
transmission files, creating 198

U

unfreezing columns
constituent batch 51
gift batch 145
time sheet batch 276
user options
constituent batch 9
gift batch 83
time sheet batch 232

using the gift barcode field in a gift batch 199

V

validating a batch
constituent batch 17, 60
gift batch 78, 92, 200
time sheet batch 240, 285

validation report 67, 210, 292

viewing giving history for a constituent 183

viewing hidden columns
constituent batch 53
gift batch 147

time sheet batch 278
viewing overpayment amount 170
viewing properties

constituent batch 42

gift batch 141

time sheet batch 267
viewing time sheet history 273
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