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What Is In This Guide?

In the Configuration & Security Guide, you learn how to establish settings that affect all Raiser’s Edge users. You
can learn about the following.

¢ “Tables” on page 10

e “Addressee/Salutations” on page 45
e “Attributes” on page 54

e “Letters” on page 73

¢ “International” on page 82

e “Business Rules” on page 86

e “What is Security?” on page 158

¢ “Manage Security” on page 164

e “Security Types” on page 178

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

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

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

Narrow your search in the help file by enclosing your search in quotation marks on the Search tab. For
example, instead of entering Load Defaults, enter “Load Defaults”. The help file searches for the complete
phrase in quotes instead of individual words.
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Your selections in Configuration affect functions, defaults, and settings throughout The Raiser’s Edge. Use
Configuration options to speed data entry, increase the efficiency of your record keeping, and generally optimize
the performance of the program.

Want to know “More About Configuration” on page 5? Want to know about “Configuration Links” on page 5?

More About Configuration

You can define addressees and salutations; rename fields and change their characteristics by making them
hidden, required, or lookups; and set up tables you can use to enter data quickly and consistently in all areas of
the program. Create business rules to control a wide variety of functions such as defaults for adding gifts and
messages to appear when you open or add certain records. Use Configuration to identify letters in your word
processor for merges with Raiser’s Edge fields in your mailings, enter financial institution information, and
specify currency and address block formatting information for other countries. You can also customize the
program by creating special categories of information called attributes and attaching them to your records.

If you have the optional module Membership Management, you can set up membership categories to establish
different giving levels for your memberships and use the categories to analyze all aspects of your memberships in
reports. If you have Blackbaud’s General Ledger, you can configure a link between the two programs which
enables you to enter gifts a single time for both programs instead of into each separately. This dramatically
reduces time spent on gift entry. If you do not have General Ledger, you can store account information from other
accounting software in The Raiser’s Edge.

Configuration and Security are closely linked. You should limit Configuration security access to only those with
Supervisor rights. The Business Rules link is automatically accessible only to users with Supervisor rights. With
table entries in particular, it is important you limit access to adding and editing rights to maintain consistency in
your database.

Because your selections affect everyone who uses the program, proper configuration plays a key role in allowing
your organization to take full advantage of all the features The Raiser’s Edge has to offer. If you take time now to
customize Configuration to meet your specific needs, you can increase your organization’s future efficiency.

Want to know about “Configuration Links” on page 5?

Configuration Links

Note: You can also access Configuration by selecting Go, Configuration from the shell menu bar.
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To access Configuration, on the Raiser’s Edge bar, click Config. The Configuration page appears.

Configuration =]

General b General b Letters

Tables b Tables b International

TR b Addressees / Salutations b Business Rules

Salutations b Attributes b Fields

Attributes P Financial Institutions P Membership Categories

Financial Institutions b General Ledger b Custom Views

General Ledger P Reporting Hierarchies

Letters

Intemational

Business Rules

Fields

Membership

Categores

Custom Views d

Reporting Hierarchies Configuration -
*our selections in Configuration affect functions, defaults, and ssttings throughout The Raiser’s Edige 7. Use

Configuration options to speed data entry, increase the efficiency of your record keeping, and generally optimize
the performance of the program.

|

The Configuration page contains the following links:

General. Click this link to add and edit your organization address, phone, company ID, and fiscal year
information. If you have the optional module Volunteer Management, you can also add information about
your volunteer year. Want to know more about the “General” on page 8 link?

Tables. Tables are fields where you can predefine entries to save time and promote consistency for your data
entry. Click this link to add, edit, and delete entries for all tables in the program and to create new Donor
Category tables. Although this link provides a central location for all table functions, if you have security
rights, you can add and edit table entries from anywhere in the program. You can also make table entries
inactive to ensure they are not used on any additional records. Want to know more about the “Tables” on
page 10 link?

Addressees/Salutations. An addressee is how a constituent name appears on mailing labels, reports, and the
inside address of letters. A salutation is how you greet a constituent in letters or other mailings. For example,
an addressee could be “The Honorable H. B. Smith,” while the salutation is [Dear] “Judge Smith.” Click this link
to add, edit, and delete addressee/salutation formats for mailings and reports. Want to know more about the
“Addressee/Salutations” on page 45 link?

Attributes. Attributes are bits of useful information you can attach to a record. Because you create attributes,
you can use them to customize The Raiser’s Edge to suit your organization’s specific needs. Define categories
of useful information and create entries within these categories to include with your records. For example,
you can create a category called “Interests” with entries for “Golf”, “Tennis”, and “Photography”. You can then
use this information to target your appeals. For example, you can make sure all constituents with an interest
in golf are invited to play in your annual golf tournament. Want to know more about the “Attributes” on
page 54 link?

Financial Institutions. Click this link to add and edit address, phone, and branch information for banks. If you
have the optional module Electronic Funds Transfer, you can define information to be used to process direct
debit transactions. Want to know more about the “Financial Institutions” on page 60 link?

General Ledger. If you have Blackbaud’s The Financial Edge accounting software, you can click this link to
establish a connection between it and The Raiser’s Edge. The integration of the databases of the two
programs maximizes your gift entry efficiency and allows you to enter gifts once for both programs. You can
also define General Ledger distributions that default onto new fund records. If you do not have Blackbaud’s
The Financial Edge, you can click this link to store account information from other accounting software in The
Raiser’s Edge. Want to know more about the “General Ledger” on page 66 link?
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Letters. On the Letters page, add letters for your mailings and give them corresponding descriptions in The
Raiser’s Edge. You can select existing, or create new exports containing The Raiser’s Edge fields you want to
include in mail merges. If you have Microsoft Word, you can use the Office integration features of The
Raiser’s Edge to create Word documents containing the merge fields in your export for your mailings. Want
to know more about the “Letters” on page 73 link?

International. You can define address formats and currency settings for other countries. These formats are used
when you enter the country in an address for a constituent. You can enter exchange rate information so The
Raiser’s Edge converts gifts given in foreign currencies to the currency amount of the country where your
organization is located. Want to know more about the “International” on page 82 link?

Business Rules. Business rules are ways for you to control functions and displays throughout The Raiser’s
Edge. Business rules affect all users of the program. Using pre-defined rules, you can mark a series of
checkboxes to affect functions such as how ID numbers for records are generated, how you define duplicate
records, and who receives soft credit for gifts in reports and mailings.

Use queries to define your own rules for messages to display when certain constituent records are opened, or
gift or action records are added. For example, you can run a query that includes all your board members, then
use it to create a rule that appears when a board member record is opened advising you to handle the record
with extreme care. Want to know more about the “Business Rules” on page 86 link?

Fields. (visible only to users who have been given Supervisor rights in Security). Fields are areas where you
enter information into The Raiser’s Edge. You can click this link to change field status from optional to
required, so a field must have an entry before a record can be saved. You can hide fields you do not use to
make them invisible to your users. You can also change fields from standard to lookup. You can define
standard entries for lookups like you do for tables. Once you make a field a lookup, it appears in the list of
tables in the Tables link. Want to know more about the “Fields” on page 131 link?

Membership Categories. (visible only if you have Membership Management). A membership category
defines the level of giving required by a constituent to gain membership in one of your categories or clubs.
For example, you can establish categories for “Lifetime Member”, “Corporate Member”, and “Individual
Member”. Want to know more about the “Membership Categories” on page 134 link?

Interfund Entries. (visible only if you have Blackbaud’s General Ledger and established a connection between
it and The Raiser’s Edge from the General Ledger link of Configuration.) If the first two numbers of a General
Ledger debit and credit account are different, the General Ledger funds to which they belong are different. In
this case, you must specify an interfund transfer account. Click this link to specify a pool of transfer accounts
between General Ledger funds that you can enter easily and quickly on the GL Distribution grid of The
Raiser’s Edge fund records. To learn more about transfer accounts, see the General Ledger User’s Guide. Want
to know more about the “Interfund Entries” on page 146 link?

Custom Views. Use custom views to create a customized view of constituent records in your database, making
it possible to view records that contain only the information you want to see. With these customized screens,
you can select and view only what is important and functional for your organization. Every field currently
available on a constituent record may not be useful to you. Using Custom View, you can easily select and
organize only the fields you want to appear for a constituent record. For more information, click Custom
Views on the Contents tabsee the Custom Views Guide.

Reporting Hierarchies. Reporting Hierarchies enable you to group funds into hierarchies that are independent
of the Giving Hierarchies you establish in campaign records. On the Reporting Hierarchy page, you can create
and modify reporting hierarchies. For more information, see “Reporting Hierarchies” on page 148.

Toolbars

Some screens in Configuration contain toolbar buttons to help you carry out commands quickly and easily
without having to use the menu bar. If you have security rights to change user options, you can mark the Show
Tooltips checkbox on the General tab of User Options so a description of the button’s function displays when you
move the cursor across it.
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| B5ave and Cloze =

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

ul

Save the record and keep the record open

£

Delete selected information

[+]

Go to the previous record

[+]

o

o to the next record

7]

Access help contents

Search for a specific field or record

View Properties

Run Macro (visible if you have the optional module RE:VBA)

General

Use the General page to enter basic information, such as your organization’s address and phone number. To
determine how information appears in some reports, specify when your organization’s fiscal year ends and, if you
have the optional module Volunteer Management, when your volunteer year starts. If you have Electronic Funds
Transfer, enter your Company ID number for use with electronic fund transfer transmission files.

» Add or edit general information about your organization

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

- "Configuration*&Gent

Configuration

Blackbaud Demo

Tables Country IUnilad Stales LI Fizcal year ends: ,WI
Addy ¢
Salu[::tisoenis Address: [2000 Daniel |sland Drive Yolunteer year starts: |01/01
Attributes Imnrnediate destination:
Financial City: |Char|eston r Company 1D
At StatB:ISC +| South Caina % Federal Tax 1D  User defined
Gereral Ledger D l—
Letters ZIF: I28492 :
Intesnational Phane: [800-443-3441
Business Rules r Blackbaud Payment Service Credentials
Fields UserID: [BBTest
Membership : [
Categories Password: i
Custom Yiews Paszword [confim]: I *********
Feporting Ty poemm—
Higrarchiss o]
Test Connection |

General

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

3. In the Country field, enter the country of your organization. For a list of possible entries, click the down
arrow. The default is the country to which the program is shipped. Your entry here affects certain gift and
address record defaults. If you type in a new entry, the program adds the new country to the
International link of Configuration and address formatting remains the same as that of the default entry.

4. Inthe Address, City, State, and ZIP fields, enter the mailing address of your organization. Your entry here
appears as the return address on envelopes. In the Address field, to start a new line of your street
address, press ENTER.

5. In the Phone number field, enter the telephone number of your organization, including the area code.
This field, unlike other phone type fields throughout the program, has no default formatting. Enter the
phone number as you would like it to appear on envelopes and reports.

6. In the Blackbaud Payment Service Credentials frame, enter the user ID and password used to connect to
the Blackbaud Payment Service. To help you comply with the Payment Card Industry Data Security
Standard (PCI DSS), The Raiser’s Edge uses this web service to securely store sensitive credit card
information outside of your database.

If your organization uses ICVerify to process credit card transactions through The Raiser’s Edge, in the
Token field, enter the security token used to identify your organization in the Blackbaud Payment Service.

If your organization does not use The Raiser’s Edge to store credit card information or process credit card
transactions, you can leave this frame blank.

To confirm your credentials are correct, click the Test Connection button. If your credentials are correct,
and you are connected to the internet, a message appears to confirm a successful connection. If you are
unable to connect to the Blackbaud Payment Service, check your credentials or internet connection.

7. Inthe Fiscal year ends field, select the month your organization’s fiscal year ends. Your entry here affects
which gifts appear on some summaries and reports. For example, you can break down a Giving Summary
to display only gifts from constituents for a certain fiscal year.

8. If you have the optional module Volunteer Management, the Volunteer year starts field appears. Enter
the month and day on which your volunteer year starts. Your entry here defines the beginning of the
volunteer year in the Volunteer Summary report. If you leave the field blank, the volunteer year begins
with the current system date on your computer.
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9. If you have the optional module Electronic Funds Transfer, the Immediate destination field appears. Enter
an eight digit number to be used when you create a transmission file for direct debits with Electronic
Funds Transfer.

Even if your bank provides a nine digit Transit/Routing Number, enter only the first eight digits here. The
Raiser’s Edge calculates and places the last number of the Transit/Routing Number in the transmission
file when it is created.

Note: Your accountant or primary financial institution can supply you with your Federal Tax ID number.

10. If you have the optional module Electronic Funds Transfer, the Company ID frame appears. Select whether
your organization’s company ID is its Federal Tax ID or is user-defined, and enter the number in the ID
field. The Federal Tax ID is numeric only, but an user-defined ID can be alpha-numeric.The program uses
the information in this frame to create an electronic fund transfer file with Electronic Funds Transfer.

11. To return to the Configuration main page, click Configuration. The program automatically saves your
selections.

Tables

Note: From the Fields link of Configuration, you can make a field a “lookup.” Like a table, you can create a list
of entries for a lookup. The only difference between tables and lookups is that a lookup does not have the
down arrow on the right. You must press F7 on your keyboard to view, add, edit, and delete the entries. The
lookup appears in the list of tables on the Tables screen and in the Code Tables section in the Security link of
Administration.

Tables (also called code tables) increase data entry speed and accuracy throughout The Raiser’s Edge. When you
enter information into a field with a table, you can quickly access a list of possible entries for that field, select an
entry, and place it directly into the field rather than typing it in manually.

Want to know “More About Tables” on page 10?

“Add Entries and Tables” on page 11

“Manage Tables” on page 20

“Eliminate Duplicate Table Entries” on page 19

“Donor Category Tables” on page 13

“Benefits Table Entries” on page 14

“Phone Type Table Entries” on page 15

“Awards Table Entries (Available with Volunteer Management)” on page 17
“Ratings Table Entries (Available with Prospect Research Management)” on page 18

More About Tables

Some tables, such as the State table, contain predefined values. For others, such as Campaign Category, you
define the entries. Your use of table entries helps maintain consistency in your data entry. For example, one of
your users could enter “10% shop discount” in the Benefits table of an appeal record, while another user could
enter “ten percent shop disc.” With the Tables link of Configuration, you can make “10% Shop Disc.” the standard
entry for all your users, thereby making the information easy to retrieve from your database in queries and
reports.

To keep your entries uniform, it is extremely important to limit rights for your users to add and edit table entries.
You can do this from the Security option of Administration. Limiting rights to add, edit, or delete table entries to
only a few key users is vital to ensure the validity of your database and consistency of your data entry. This
increases the accuracy of your records and reports.
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A table is identifiable by a down arrow on the right side of a field. You can click the arrow or press F4 on your
keyboard to view a drop-down list of entries for a table. You can also place the cursor in the field and click the
down arrow on your keyboard to scroll through the entries. You can enter text directly in the field. If the program
does not recognize the text as a valid entry, it asks whether to add the text as a new entry. Finally, you can press
F7 on your keyboard while the cursor is in a table field to access a screen where you can view, add, edit, and
delete entries.

In addition to defining entries for existing tables, you can create new Donor Category tables to track cumulative
giving levels for your constituents in Donor Category Reports. You can also create new Attribute tables through
the Attributes link of Configuration to associate additional information with your records. For more information,
see “Define an attribute” on page 56.

Note: To create a new Attribute table, click the the Attributes link of Configuration. The new table then
appears in the list of tables on the Tables page. On the Tables page you can add new entries.

In a few special instances, you can create new tables to track information for which no field already exists in The
Raiser’s Edge. For example, when you create a new Ratings table entry (available with Prospect Research
Management), you can create a new table with entries that further define the new Ratings entry. If the Ratings
entry is “Prospects for 2001”, you can link it to a new table with entries such as “Good Prospect” or “Potential
Major Donor.” You can delete only tables you create. To ensure consistency, you cannot rename or delete
program-defined table entries. Any tables or table entries you define cannot be deleted if they are used on any
records in the program.

“Add Entries and Tables” on page 11

“Donor Category Tables” on page 13

“Benefits Table Entries” on page 14

“Phone Type Table Entries” on page 15

“Awards Table Entries (Available with Volunteer Management)” on page 17
“Ratings Table Entries (Available with Prospect Research Management)” on page 18

Add Entries and Tables

You can add and edit entries for standard tables. Standard table entries require you to enter only a description.
Entries for some tables, such as Phone Types and Benefits, require additional information. You can create and
name new Donor Category tables and define entries for them.

» Add a table entry

Tip: If you have security rights to add and edit tables, you can press F7 on your keyboard when the cursor is in
a field with a table to do so. A screen appears where you can add and edit entries for the table. When you type
directly into a field with a table, if The Raiser’s Edge does not recognize your entry, it asks whether to add it as
an entry.

You can add entries to a table. Some table entries appear with a long description; others provide the option to
display either a long or short description. When you add a new entry, it appears at the bottom of the list of
entries for the table.

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

Configuration ] New Table Entry <) Open @ [nsert ¢ [ o [
-

i Show: [ <all> = =
Tables ’—
Addressees / Wj
Salutations Action Alert Title
Attributes Action Delivery Method

Action [ssues
Financial
Institutions Action Locations
General Ledger Action Notepad Types
Letters Action Status
Intemational Actians

Addr/Sal Types
Business Rules fsa e
Frld Address Info Sources

e Address Types

Membership §
Categories Adopt An Animal

Alias Types
Custom Views A ij: .

ppeal Category

Reporting
e Appeal Response

Asset Types
Assignment Interests
Athletics

Availability

Awards —

Barks LI ™ Display active enties only LI
Tables

Tables (alzo called code tables) increase data entry speed and accuracy throughout The Raiser's Edge

Note: The default entry in the Show field is <All>, which lists all tables in the program.

3. To filter the tables that appear in the Tables box, select the type of tables to view in the Show field. For
example, if you select Biographical, all biographical tables from the constituent record appear in the
Tables box.

4. Inthe Tables box, select the table to which to add an entry. In the Table Entries box, a list of each entry for
that table appears. For example, if you select Constituent Codes in the Tables box, all entries defined for
that table appear in the Table Entries box.

To not display inactive entries in the Table Entries box, mark Display active entries only.

Note: Only New Table Entry is enabled for both the Tables box and the Table Entries box, all other action bar
options (such as Open, Insert, and Delete) function only for selected entries in the Table Entries box.

5. On the action bar, click New Table Entry. The New Table Entry screen appears.

New Table Entry [ x|
Short description: IBM

Long description: IBaan:I tember

[ Inactive

ak. I Cancel |

Note: The short description can usually be no longer than six characters. The long description can be no
greater than 50 characters.
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For some table entries, you define only a description; for others. you must define both a long and short
description. For tables with both, you can display either description (see “View table descriptions” on
page 26). For example, you can create an entry for the Constituent Code table that displays a Long
description of “Board Member” and a Short description of “BM.”

With the exception of the Suffixes table (used to add suffixes such as “ Jr.” and “, Ph.D.” to
addressee/salutations), table entries cannot begin or end with a space. When you add the entry, any
leading or trailing spaces are removed by the program.

Note: Even though you cannot delete table entries that are in use, you can make an entry inactive and mark
Display active entries only on the Tables page to ensure it is not used again.

6. To make an entry unavailable for use, mark Inactive. If you mark Display active entries only on the Tables
page, the table entry does not appear in the Table Entries box or when the table entries are viewed from
another area of the program. When you mark this checkbox, you ensure the entry is not used on any
further records without actually deleting it from your database.

7. To save the new entry, click OK. The new entry now appears in the Table Entries box on the Tables page. It
also lists when you click the down arrow in the table field. The new entry appears at the bottom of the
list. To place a new entry in a selected spot in the list, see “Insert a new table entry” on page 21.

Donor Category Tables

Note: Donor categories and Membership categories are not the same. Donor categories define cumulative
giving clubs or levels. Membership categories are available only if you have the optional module Membership
Management and define levels of giving necessary to gain membership in one of your categories or clubs.

Donor Category tables differ from other tables in the program. With Donor Categories, not only can you create
new table entries for the three provided tables, you can create and name your own tables. These tables reflect
different cumulative giving award categories for your donors and specify a minimum amount a donor must give
to become a member of this category.

For example, you can create a donor category called “Major Donors” and for that table, you can create entries for
“VIP” with a minimum cumulative giving amount of $10,000, “Benefactor” with a minimum amount of $5,000,
and “Friend” with a minimum amount of $1,000.

When you establish donor category tables and entries, you can run a Donor Category report to evaluate your
donor levels. For example, you can see how many of your donors fall into the “VIP” category with gifts totaling at
least $10,000. For more information about Donor Category reports, see the Reports Guide.

e “Add a new Donor Category table” on page 13
e “Add a Donor Category table entry” on page 14

» Add a new Donor Category table

To add a new Donor Category table“Donor Category Tables” on page 13, you must right-click your mouse in
the Tables box.

Scenario: Your university needs to create a donor category for major donors to its annual fraternity
Olympics charity fund-raiser. In keeping with the Olympic theme, the category will be called Medalist.

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

Note: The right-click shortcut menu in Tables is different from the standard right-click shortcut menu. You can
access the New Donor Category screen through this shortcut menu.
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3. Place the cursor anywhere in the Tables box, right-click, and select New Donor Category Table. The New
Donor Category Table screen appears.

MNew Donor Category Table E

Hame: [Medalist

OF. I Cancel |

4. In the Name field, enter “Medalist”the name of your new table.
5. To save the new “Medalist” table, click OK. It now lists alphabetically in the Tables box.

» Add a Donor Category table entry
You can add entries to a Donor Category table“Donor Category Tables” on page 13 the program has defined or
to any Donor Category tables you create.

Scenario: Now that you created a new category of donor, you need to establish entries for your new
Medalist table. Your school needs to create entries for a “Gold Club” with a minimum cumulative
giving amount of $10,000, a “Silver Club” with a minimum amount of $5,000, and a “Bronze Club”

with a minimum amount of $1,000.

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

Click Tables. The Tables page appears.

In the Tables box, select Medalistthe table for which to define an entry.

On the action bar, click New Table Entry. The New Donor Category Table Entry screen appears.

A W N

Mew Donor Category Table Entry
Marne: IGDII:I Club

inirmurm amount; |$1 0,000.00 EI
K I Cancel |

5. In the Name field, enter “Gold Club”the name of your new entry.

Note: You do not need to enter a currency symbol in the Minimum amount field. It defaults based on the
country of your organization entered on the General screen of Configuration. Decimal placement and a
thousands separator are determined on the International page of Configuration.

6. In the Minimum amount field, enter the amount $10,000 as thea minimum amount needed to qualify a
donor for the new donor category entry. Repeat these steps to create entries for a “Silver Club” and
“Bronze Club” with the appropriate minimum amounts.

7. To save the new entries, click OK. They now appear in the Table Entries box on the Tables page.

Benefits Table Entries

Benefits table entries differ from standard table entries in the program. You can use these entries to track
different premiums, such as tote bags or coffee mugs, your organization gives to constituents based on their
giving response to an appeal, or (if you have the optional modules Membership Management or Event
Management) as a reward for the purchase of a membership or the attendance of an event. In addition to a

description of the benefit, you must enter its cost.
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When you edit a Benefits table entry, any default benefit already assigned to an appeal or membership is not
affected. For example, if you enter a default benefit with a unit cost of S5 for an appeal, when you enter gifts on
that appeal, the benefit defaults on the gift with a unit cost of $5. If the cost of the benefit rises to $6 and you
update the Benefits table, the unit cost of $5 does not change on gifts that already have the benefit, only on new
gifts added to the appeal.

» Add a Benefits table entry

You can add Benefit table entries to track the premiums you give to constituents as rewards for giving to your
organization.

Scenario: Your organization is giving a t-shirt to each constituent who donates to your annual
Spring Phonathon Appeal. You pay $5.00 for each shirt.

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

Click Tables. The Tables page appears.

In the Tables box, select Benefits.

On the action bar, click New Table Entry. The New Benefits Table Entry screen appears.

New Benefitz Table Entrp E

Dezcription: IT- chirt
Urit cast: |$5.EIEI EI
[ Inactive

(1]4 I Cancel |

5. In the Description field, enter “T-shirt”a name for the benefit.

A W N P

6. In the Unit cost field, enter the amount $5.00 asof the cost per shirtitem.
7. To save the entry, click OK. You return to the Tables page. In the Table Entries box, the new entry appears.

Phone Type Table Entries

Phone Type entries differ from standard table entries in that you can establish different phone types and
determine how they appear in the program. You can also specify that entries of a specific type can be shared
among constituents.

“Sharing Phone Numbers” on page 15
“Phone Number Formats” on page 16
“Add a Phone Type table entry” on page 17

Sharing Phone Numbers

Phone type table entries include a Do not share phones of this type checkbox. When you mark this checkbox,
phone entries or email addresses of this type cannot be shared among constituents in The Raiser’s Edge.

When you link (share) addresses, certain rules determine whether phone numbers are shared.

¢ On a Phone Type table entry, when you mark Do not share phones of this type, Cannot be Shared appears on
records in the Shared column in the Phones/Email/Links grid beside all phone numbers of that type, and the
field is locked.
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When you unmark Do not share phones of this type, Not Shared, Do Not Share, and Shared appear as
selections in the dropdown list of the Shared column in the Phones/Email/Links grid beside all phone
numbers of that type. Not Shared appears as the default until you change the status of a particular
phone number.

¢ When you copy and link (share) an address, all phone numbers designated as Shared in the Shared column of
the Phones/Email/Links grid on the record from which you copy (source record) are copied and shared. All
numbers designated as Not Shared change to Shared.

¢ When you add a phone number that is a duplicate type on a shared address record, the existing number on the
shared address record is overwritten.

¢ You can unlink a phone number at any time by changing the value of Shared in the Shared column of the
Phones/Email/Links grid to Not Shared or Do Not Share.

¢ If an address is linked and you add a new phone number that is shareable, the number is automatically shared
on all linked addresses.

¢ On a linked address record, beside a phone number in the Phones/Email/Links grid, when you change a Not
Shared status in the Shared column to Shared, the phone number is added to all shared address records.

On a linked address record, beside a phone number in the Phones/Email/Links grid, when you change a Shared
status in the Shared column to Not Shared, the link for the phone number is broken only for that address
record.

¢ When you break the link between shared addresses, all shared phone numbers change to Not Shared.

¢ If you change a shareable phone type to not shareable (by marking Do not share phones of this type), all links
for that phone type on all shared addresses are broken. On records, the status in the Shared column in the
Phones/Email/Links grid beside all phone numbers of that type changes from Shared or Not Shared to Cannot
be Shared.

If you change a not shareable phone type to shareable (by unmarking Do not share phones of this type), the
status in the Shared column in the Phones/Email/Links grid beside all phone numbers of that type changes
from Cannot be Shared to Not Shared.

Phone Number Formats

Phone type entries contain fields for a type of number and a format. For example, you can create entries for
“Home” and “Business” with a format of “#(###)### - #i## Ext ####.” All the formats contain spaces for
extensions. Because home phone numbers usually do not contain extensions, The Raiser’s Edge formats numbers
according to the number of digits you enter.

Be careful when selecting a phone number format. Different formats can affect query results.

Warning: Be careful when you select a phone number format. Different formats can affect query results. For
example, if you run a query to change an area code, you would get different results for numbers formatted
with parentheses around the area code and ones formatted without parentheses.

¢ If you enter seven digits, the program interprets the first three as the prefix and the next four as the number.

¢ If you enter ten digits, the program interprets the first three as the area code, the next three as the prefix, and
the last four as the number.

¢ If you enter more than ten, but less than sixteen digits, and the first digit is one or zero, the program interprets
the first digit as the long distance prefix, the next three as the area code, the next three as the prefix, the next
four as the number, and any remaining as the extension.

o If the first digit is not a one or zero, the first three digits are interpreted as the area code with the remainder
formatted as in the previous sentence. If the number is not one of the previous examples, The Raiser’s Edge
performs no formatting.
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» Add a Phone Type table entry
You can specify different phone types and format how phone numbers appear throughout the program.

Scenario: You need to create a separate entry in the Phone Type table for “Business Fax.” You want to
include an extension number prefaced by “Ext” and parentheses around the area code in the format

for the new entry.

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Tables. The Tables page appears.
In the Tables box, select Phone Types.

Tip: When you select “Email” as the Type in the Phones grid on a record and enter an email address, a
right-click shortcut menu allows you to send email to that address directly from the record.

4. On the action bar, select New Table Entry. The New Phone Type screen appears.

Hew Phone Type E

Description: |Bu$iness Fawx

Phaone nurmber bype: IFa:.; Murnber j
Phane number format: | S whs B g 7|

W Do not share phones of this type
[ Inactive

ok I Cahicel |

5. In the Description field, enter a description such as “Business Fax”.

Note: When you enter a phone number on a record, you must also select a Phone type before you can save
the record.

In the Phone number type field, click the down arrow and select “Fax Number”an entry.

In the Phone number format field, click the down arrow and select “#(####)### - #### Ext ####"a format.

8. To not share this type of phone number when you copy and link (share) addresses from one constituent
record to another, or from constituent records to relationship records, mark Do not share phones of this

type.
9. To save the new entry, click OK. You return to the Tables page. In the Table Entries box, the new entry
appears.

Awards Table Entries (Available with Volunteer Management)

If you have the optional module Volunteer Management, the Awards table is available. You can use Awards table
entries to define awards you give to volunteers based on the amount of time they donate to your organization.
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» Add an Awards table entry

If you have Volunteer Management, you can give awards to your volunteers based on the amount of time they
donate to your organization.

A W N P

Scenario: You need to add a gold pin as an award for volunteers who work at least 150 hours for your
organization.

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

In the Tables box, select Awards.
On the action bar, select New Table Entry. The New Award Table Entry screen appears.

MNew Award Table Entry E

Description: |Gn:|||:| Fin
Min amount of service: |1 50 hours)
[ Inactive

(1] 4 I Cancel |

In the Description field, enter an award such as “Gold Pin”.
In the Min amount of service field, enter “150”the amount of time required to qualify for this award.

7. To save the new entry, click OK. You return to the Tables page. In the Table Entries box, the new entry

appears.

Ratings Table Entries (Available with Prospect Research Management)

If you have the optional module Prospect Research Management, ratings tables are available. Ratings table
entries are used in conjunction with outside ratings companies for prospect research. This table differs from a
standard table in that you can define the data type for the new entry. For example, you might create a table based
on how much a prospect is likely to give, and choose a data type of currency to create entries for the table.

» Add a new Ratings table entry
To track information for your organization’s prospective donors, you can add entries in the Ratings table.

Scenario: You need to create a new Ratings table entry for your prospects for the year 2005. To help
define prospects, you want to create a new table to work in conjunction with the new entry.

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

In the Tables box on the left, select Ratings.
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4. On the action bar, select New Table Entry. The New Ratings Entry screen appears.

Mew Ratings Entry E3

D escription: |Prospect for 2005

[ata Tyupe

Data type: ITabIe "I

Table name: | Fiatings for 2005 =l

[ Inactive

ak I Cancel |

In the Description field, enter “Prospect for 2005”the name of your new rating entry.

6. Selectin the Data Type field, select “Table”. If you select a data type of “Table,” tThe Table name field is

10.

enabled.
In the Table Name field, select “[Add New table].” The Add New Table screen appears.

Add Mew Table E3

Name: | atings for 2005

(1]4 I Cancel |

In the Name field, enter “Ratings for 2005” as the name of the new table.
You can define entries such as “Good Prospect” and “Potential Major Donor” for this new table.
To save the new table, click OK. You return to the New Ratings entry screen.

To save the new entry, click OK. You return to the Tables page. In the Table Entries box, the new entry
appears.

Eliminate Duplicate Table Entries

Maintaining consistency in your table entries enables you to get the most accuracy in your queries and reports.
However, even if you take great care when you create table entries, you can occasionally wind up with multiple
entries that represent the same thing. For example, you may have Action table entries of “Phone Call” and
“Telephone Call.” A query based on “Phone Call” would not show the action entries of “Telephone Call” and
therefore might not show all the records you would like included.

The Table Cleanup utility allows you to replace duplicate table entries. You select the entry to be replaced and the
entry to replace it with. In the previous example, you may decide to replace “Phone call” with “Telephone Call” in
all records on which it appears. Additionally, you can specify that the entry you replace be deleted from
Configuration, so it cannot be added to any new or edited records.

» Clean up table entries
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Tables. The Tables page appears.
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3. Select the table on the left that contains entries to clean up. In the action bar, click Table Cleanup. The
Table Cleanup screen appears.

Actions Table Cleanup [ x|

Actions table entries to be replaced "3*'3‘!'3'” Tracks
Actions
3 The areaz listed above uze entries
Rieplace with | Telephone cal j from Actions table. Entries found in
: . any of those areas will be replaced.
[~ Delete table entries that are being replaced

Feplace Nl:lﬂl Cancel

The box on the right displays the areas of the program that use entries in the selected table.

4. Inthe Table entries to be replaced grid, select the table entry to replace. This entry will be replaced on all
records on which it currently appears.

Note: If you enter a new table entry in the Replace with field, a message appears to ask whether to add the
new entry for the selected table.
5. In the Replace with field, select the entry to use to replace the entry selected to be replaced.

6. To delete the replaced entry from Configuration so users cannot add it to any new or edited records, mark
Delete table entries that are being replaced.

Note: You cannot select the same entry in the To be replaced grid and the Replace with field. If you do, when
you click Replace Now, a message appears to inform you that you must change an entry.

7. To change the table entries according to your selections, click Replace Now. You return to the Tables page.
If you mark Delete table entries that are being replaced, the entries you replaced no longer appear on
the Tables page or on dropdowns or table lookups on records.

Manage Tables

You can edit table entries, insert new ones into selected spots in the grid, delete entries, delete user defined
tables, print lists of entries, quickly find entries in the grid, sort and move entries, and view table descriptions.

Managing tables includes the following procedures:
e “Edit a table entry” on page 21

¢ “Insert a new table entry” on page 21

e “Delete a table entry” on page 22

¢ “Delete a user defined table” on page 23

e “Print a list of table entries” on page 23

¢ “Find a table entry” on page 24

¢ “Sort and move table entries” on page 25

¢ “View table descriptions” on page 26
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» Edit a table entry

You can open an existing table entry and make changes to it. When you change a standard table entry, all
records with the old entry update automatically to include the new entry. However, when you change an
entry on a non-standard table such as Benefits, the change does not affect records that already contain the
entry. Any changes you make appear only on records to which you add the entry after editing.

Scenario: Your organization created a Committees table as a constituent attribute. The table has an
entry titled Strategic Planning. You need to change the name of the committee to Long Term Planning.

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

Configuration ] Mew Table Entry | Open &% Insert ¢ Delste.. (@ Find.. Sort.. TableCleanup... View Short Descr
ot Shaw: |<AI\> j = Alumni
>

Banks :l Development
Addressees / )
Salutations Benefits &1 Event Planning
Adtributes Business Hours g EIW:JHCEI o

i uture Visioning

Financial Campaign Category _I .
Institutions Certifications ominating
General Ledger Classifications B Property
= Closing Codes Strategic Planning

e |
Committees
Business Rules et

Constituent Codes
Contact Types

Fields

Membership .
Categories Counties

Credit Card
Custom Views reatLans LI

Reporting Tables
Hierarchies

Tables (alzc called code tables) increase data entry speed and accuracy throughout The Raiser's Edge

3. Inthe Tables box, select the Committees table with the entry to edit.
4. Inthe Table Entries box, select “Strategic Planning”the entry to edit.
5. On the action bar, click Open. The Edit Table Entry screen appears.

Edit Table Entry E3

LDescription: |Strategic Flanning

[ Inactive
ak. I Cancel |

Change the description to “Long Term Planning”.

Click OK. You return to the Tables page. The changes are automatically saved and you can now place the

new entry on a record. The new “Long Term Planning” entry replaces the old “Strategic Planning” entry
on all records.

» Insert a new table entry

Note: A table entry created with New Table Entry appears at the bottom of the list of entries. You can use
Insert to create an entry and automatically place it in a selected spot on the list.
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You can add an entry to a table. Your entry will always appear above the entry you select.
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.

2. Click Tables. The Tables page appears.

3. Inthe Tables box, select the table into which to insert a new entry.

4. In the Table Entries box, select the entry above which to insert a new entry.

5. On the action bar, click Insert. The New Table Entry screen appears.

New Table Entry [ x|
Shart description: IBM

Long description: IBaan:I tember

[ Inactive

ak. I Cancel |

6. Enter adescription. For some table entries, you define only a long description; for others, you must define
both a long and short description. For tables with both, you can display either description (see “View
table descriptions” on page 26).

Note: Even though you cannot delete table entries that are in use, you can make it inactive and mark Display
active entries only on the Tables page to ensure users do not use an entry again.

To make the entry unavailable for use, mark Inactive. It does not appear when table entries are viewed
from another area of the program. If you mark Display active entries only on the Tables page, the table
entry does not appear in the Table Entries box.

7. To save the new entry, click OK. You return to the Tables page. In the Table Entries box, the new entry now
appears.

» Delete a table entry

You can delete a table entry from the grid on the Tables page in Configuration; however, you can only delete
entries that are not in use anywhere in the program.

Scenario: You want to clean up your Constituent Code table by deleting codes you no longer use. You
decide to eliminate the Friend entry. The entry is currently in use on several records.

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

Click Tables. The Tables page appears.

In the Tables box, select Constituent Codethe table with the entry to delete.
In the Table Entries box, select “Friend”the entry to delete.

On the action bar, click Delete. A confirmation message appears.

oV ke wnNPRE

To delete the entry, click Yes.

If the entry is in use anywhere in the program, you cannot delete the entry. When you attempt to delete
Friend from the Constituent Code table, a message appears. Click OK.

7. You return to the Tables page. You must remove the entry from all records before you can delete it. As an
alternative, we recommend you make the entry inactive so users cannot add it to any further records.
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» Delete a user defined table

Note: You can delete only tables you create. To delete them, use the right-click menu or select File, Delete
from the menu bar. Delete on the action bar is enabled only for table entries.

You can delete only tables you defined, such as Donor Category or Attribute tables. You cannot delete a table
if any of its entries are in use on a record. Before you can delete a table, you must delete all its entries even if
none of them are currently in use on a record. To delete a table from the right-click menu, select Delete Code
Table.

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

2. Click Tables. The Tables page appears.
3. Inthe Tables box, select a table you created.
4. With the cursor anywhere in the Tables box, right-click your mouse. A shortcut menu appears. If you

defined no entries, or deleted all entries for a table, Delete Code Table is enabled in the shortcut menu.
5. Select Delete Code Table. A verification message appears.
6. To delete the table, click Yes. You return to the Tables page.

» Print a list of table entries

You can print a list of all your table entries to keep in your files or to use to create a procedures manual for
your organization.

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Tables. The Tables page appears.
3. Inthe Table Entries box, right-click, and select Print, Code Tables Report. The Code Table Report screen

appears.

HGES W E: ?-

1: General |g: Formatl

v Include Selected Code Tables Only
Code tables Frint these code tables

1 of Family Members S Athletics
Action Locations

Action Status
Actions
Addr/Sal Types

2
Address Info Sources ﬁ
=
<«

Address Types

Affiliations

Aliaz Types

Appeal Cateqgary

Appeal Response

Aszighments

Avvailabiliyy d|

[~ Include inactive table entries ¥ Erirt ote table per page

™ Include empty code tables

< Bach | Mext » | Cancel | Print |

4. Select the General tab.
5. To notinclude all tables in the report:

a. Mark Include selected code tables only.

b. To move the tables to print from the Code tables box to the Print these code tables box, use the
arrows or double-click the table.

6. To print entries you made inactive, mark Include inactive table entries.
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7. To print the names of tables for which you have defined no entries, mark Include empty code tables.
8. To print each table on a separate page, mark Print one table per page.
9. Select the Format tab.
Code Table Report
B w2 |
|

1: General

B Headings —Heading Format

Fose Foote Tite: [Code Tables
Eport Footer
Color scheme Suhtitle:l

Align: I Center hd l

[~ Print Organization name in header

¥ Print Page Number in Heading [V Frint Report Date in Heading ——
Format: IF'age1 ‘l Format: IShort Date 'l
Align: I Right - l Align: I Left = l

¥ PFrint report heading on each page

< Back | [HERt | Cancel | Print |

The Format tab contains a wide variety of settings you can use to customize the report. For more
information about the Format tab, see the individual report guides.

10. To print the report, click Print.

» Find a table entry

On the Tables page in Configuration, you can find any existing table entry in the program. You can search for
entire entries or certain words or parts of entries. You can use this for tables that contain so many entries all
are not visible on the screen at the same time.

Scenario: You created a number of entries for the Constituent Code table. All entries are not visible in
the Table Entries box at the same time. You need to find an entry for Current Parent in your table. Use
this method as an alternative to scrolling through all the entries.

On the Raiser’s Edge bar, click Config. The Configuration page appears.
Click Tables. The Tables page appears.
3. Inthe Tables box, select athe Constituent Code table.

Note: Find in the action bar always searches for table entries. However, if you right-click in the Tables box, you
can use Find in the shortcut menu to find a table.
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4. On the action bar, click Find. The Find screen appears. The Field field displays Long description or Short
description, based on the current view you use on the Tables page.

Field: ILDng description j

Find what; |Eurrent Parent

Mateh: I.-’-'m_l.J pait of field j

e | Find Next | e |

5. In the Find what field, enter the entry name or part of the name. To search for the constituent code
Current Parent, enter “c”.

6. In the Match field, select whether you want your entry in the Find what field to match any part of field,
the whole field, or the start of field. In this case, select “Start of field”.

7. Tofind the first match that meets your search criteria, click Find First. The first entry that begins with c (in
the order the entries are listed, not alphabetically) is selected in the Table Entries box.

8. When you click Find Next, any subsequent entries that begin with c highlight in the Table Entries box.

» Sort and move table entries

Tip: To speed your data entry for tables with large numbers of entries, sort the entries alphabetically. This
makes individual entries easier to locate. Or, use the up and down arrows to place the most frequently used
entries at the top of the list to save time when you scroll through it.

You can set the order in which table entries appear in the drop-down list. For tables with numerous entries,
you may want to sort the order alphabetically so you can quickly find particular entries. For tables with easily
recognizable short descriptions, you can sort by those descriptions. You cannot sort tables with entries
defined by the program such as State. If you try to sort one of these tables, a message appears to state “A
table with system-defined entries cannot be sorted.”

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Tables. The Tables page appears.
3. Inthe Tables box, select the table to sort.

Note: When you use New Table Entry to add new entries to a table, they appear at the bottom of the list even
if you already sorted the table entries. To include the new entry in a sort order, you must sort the table again.

4. On the action bar, click Sort. The Sort Table Options screen appears.

Sort Table Options

— Sort Order
] (] 4 I

i i

= Descending Cancel

— Sort By
¥ Descrption
= Shart Description

5. Under Sort Order, select the order in which to sort the entries.
¢ To sort the table entries in alphabetical order from A-Z, select Ascending.
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¢ To sort the table entries in reverse order from Z-A, select Descending.
Under Sort By, select whether to sort the entries by their long or short descriptions.

7. To save your settings, click OK. You return to the Tables page.

8. To move a selected entry up or down one line in the list, use Up and Down on the action bar. To save time
when you scroll through entries, you can place the most frequently used ones at the top of the list.

» View table descriptions

Note: The view you select here does not affect how these entries appear in data entry (by long or short
description). You can select how the entries display on records on the General tab of User Options.

This option is enabled only for tables that contain entries with both a long and short description. You can
select whether long and short descriptions of table entries appear in the list. You may want to view long
descriptions first to learn your table entries. Then, once you become familiar with the long descriptions, you
can view short descriptions to save time.

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

N

Click Tables. The Tables page appears.

w

In the Tables box, select a table with both a long and short description, such as Constituent Codes.

B

On the action bar, click either View Long descriptions or View Short Descriptions. The buttons are
enabled only when you select a table that has both long and short entries. The available command
depends on which view you use.

Table Descriptions

The following pages contain a list of tables in The Raiser’s Edge along with descriptions and examples of each.
The examples column is not meant to be a definitive list. You can use these table descriptions to help set up your
tables. When you create an attribute with a data type of table, you add tables not listed on the following pages.
Additionally, when you make a field a “lookup” it appears in the list of tables in Configuration. For more
information about making fields lookups, see the Fields section of the Configuration chapter of this book.

An asterisk (*) indicates that a table is available with an optional module.

Table Name L ocation Description Examples
Action Location |Action record, |Describes where an |Any location in which
General tab action such as a an action can take
lunch meeting will |place. For example,
take place. Chamber of Commerce,
Board Room, hotel, and
restaurant.
Action Status  |Action record, |Describes the state |Open, Closed, Pending,
General tab of progress foran  |and Continuous. The
action. Tickler Report (one of

several Action Reports)
can be processed based
on an action’s status.
The Tickler Report can
only be processed for
Open actions (for
example, a list of
pending tasks).
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Table Name L ocation Description Examples
Action Action record, |Describesanyaction |Lunch Meeting, Dinner
General tab taken toward a Meeting, Follow-Up

constituenton a
specific date. Also
used to track the
entire cultivation
and solicitation
process.

Call, Sent Black Tie
Invite, Accepted Black
Tie Invite, Declined
Black Tie Invite,
Attended Black Tie
Dinner.

Addr/Sal Types

Constituent
record,
Addressees/Sal
utations tab

Defines the purpose
of a particular
addressee or
salutation.

You can define Addr/Sal
Types for reporting and
for different mailings.
Examples may include:
Alumni Mailing,
Informal Salutation,
Informal Addressee,
Spouse Salutation, and
Invitation Mailing.

Address Info On screens Identifies the origin [Post Office, Mailing

Sources containing of the address House, Survey,
address information. Membership Form, and
information Telephone Book.

Address Types |On screens Identifies the Home, Vacation Home,
containing purpose or type of |Winter Home, Business,
address address for and Rental Property
information information Address.

purposes.

Affiliations This table is not [Defines a Charitable Society,
currently used |constituent’s Financial Institution,
anywhere in the |association with a  |Healthcare
program. It business, club, or Organization, Religious
contains values |other organization. |Organization, and
for the You can identify School.
Affiliations constituents’
tables from The |involvement in local
Raiser’s Edge |professional
6.x if those associations, service
values were on the board of
converted. You |another nonprofit,
can use or the church in
information as |which they are a
an attribute member
table in version
7.

Alias Types Aliases screen |Defines another Stage Name for an

(via the Alias
button on
screens where
name
information can
be entered)

name which an
individual or
organization might
use, such as an
acronym for an
organization.

individual and Annual
Report Name for an
organization.
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Table Name L ocation Description Examples
Appeal Appeal record, |Groups appeals Continuous, Direct Mail,
Category General tab together. For Major Donor, and
example, you may |Prospect.
have several
different appeals
aimed at major
donors.
Appeal Constituent Indicates how a Received, Requests
Response Record, Appeals |constituent removal from mailings,
tab responded when Interested at a later
contacted during an |date, and Attended.
appeal.
Assignment Constituent Identifies areas in Information Desk,
Interests* record, which volunteers Newsletter Staff,
Volunteer tab; |are interested in Photography, Seniors,
Job record, working. Soup Kitchen,
Details tab Phonathon, and Gift
Shop.
Awards* Constituent Tracks past awards |500 hrs. Gold Pin, 200
record, and hours toward hrs. Silver Pin, and 100
Volunteer tab [the next award hrs. Bronze Pin.
level.
Banks Configuration, |These entries define |Any financial
Financial banks with which institution. For
Institutions link; |you conduct example, Lexington
Constituent business such as eft |State Bank, Federal
records, or other Credit Union, and Bank
Relationships  [transactions. Do not |of the Nation. After you
tab confuse these add the institution, you
institutions with can add individual
banks you may branches within the
enter into your bank.
database as
constituents.
Benefits Configuration, |Tracks different 10% Discount, Free

Membership
Categories;
Constituent
record,
Memberships
tab;
Membership
record,
Memberships
tab; Appeal
record, General
tab; Packages,
General tab;
Event
Participant
record,
Registration
Fees/Donations
tab

premiums received
by constituents
based on their
membership level(s)
or giving response
to appeals.

admission, Newsletter,
Coffee mug, T-shirt, and
Calendar.
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Table Name L ocation Description Examples
Campaign Campaign Groups campaigns |Annual, Capital,
Category record, General |together. For Operating, and Event.

tab

example, you may
have a number of
different campaigns
in the “Operating”
category.

Campaign Goal

This table is not
currently used
anywhere in
The Raiser’s
Edge. You can
associate it with
an attribute if
you want to
establish certain
goals for your
campaigns.

Defines levels of
success you hope to
reach with a
campaign.

Exceed last year by 10%,
Exceed last year by 20%,
and Exceed last year by
50%.

Certifications*

Constituent
record,
Volunteer tab;
Job record,
Details tab

Tracks any
certification
volunteers have
received qualifying
them for a job. For
example, if
volunteering to
teach CPR classes,
the volunteer would
need to be CPR
certified.

Real Estate License,
Certified Public
Accountant, and
Certified Lifeguard.

Classifications*

Constituent
record,
Prospect tab

Identifies and
classifies prospects.

Individual, Corporate,
Organization, and Major
Donor.

Constituent
Codes

Constituent
record, Bio 2
tab or Org 2 tab;
Gift record,
Miscellaneous
tab

Constituent codes
define the
relationship(s) or
connection a
constituent has to
your organization.
Every constituent
should have at least
one constituent
code to explain why
he is in your
database.
Constituent codes
classify groups of
constituents for
analysis throughout
the program in
queries, reports,
and other functions.

Board Member, Alumni,
Current Parent,
Student, Volunteer,
Staff, Employee,
Corporation,
Foundation, and
Matching Gift Company.
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Table Name L ocation Description Examples

Contact Types |Constituent Defines the purpose |Primary, Social, Mailing,
record, of the contact Corporate Donations,
Relationships relationship for an |and Volunteer
tab organization. Coordinator.
(organizations
only).

Counties On screens Defines counties in [Charleston, Orange,
containing which constituents |Berkeley, and
address live, financial Dorchester Counties.
information institutions are

located, etc.

Credit Cards

Constituent
record, Bio 2
tab; Gift record,
Miscellaneous
tab

Stores information
about a donation
made by credit card.

American Express, Visa,
and MasterCard.

Currency Types |Accessed Tracks the Dollars, Pounds,
through associated currency |Drachma, and Yen.
Configuration, |for different
International countries. Your
link native currency

symbol is
established in the
Windows Control
Panel.

Degrees* Education Tracks a Bachelor of Arts,
record, School |[constituent’s level |Bachelor of Science,
tab (via of education. Masters, and Ph.D.
Constituent
record, Bio 1
tab, Education
button)

Departments* |Constituent Identifies the office |Business, Education,
record, or department Public Safety,
Volunteer tab; |where avolunteeris |Community Service,
Job record, assigned to work. and Maintenance.
Volunteers tab

Divisions* Sport Part of a Majors Division, Minors
Information participant’s Division, Employees
screen (via assignment Division, and Corporate
Participant information, for a Division.
record sporting event.

General 1 tab, |Divisions can be
More Info used as to group
button) participants or

teams of
participants in an
event.
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Table Name L ocation Description Examples
Donor Age This table is Donor Age Analysis |Donor Age codes should
Analysis Codes |used for Codes use the Birth |be entered in ascending

Demographic
and Statistical

date field on the
Bio 1tab of the

order. Enter an age and
when reports are

Reports constituent record |processed, the program
to calculate age establishes ranges
groups. The between each age
Statistical Report by |entered. For example, if
Age Group uses this |you have two entries,
information to 50 and 60, the report
analyze giving by calculates the age range
age. 50-60.

Donor This table is Donor Categories  |Gold Club with a
Categories — used for the identify required amount of
Table 1 Donor Category |“cumulative” giving [$10,000, Silver Club

Report clubs with a with a required amount
required amount of |of $5,000, and Bronze
giving. Categories |Club with a required
are established (in  |amount of $1,000.
the table) in
descending order.

The Donor Category

Report is an

Analytical Report. If

you have the

optional module

Membership

Management, be

sure you do not

confuse Donor

Categories with

Membership

Categories.
Donor This table is This is an additional {Diamond Club with a
Categories — used for the table to use if you |required amount of
Table 2 Donor Category |need to measure $10,000, a Ruby Club

Report

cumulative giving in
more than one
predetermined set
of giving ranges. You
can set up your
giving levels in any
one of three tables.
The Donor Category
Report is an
Analytical Report. If
you only need to
measure one set of
giving levels, you
only need to use
one table.

with a required amount
of $5,000, and an
Emerald Club with a
required amount of
$1,000.
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Table Name L ocation Description Examples
Donor This table is This is an additional |Sustainer with a
Categories — used for the table to use if you |required amount of
Table 3 Donor Category |need to measure $10,000, Benefactor
Report cumulative giving in |with a required amount
more than one of $5,000, and Sponsor
predetermined set |with a required amount
of giving ranges. You |of 1,000.
can set up your
giving levels in any
one of these three
tables. If you only
need to measure
one set of giving
levels, you only
need to use one
table.
Education Constituent Describes the Graduated, Registered,
Status* record, Bio 1 current status of a |Dismissed, Probation,
tab, Education |constituent’s higher |Internship Program,
button education. Current Student, and
Transferred Out.
Ethnicity Constituent Classifies African American,

record, Bio 2
tab

constituents by
their ethnicity.

Hispanic, Asian, and
Caucasian.

Event Awards*

Participant
record
(accessed
through the
event or
constituent
record), More
Info button

Awards presented
to participants at an
event.

Golfing pass, Golf Clubs,
Gift Certificate, and
Volunteer Award.

Event
Expenses*

Event record,
Expenses tab

Any expenses
incurred from
holding a special
event.

Table Rental, Catering,
Room Rental, Green
Fees, Photography,
Printing, Supplies, and
Postage.

Event Groups*

Event record,
General tab

Used to group
events of a similar
type together. For
example, you may
hold several Dinner
events each year.

Summer Series of Fun,
Dinner, Alumni,
Auction, and Yearly Gala
Balls.

Event Menu
Items*

Dinner event
record, From
menu bar,
select Event,
Menu

Any food items you
serve at a dinner
event.

Caesar Salad, Potato
Salad, Vegetables, Beef
Wellington, and Trout
Almondine.
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Table Name L ocation Description Examples
Event Notepad |Event record, You can create Alternate Location
Types* Notes tab different categories |Information, Prospect

for event notes.
Security settings can
be based on
different types of
notepads.

Notes, Location Notes,
Participant Notes, and
Agenda.

Event Types*

Event record,
General tab

Describes the type
of event being held.

Golf Tournament,
Grand Opening,
Seminar, Yearly Gala
Ball, and Volunteer
Appreciation.

Event Units*

Event record,
Prices tab;
Participant
record,
Registration
Fees/Donations
tab; Constituent
Record, Events
tab, Registrant
Fees/Donations
tab

Describes what the
participant
purchased for the
event. The units you
use will vary
according to the
type of event you
are holding.

Individual, Foursome,
Hole in One Sponsor,
Corporate Sponsor,
Couple, Family, Group,
Adult, and Child.

Expense Types

Appeal record,
Attributes/Expe
nses tab

Any expenses
incurred from
fundraising through
a specific appeal.

Catering, Printing,
Postage, Phone
Charges, and Mailing
List.

Financial Data
Types*

Constituent
record,

Prospect tab,
Financial button

Tracks prospects’
assets.

Real Estate, Stock
Holdings, and Net
Worth.

Fund
Categories

Fund record,
General tab

Categories group
funds together. For
example, an
Equipment Fund,
Computer Fund, and
a Library Fund can
all be considered a
part of the General
Operating Fund
Category. Queries
can be created
based on Fund
Category
information.

Annual, Capital,
Scholarship,

Endowment, Restricted,

Unrestricted, and
Membership.
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Table Name L ocation Description Examples
Fund Goal This table is not |Defines levels of Exceed last year by 10%,
currently used |success you hope to |Exceed last year by 20%,
anywhere in reach with a fund. |and Exceed last year by
The Raiser’s 50%.
Edge. You can
associate it with
an attribute if
you want to
establish certain
goals for your
campaigns.
Gift Codes Gift record, Used to track gift Donor Wall, Hall of
Miscellaneous |characteristics. For |Fame, and Special
tab example, if your Honors.
organization
recognizes certain
constituents for
their gifts by placing
their names on a
plague, you can add
a gift code of
“Donor Wall” to
gifts that meet the
requirements.
Because you are
tracking whether a
constituent should
be included on the
donor wall, you can
use this information
to create a query or
a mailing for
individuals who
qualify for the
donor wall.
Gift Size This table is Allows you to run  |If the table has a gift
Analysis Codes |used for Statistical Reports |amount of SO and
reporting by Gift Size. These |another for $99, the
purposes. reports analyze the |Statistical Report by Gift

number of gifts
within your gift
amount ranges. Gift
amounts are
entered in
descending order.

Size automatically
reports on these
amounts as a range
(i.e.,0-99). You received
x amount of gifts from x
amount of donors
totaling x amount of
dollars. This report
determines the mean
gift size constituents
donate and other
statistics.
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Table Name

L ocation

Description

Examples

Gift Notepad
Types

Gift record,
Miscellaneous
tab

You can create

different categories

for gift notes.

Security settings can

be based on
different types of
notepads.

Planned Giving, Large
Donation, Solicitation
Information, and
Property.

Gift Subtypes

Gift record, Gift
tab; Fund
record, GL
Distributions
tab

Establish gift

subtypes to further

define your gift

entry. For example,
if your organization

receives frequent
donations of

computers, you can
select Gift-in-Kind in

the Gift type field
and enter a Gift

Annuity, Bequest,
Charitable Lead Trust,
and Acreage.

subtype of
Computers.
Income For an Indicates an Income ranges include
individual: individual’s or an $15,000-$19,999,
Constituent organization’s net  |$20,000-524,999, and
record, Bio 1 worth. Income Level |$25,000-529,999. These
tab, Business on the business ranges can be based on
button; for an |screen of an any increment your
organization: individual’s record |organization tracks.
Constituent tracks the salary
record, Bio 2 level for that
tab constituent. This
table should be set
up in ranges of
amounts in
descending order.
The Statistical
Report by Income
Range uses this
information.
Industries For an Industry tracks the |Transportation,
individual: type of business. Computers, Healthcare,
Constituent Construction, Finance,
record, Bio 1 Legal, Research, and
tab, Business Insurance.
button; for an
organization:
Constituent
record, Bio 2
tab
Information Prospect record | Tracks the source Tax Assessor, Prospect
Sources* (via Constituent |used to gather Research Firm, SEC, and

record,
Prospect tab,
Financial
button)

information about
your prospect’s
financial/asset
information.

S&P.
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Table Name

L ocation

Description

Examples

Instruments*

Prospect record
(via Constituent
record,

Further defines the
Type of Gift (e.g., for
a Planned gift when

DGA, IGA, CRAT, CRUT,
NIMCRUT, and PIF.

Prospect tab, preparing
Proposal proposals).
button)
Job Category* |Job record, Links similar jobs Coordinator, Event,
General tab under the same Office Staff,

umbrella. For
example you may
have several
different jobs that
are all for events.

Maintenance Staff, and
Instructors

Job Task* Job Assignment |Defines the type of |Counseling, Data Entry,
screen (via Job |task called forina |Facilitate Class, and
record, specific job Meal Server
Volunteers tab;

Constituent
record,
Volunteer tab)

Locations* Job Assignment |The name or Emergency Service
screen (via Job |specific address of a |Department, Mission
record, location where a job |and Shelter,
Volunteers tab; |will take place.

Constituent
record,
Volunteer tab)

Lodgings* Participant Lodgings are part of [Name of the hotel or
record, a participant’s other facility to which
General 2tab  |assignment the participant is

information, which |assigned. For example,
identifies special Dorms, Campsite,
table, seating, Cabins, and Off
lodging, or team Campus.

assignments for a

participantina

special event.

Mail Types On screens Identifies the type [Newsletter,
containing of mail the Acknowledgment
address constituent receives |Letter, Receipt,
information at the associated Reminder, Solicitation

address. You can Letters, and Birthday or
choose to send All  |Christmas Cards.

Mail Types, Selected

Mail Types, or No

Mail for each

address.

Major/Minor* |Education Identifies Accounting, Biology,
record, School |constituent’s area of |Business, Chemistry,
tab (via study. English Literature, and

Constituent
record, Bio 1
tab, Education
button)

Theology.
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Table Name

L ocation

Description

Examples

Marital Status

Constituent
record, Bio 1
tab

Defines a
constituent’s
current marital

Married, Widowed,
Divorced, Single,

Separated, Partner, and

status. Significant Other.

Media Type Constituent Identifies the type |Video, Picture,

record, Media |of media record you |Clipping, and

tab; Event are viewing or Document.

record, Media |adding.

tab; Proposal

record, Media

tab
Membership Membership Identifies the type [Joint, Child, Corporate,
Card Types* record, Card of membership card |Guest, and Temporary.

Information available with a

screen (via membership.

Membership

tab, Members &

Cards button)
Membership Membership A membership Lifetime, Student,
Categories* record, category defines the |Patron, Senior,

Membership level of giving Corporate, Sustainer,

tab required for a Benefactor, Individual,

(Membership
Categories are
established in
Configuration)

constituent to gain
membership in one
of your categories or
clubs. You can
define membership
categories based on
program titles,
minimum and
maximum dues
amounts, and

and Family.

number of
members.
Membership Membership Programs are used |Education, Individual,
Programs* record, to group Business Level, and
Membership membership Friends of the Museum.

tab (Programs
are established
in the
Membership
Categories link
of
Configuration)

categories under
the same umbrella.
For example, you
may have an
Education Program
that includes the
Sustainer,
Individual, and
Family categories.
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Table Name L ocation Description Examples

Membership Membership You can use High School, College,

Subcategories* |record, subcategories to Preservation Society,
Membership further define and International.
tab membership

(Subcategories
are established
in the
Membership
Categories link
of
Configuration)

categories. For
example, you may
have a Student
category, with
subcategories of
High School and
College.

Notepad Types |Constituent, Defines the Director’s Notes,
Event, and Gift |information stored |Solicitor’s Notes, Career
records, Notes |on the Notepad Notes, Confidential
tab record. These types |Notes, and Family

can be used to limit |Notes.
security access.

NZ Cities Biographical Used when Any city in New
importing or Zealand.
otherwise
manipulating
addresses located in
New Zealand.

NZ Suburbs Biographical Used when Any suburb in New
importing or Zealand.
otherwise

manipulating
addresses located in
New Zealand.

Organization
Type*

Constituent
record,
Prospect tab

Indicates the type of
organization to
which a prospect
has given in the
past.

Medical, Education,
Environmental, and
Youth Development.

Package
Category

Appeal record,
Packages Tab

Package categories
are a way to group
similar packages
together. For
example, you can
group packages for
booklets, brochures,
newsletters, and
postcards under the
Mailing category.

Newspaper, Website,
Radio, and Newsletter.

Participant
Status*

Event record,
Participants tab

Track a special event
participant’s status.

Paid, Not Paid, and
Complimentary.

Participation*

Event record,
Participants tab

Indicates a special
event participant’s
level.

Captain, Individual,
Team Member, and
Couple.
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Table Name

L ocation

Description

Examples

Phone Types

Individuals:
Constituent
record Bio 1 tab
(Home,
Alternate, and
Business
Address);
Organizations:
Constituent
record Org 1,

Classifies the phone
number by type.
Since every address
can have multiple
telephone numbers,
the type lets you
classify each.
Telephone numbers
should be enteredin
descending order of

Home, Car, Beeper,
Home Fax, Summer
Home, Winter Home,
Business, Business Fax,

Main Office, and E-mail.

and Contacts importance.
tabs
Professions Relationship Identifies a Administration,

General 1 tab.
(individuals via
Constituent
record,
Relationships
tab or Bio 1
tab, Business
button;
organizations
via Constituent

relationship’s
profession or
general area of
employment.

Banking, Computers,
Government, Medicine,
Law, and Engineering.

record, Contacts

tab)
Proposal Proposalrecord, |Indicates the reason |General, Inheritance,
Reasons* General tab (via |a proposal is being |Salary Bonus, and Sale

Constituent made to the of Business.

record, constituent. For

Prospect tab, example, she may

Proposal button |have recently

in action bar) received a salary

bonus or increase.

Proposal Proposalrecord, |Indicates the Initial Contact, Pending,
Status* General tab (via |standing of a Accepted, and Rejected.

Constituent proposal.

record,

Prospect tab,

Proposal button

in action bar)
Prospect Constituent Identifies areas or |Cancer Research, AIDS
Interests* record, specific programs to |Research, Children’s

Prospect tab which a prospect is |Programs, and Athletic

interested in giving. |Programs.

Prospect Constituent Indicates the Accepted, Active,
Status* record, standing of a Cultivation, Pending,

Prospect tab prospect. Rejected, and Solicited
Purposes* Proposalrecord, |ldentifies the West Wing Cancer

General tab (via
Constituent
record,
Prospect tab,
Proposal button
in action bar)

intended use of a
proposed donation
once received.

Center, Research

Current, Research
Endowment, and
Discretionary.
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Table Name L ocation Description Examples

Ratings* Constituent Prospect ratings are |Excellent Prospect,
record, obtained from Hesitant, Needs
Prospect tab research firms. Cultivation, Very Good,

Prospect ratings can |and Excellent.
vary depending on

your source of

information.

Reason * Drop Tracks why a Moved, Program Ended,
Membership membership was Failed to Complete
screen (via dropped. Payment Schedule,
Constituent Member Request, and
record, Check Returned.
Membership
tab, Drop
button on the
action bar)

Regions On screens Identifies the Pacific Northwest,
containing geographic location [Northeast, Southeast,
address of the address. MidWest, and Europe.
information

Registration Event record, Indicates how a Accepted, Declined,

Response* Participant registrant Requested More
(registrant) responded to an Information, and
record, event invitation. Tentative.

General 1 tab

Relationship Constituent Relationships Mother, Daughter,
record, describe the Father, Sister, Brother,
Relationships associations a Friend, Attorney,
tab constituent has with |Executor, Golfing

other individuals or [Partner, and Business
groups. Partner.

Religions Individual Identifies a Baptist, Catholic,

Constituent
record, Bio 2
tab

constituent’s
religious affiliation
or preference.

Jewish, Lutheran, and
Muslim.

School Types

Individual
Constituent
record, Bio 1
tab, Education
button

Classifies
educational
institutions.

Community College,
Technical College,
Junior College,
University, Law School,
and Medical School.

Schools Individual Defines the specific |The Citadel, Duke
Constituent name of an University, Yale,
record, Bio 1 educational Harvard, and University
tab, Spouse tab, |institution. of Washington.
Education
button

Solicit Code Constituent Indicates whether |One solicitation

record, Bio 1 or
Org 1tab

or how often a
constituent can be
solicited.

annually, Do not solicit,
Do not phone, Do not
mail, Removed by
request, and No mail
temporarily.
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Table Name L ocation Description Examples
Solicitor Goal |Solicitor These categories Food Costs, Flowers,
Categories Information group unspecified |and Mailing Fees.
screen, Goals  |goals (those not
tab (via associated with a

Constituent
record, Bio 1

campaign or fund).
For example, you

tab, Details may have a category

button) called Flowers, for
the purpose of
covering the
expense of flowers
or plants your
organization
purchases as
condolence or
congratulatory gifts
for constituents.

Solicitor Type |Solicitor Specifies the sort of |Annual, Campaign,
Information solicitor for a Event, Fund,
screen, specific assighment. |Membership, Staff, and
Assignments Volunteer.
tab (via

Constituent
record, Bio 1

tab, Details
button)
Sources Constituent Identifies the Forbes, General
record, organization that Research, Marts &
Prospect tab. provided a prospect |Lundy, The Whelan
rating. Group, and
Econometrics
Special This table is not |You can use this Boating, Photography,
Interests currently used |[table to track areas |Reading, and Soccer.

anywhere in
The Raiser’s
Edge. You can

associate it with

an attribute if
you want to

track interests

for your
constituents.

of interest for your
constituents. For
example, you could
target invitations to
golf tournament
event to
constituents with
the special interest
of “Golf”
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Table Name L ocation Description Examples
Sporting Event |Sport Indicates the Sea Gull Course, Osprey
Location Information location of a Course, Track A, and
screen (via particular Track B.
Participant participant for a
record sporting event. For
General 1tab, |example, your golf
More Info tournament may be
button) held at a country
club with more than
one course. You can
select which course
a participant is
scheduled to play on
here.
Sporting Event |Sport Indicates the Captain, Pitcher, Second
Position Information position a base, and Goalie.
screen (via participant is
Participant assigned for a
record sporting event.
General 1 tab,
More Info
button)
States On screens Indicates state in an |All states
containing address
address
information

Suffixes (This
table is
established
when the
program is
installed. You
can change or
add to this
table when the
need arises.)

For individuals:
Constituent
record, Bio 1,
Spouse, and
Relation tabs.
For
organizations:
Constituent
record, Contacts
tab

A suffix is an
addition to the
constituent’s name.
It appears after the
last name.

Jr., Sr., I, and MD. Any
punctuation that should
print before the suffix
should also appear in
the table.

Targets

Constituent
record, Bio 2
tab

Indicates the
amount you hope
will be donated per
year. This table
establishes ranges
for amounts in
descending order.
An Analytical
Report, Actual vs.
Target Report,
compares the
targeted amount
with the actual
amount donated.

$10,000-$14,999,
$15,000-$19,999, and
$20,000-$24,999. These
ranges can be based on
any increment your
organization tracks.
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Table Name L ocation Description Examples
Teams* Sport Used to group Teams for a golf
Information constituents tournament, a walk, or
screen (via participatinginan |a run.
Participant event as a team.
record
General 1 tab,
More Info
button)
Titles (This For individuals: |ldentifies a Mr., Reverend, Dr., Mrs.,
table is Constituent constituent’s Judge, Father, and
established record, Bio 1, “titles.” You do not |General.
when the Spouse and need one title for
program is Relation tabs. |“Mr. and Mrs.”
installed. You |For Instead, place the
can change or |organizations: |[constituent’s title in
add to this Constituent the first title field

table when the
need arises.)

record, Contacts
tab

and the spouse’s
title on the Spouse
tab.

Travel Name*

Participant
record,
General 2 tab

Indicates how a
participant will be
travelling to an
event.

Delta, American,
Southwest, or Amtrak.

Travel Type*

Participant
record,
General 2 tab

Indicates method of
transportation a
participant will use
to travel to an
event.

Airline, Train, Taxi, and
Limousine.

Tribute Types*

Tribute record
(via Constituent
record,
Honor/Memori
al tab; Gift
record, Tribute
tab)

Indicates why a
tribute gift is being
given.

For the Benefit of, In
Bequest of, In Honor of,
In Special Recognition
of, and In Support of.

Types of Gift*

Proposal record
(via Constituent
record,

Identifies the form
of payment the
prospect will donate

Cash, Pledge, Planned
Gift, Annuity, Trust, and
Bequeath.

Prospect tab, to fulfill a proposed

Proposal donation.

button)
Vendor Participant Indicates what a Registration, Florist,
Purpose* record, participant vendor |Caterer, Awards,

Participation
tab

will be providing at
an event.

Parking Services, and
Provide appetizers.

Vendor Rating*

Participant
record,
Participation
tab

Indicates the merit
of a vendor at an
event.

Four Star, Highly
Recommended, and
Excellent.

Volunteer
Checklist*

Constituent
record,
Volunteer tab;
Job record,
Details tab

Indicates items a
volunteer must
complete before she
can be assigned to a
job.

Complete Application,
Attend Orientation,
Tetanus Shot, and
Health and Sanitation
Class.
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Table Name L ocation Description Examples
Volunteer Constituent Indicates which Orientation Letter,
Checklist record, letter should be Application Letter,
Letters* Volunteer tab |sent to a volunteer |Health Letter, and
as thanks or Checklist Thank-you.
acknowledgement
for completing a
checklist item.
Volunteer Constituent Tracks special CPR, Historic
Courses* record, training/courses a  |Preservation, Water
Volunteer tab; |volunteer has Safety, First Aid, and Job
Job record, completed or that |Skills Assessment.
Details tab are necessary to
perform a job.
Volunteer Constituent Identifies special Class 1A, Red Cross

License Type*

record,
Volunteer tab;
Job record,

licenses a volunteer
possesses or that
are necessary to

Certified, Driver’s
License, CPR Certified,
and Contracting

Details tab perform a job. License.
Volunteer Constituent Indicates medical TB Test, Tetanus Shot,
Medical record, information which |Diabetes, and Heart

Information*

Volunteer tab;
Job record,

might qualify or
disqualify a

Condition.

Details tab volunteer for a job.
Volunteer Constituent Indicates a job title [Supervisor, Runner,
Positions* record, or type of work a Food Server, and

Volunteer tab;
Job record,
Volunteers tab

volunteer will be
assigned to on a job

Greeter.

Volunteer Skill

Constituent

Tracks levels for a

Average, Above

Levels* record, volunteer’s skills. Average, Highly Skilled,
Volunteer tab; |For example, if Expert, and Minimal
Job record, typing is a skill a Training.
Details tab volunteer needs,
you can track the
number of
words/minute the
volunteer can type.
Volunteer Constituent Identifies special Typing, Construction,
Skills* record, skills/experiences Plumbing, Artistic, and
Volunteer tab; |the volunteer Interpreter.
Job record, possesses or that
Details tab are required to
perform a job.
Volunteer Constituent Identifies special Wheelchair, Wheelchair

Special Needs*

record,
Volunteer tab;
Job record,
Details tab

needs that may
disqualify
volunteers from
performing certain
jobs.

Access, and Baby sitting
Service.

Volunteer
Status*

Constituent
record,
Volunteer tab

Identifies the
volunteer’s current
standing.

Active, Inactive, Former,
In Training, and Part
time.
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Table Name L ocation Description Examples
Volunteer Constituent Defines the Office Staff, Phonathon,
Types* record, volunteer’s purpose |Corporate, Interpreter,
Volunteer tab; |for volunteering. Medical Staff, and
Job record, Office Staff.
Volunteers tab
Volunteer Constituent Indicates the type of |Car, Truck, Four Wheel
Vehicle Type* |record, vehicle to whicha |Drive, and SUV.
Volunteer tab  |volunteer has
access.

Addressee/Salutations

From the Addressee/Salutation page, you can view, add, edit, and delete formats for the Addressee/Salutation
tab of the constituent record.

An addressee is how a constituent name appears on mailing labels, reports, and the inside address of letters. A
salutation is how you greet a constituent in letters or other mailings. Standard entries are included with The
Raiser’s Edge, but you can add to or change the formats currently in the program as necessary.

You can add characters and words to the list of choices for fields in your addressees and salutations. For example,
you can add Guest as a field so you can create addressees or salutations of “Mr. Smith and Guest” for any event
that involves guests.

Want to know about “Format an Addressee/Salutation” on page 47? About “Manage Addressee/Salutations” on
page 507?
» Add an addressee/salutation
You can add new addressee/salutation formats to those already in the program.
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.

Note: The Addressee/Salutation examples listed are sample formats. The names used are fictitious and are
meant only to provide examples of available formats.

2. Click Addressee/Salutations. The Addressee/Salutations page appears.

Configuration ] New Addr/Sal <) Open ¥, Insert 2% Delete... Fields 4 Up ¥ Down

General
Tables

Addr/sal

Mr. and Mrs. Wiliam H. Smith, Ir.

b Mr. and Mrs. Willam H. Srith
Salutations

Mr. and Mrs. Wiliam H. Smith, Ir., Class of 1980
Atributes - ;

Mr. William H. Smith and Mrs. Margaret A. Adams
T Mrs. and Mr. Margaret A. Adams, MD
Institutions . . g . ’

Mrs. Margaret A. Adams and Mr. Willam H. Smith
General Ledger
o Dr. Wiliam and Margaret Smith

sl Mr. Willam H. smith, Ir.
s R Mr. Dr. Willam H. Smith, Ir.
Business Rules | ||| willam H. smith, r.
Fields Srrith, Willam H.
Member_ship Willam Henry Smith, Ir.
ey Mrs. Margaret A. Adams, MD =
Custom Views
Reporting Addressees / Salutations
Hierarchies
View, add, edit, and delete formats for the A i tab of the c i record

The grid lists all defined addressees and salutations in the program.
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Note: An addressee/salutation created using New Addr/Sal appears at the bottom of the list in the
Addressee/Salutations grid. You can click Insert to create a new addressee/salutation and place it wherever
you want in the grid. You can also use the Up and Down arrows to change the order of the
addressee/salutations in the grid.

3. On the action bar, click New Addr/Sal. The New Addressee/Salutation screen appears.

New Addressee [Salutation I
File Edit Addr/Sal Help

| A 5ave and Close = | = | 1 &

Select the fields and formatting options that you wizh to include in the addreszee/salutation,

Field Name Initial I Comma I Cond I Hard Brk I Concat I Smart Up |
Ll = r r I r r
[iawat |

2. ‘
-

| i

Preview: I

4. To view a list of the fields you can use to build a new addressee/salutation, place your cursor in the top
field of the Field Name column and click the down arrow. An addressee of “Mr. and Mrs. William H. Smith,
Jr” appears as:

Field Name | tritial |

| |Title 1

and
__|5pouse Title 1
__|First Mame
__|Middle Mame
Last Mame
Suffizx 1

o A U A i e

You can add to and edit the selections available in this column, see “Add fields as addressee/salutation
choices” on page 53.

5. When you select Constituent Addr/Sal as an entry in the Field Names column, you create an embedded
addressee/salutation. With embedded addressee/salutations, you define the Const Addr/Sal field each
time you use the addressee or salutation.

For example, you can select Constituent Addr/Sal and attach it to another field such as Position. This
creates an embedded addressee/salutation.

Field Marne I
|| enstituent addr/5al
L Pasition

When you select this embedded addressee/salutation on a constituent record, you can then select any
other defined addressee or salutation, and the program automatically places the entry from the Position
field of the constituent’s Business record behind it. So you could have an addressee/salutation of “Mr.
William Smith, President”.

6. On the toolbar, click Save and Close. You return to the Addressee/Salutations page.
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Format an Addressee/Salutation

You can apply a variety of format options to your addressees and salutations. You can mark a checkbox to
activate any of these options: initial, comma, conditional break, hard break, concatenate, and smart.

¢ “Initial” on page 47

e “Comma” on page 48

e “Conditional Break” on page 48
e “Hard Break” on page 49

e “Concatenate” on page 49

e “Smart” on page 50

Initial

Note: Any checkbox that appears in color is locked as unmarked. If you have security rights, you can determine
the color in which locked items appear on the Color tab of User Options.

When you mark this checkbox, the corresponding field is initialized. For example, to make a constituent’s middle
name appear as an initial followed by a period, select the Middle Name row, then mark the checkbox in the
Initial column. Instead of “Mr. and Mrs. William Horace Smith”, the middle name is abbreviated and appears as
the initial “H” followed by a period. The Preview box displays an example of an addressee/salutation with your
format selections.

Field Heme | mitial | comma | cond | Hard erk | concat | smart |
| |Title 1 O r - - - =
| Jand r O r r - -
| |5pouse Tite 1 |l r r r -
|__|First Mame Il - r r r
|__|Middle Mame ~ r r r r r
| |Lask Mame Il Il r r r r
| |5uffix 1 Il r r r - r
= [ = = = R = =

Previev: |Mr. and Mrs. “williarm H. Srith, Jr.

Want to know about the other options to “Format an Addressee/Salutation” on page 47?
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Comma

When you mark this checkbox, the program inserts a comma and space before the corresponding field. For
example, to place a comma between the last name and constituent code in an addressee/salutation, select the
Constituency Abbrev row and mark Comma.

Field Marme I Iniitial | Camma | Cand | Hard Brk | Cancat I Smatk I
[ |ritle 1 C C r r r r
|__|First Mame [ [ Il Il Il -
Last Mare |_ |_ r - r |
|__fConstituency Abbrev - ¥ |_ |_ - r

Prewview: |Mr. “eilliarn Srrith, AL

Want to know about the other options to “Format an Addressee/Salutation” on page 47?

Conditional Break

When you mark a checkbox in the Cond column, the program starts a new line of text at a specified point only if
the addressee/salutation is too long to fit on a mailing label. For example, if you have a couple with different last
names, the addressee/salutation may be too long to fit on one line of a label, so you can set up the addressee to
read as follows:.

Y Mr. William Henry Smith and C
Mrs. Margaret Anne Adams

The program breaks the addressee/salutation after the field with the marked checkbox. To make a line break
after “and”, select the and row and mark Cond. If the addressee/salutation can fit on one line, the program does
not make the line break after “and”.

Field Marne I Initial I Comma | Cond I Hard Brk. | Concat I Smeﬂ
| |Title 1 I r r r r r
| |First Mame Il [ (Il Il (Il r
| |Middle MName r r r r r r
I Last Mame Il - r Il r r
| |and r - v r r r
| |5pouse Title 1 - Il - - - v
. Snfuse Fir sk Mame I I I r r F d

Freview: |Mr. "william Herry Smith and Mis. Margaret &Snne Adams

Want to know about the other options to “Format an Addressee/Salutation” on page 47?
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Hard Break

When you mark a checkbox in the Hard Brk column, a new line of text always starts after the specified point. For
example, if you have an addressee of “Mr. William Smith and Mrs. Margaret Adams” and mark the hard break
option on the same line as and, the program always forces a line break after “and”. Even if the entire
addressee/salutation fits on one line of a label or envelope, the program breaks it into multiple lines.

Field Mame | Iniial | Comma | Cond I Hard Brk. I Concak I Smatk |
| |Title 1 r r r r r r
|__|First Mame r r r r r r
| |Last Mame [ [ [ [ [ [
| Jand r r [ O I
| |Spouse Title 1 [ Il [ [ [ Il
|_|5pouse Firsk Mame [ Il [ [ [ Il
|| |5pouse Last Mame [ Il - - - Il

Frewvies: IMr. William Smith and krs. Margaret Adams
Want to know about the other options to “Format an Addressee/Salutation” on page 47?

Concatenate

When you mark a checkbox in the Concat column, the program removes the space after the selected field. This is
especially useful for constituents with hyphenated names. For example, with an addressee of “Mrs. Margaret
Adams - Smith”, when you select the concatenate option for Spouse Last Name and hyphen, the space after each
of these fields is removed. This results in an addressee of “Mrs. Margaret Adams-Smith”).

Field Marme | Initial | Canmma | Cond I Hard Brk I Concat I Smatk |
| |5pouse Title 1 [ Il Il - - Il
|__|5pouse First Mame r I I r I r
| |5pouse Last Mame [l |_ r [l Iw |_
e r - © © F
| |Lask Marne r r r r r I
| r r r I I r

Presiguw: |M rz. Margaret Adams-Smith

Want to know about the other options to “Format an Addressee/Salutation” on page 47?
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Smart

When you mark this checkbox, the program removes any field included in the addressee/salutation that does not
contain an entry on the constituent record. The program also removes connecting fields such as “and”. For
example, if the addressee is “Mr. and Mrs. William Smith” and you select Smart by the Field Name Spouse Title 1,
“and” is eliminated if no entry appears in the Spouse field of a constituent record to avoid an addressee of “Mr.
and William Smith”.

Field Marne | Inikial | Comma | Cond I Hard Brk I Concat I Srark |
| |Title 1 r r r r r r
| |and r - - r r r
| |Spouss Title 1 - r r - 0O | r:"
| |Firsk Mame [l - - l l -
|__|Lask Mame [l - - l l -
| r I I r r I

Frresviets: |Mr. and rs. william Smith

Want to know about the other options to “Format an Addressee/Salutation” on page 47?

Manage Addressee/Salutations

You can edit existing addressee/salutations, or, if they are not in use on any records, delete them from the
program. You can insert a new addressee/salutation at a specified point in the grid on the Addressee/Salutations
page. To increase the versatility of your mailings and reports, you can also specify fields as additional choices
when you build new addressee/salutations.

The management of addressee/salutations consists of the following procedures:
¢ “Edit an addressee/salutation” on page 50

¢ “Insert an addressee/salutation into the Addressee/Salutation grid” on page 52
¢ “Delete an addressee/salutation” on page 52

¢ “Add fields as addressee/salutation choices” on page 53

e “Print addressee/salutations” on page 53

¢ “Move an address/salutation up or down in the grid” on page 53

» Edit an addressee/salutation

You can edit addressee/salutations already in the program. Usually, you will probably want to create a new
addressee/salutation rather than change an existing one. However, at some point you may need to change an
established entry.

Scenario: You need to change the addressee/salutation “Dr. William and Margaret Smith” to
include a spouse title. You have a relatively small database and do not think your organization
will ever use the addressee/salutation in its current format. You would rather edit it than
create an entire new addressee/salutation.

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Addressee/Salutations. The Addressee/Salutations page appears.
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3. Inthe grid, select Dr. William and Margaret Smiththe addressee/salutation to edit and click Open on the
action bar. The Addressee/Salutation screen appears.

Addressee/Salutation E
Ele Edit AddvSal Help
[ S ave and Close '| (= | 1 b

Select the fields and farmatting optiohs that pou wizh to include in the addressee/zalutation.

Field Mame Inikial | Camma | Cond | Hard Brk | Caoncat | Smark |l |

?- |

| [z Hc B 00 ¢

| [First Name Il Il r r | r Dl
| |and i r r r r r

| Spouse First Name - - - [l [l |

| |Lask Mame | | i r r i

- r r r r [ r

Kl i

Preview: IDr. ‘william and Margaret Smith

4. Click in the box on the far left of the Spouse First Name row. The entire row highlights.

AddresseelS alutation
File Edit Addi/Sal Help
[ 5 ave and Closs v| H % | L | ? - |

Select the fields and formatting optiong that you wizh to include in the addressee/zalutation.

Field Marne | Inikial | Comma | Cond | Hard Brk | Concak | Smark Up |
| |ritle 2 [ [ r r r |
| |First Mame r r r I [ - Do |

and - L L L - E Insert Fow
| |Last Name r r r r X Delete flow..
| r r r I & Find...
KX B0 Expart Addr/Sal Grid...
Preview: ID . William and Margaret Srnith 3 Export Addi/Sal Grid to Excel
& Frint

5. Right-click and select Insert Row. In the grid, a new row appears above the Spouse First Name row.

Note: When you save changes to an addressee/salutation, all records that use that addressee/salutation that
are not marked as editable are updated. If this involves a large number of records, a message appears to show
the number of records affected and asks whether to continue. Any record specified as editable that you later
make not editable is also affected by the change.
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»

6.

Click in the Field Name column of the new row. The down arrow appears. Click the down arrow to see a
list of field choices. Select “Spouse Title 1” from the list. The Preview shows the edited
addressee/salutation.

Addressee/Salutation [ %]

File Edit Addri/Sal Help
ESaveandCIose'lu X| 4 b| ? - |

Select the fields and formatting options that you wizh to include in the addressee/salutation.

Field Mame | Inikial | Camma | Cond | Hard Brk | Concat | Smeﬂ Up

| |Title 2 r r r r r I

| |Firsk Mame i i i r ol r Dogn
|_Jand r r r r r r

| [spouse Title 1 = - r r r - r

| Spouse First Mame l_ l_ l_ l_ l_ P

| |Lask Mame i i i r r r

AR [ N B r _>rl_|

Frewview: IDr. ‘william and Mre. Margaret Smith

In the Smart column, mark the checkbox for the Spouse Title 1 row and unmark it in the Spouse Last
Name row. This avoids salutations of “Dr. and Smith” when you use the addressee/salutation with a
constituent record that contains no entry for a spouse.Edit the selected addressee/salutation as
necessary.

To save your changes, click Save and Close on the toolbar. You return to the Addressee/Salutations page.
The edited addressee/salutation now appears in the list.

Insert an addressee/salutation into the Addressee/Salutation grid

You can create a new addressee/salutation and insert it above an entry you select in the grid. If you create an
addressee/salutation to be used frequently, you can place it at the top of the grid to speed data entry.

o vk wnN PR

On the Raiser’s Edge bar, click Config. The Configuration page appears.
Click Addressee/Salutations. The Addressee/Salutations page appears.
In the grid, select the entry above which to place the new entry.

On the action bar, click Insert.

Follow the steps for “Add an addressee/salutation” on page 45.

To save the new addressee/salutation, click Save and Close on the toolbar. You return to the
Addressee/Salutations page. The new addressee/salutation appears in the grid.

Delete an addressee/salutation
You can delete only addressee/salutations that are not currently in use.

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

Click Addressee/Salutations. The Addressee/Salutations page appears.

Select the entry to delete.

On the action bar, click Delete. A verification message appears.

To delete the addressee/salutation, click Yes.

If the addressee/salutation is in use on a record, a warning message appears. Click OK.
You return to the Addressee/Salutations page.
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» Add fields as addressee/salutation choices

You can add new symbols or words to use with your addressees and salutations.

Scenario: You need to create a new addressee/salutation of “Mr. Smith and Guest” for
invitations to your galas, parties, and other events. You need to add Guest as a field choice to
create the new addressee/salutation.

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Addressee/Salutations. The Addressee/Salutations page appears.

4.
5.

In the action bar, click Fields. The Addressee/Salutation Fields screen appears.

i Addressee/5 alutation Fields

Field Marnes I akK I
| |and = |
a ance |

Friend
Guesk

Scroll down to the bottom of the Field Names grid. In the last cell, enter the new field, such as Guest.

To save your addition, click OK. You return to the Addressee/Salutations page. When you edit an existing
addressee/salutation or create a new one, the new fieldGuest now appears in the list of choices in the
Field Name column.

» Print addressee/salutations

You can print a list of all your addressee/salutations to keep as records for your files or to create a checklist for
mailings. You can also print separate detail reports for your addressee/salutations to show all the format
options selected for each of them.

1.
2.
3.

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

Click Addressee/Salutations. The Addressee/Salutations page appears.

In the Addressee/Salutations grid, right-click and select Print. A submenu appears.
¢ To print a list of all the addressees and salutations in the grid, select Grid only.

¢ To print a more detailed report, including the format options selected for each addressee/salutation,
select Addressee/Salutations Report.

» Move an address/salutation up or down in the grid

Tip: You can use this procedure to place the most popular entries at the top of the grid. They then appear at
the top of the list when you click the down arrow in an Addressee/Salutation field. This saves you time
scrolling through less used entries.

You can adjust the order addressee/salutations list in the grid.
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Addressee/Salutations. The Addressee/Salutations page appears.

3.

In the grid, select the addressee/salutation to move.
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4. Click the up arrow to move the addressee/salutation up one line or the down arrow to move it down one
line in the grid.

Attributes

To add flexibility to your record keeping, use attributes to define and store special information about a wide
variety of record types. You can identify a category for the attribute and then store an entry specific to that
category.

“More About Attributes” on page 54
“Attribute Types” on page 54
“Define Attributes” on page 55
“Manage Attributes” on page 58

More About Attributes

Make sure you do not confuse attributes with information such as constituent codes. We recommend that at
least one constituent code appear on each constituent record to explain why it is in your database. For example,
you can code constituents as Volunteers, Prospects, Alumni, or any other entry to specify why someone is a
constituent. For information about constituent codes, see the Constituent Data Entry Guide.

Use attributes to define specialized information about your constituents and track information for which no field
exists in The Raiser’s Edge. For example, to more accurately target your solicitations, you can set up an
“Interests” table for your constituents with entries such as Golf or Gardening.

Attributes are available on many screens and are specific by type. For example, attributes for a gift type are
available only for gifts, not constituents or other records.

“Attribute Types” on page 54
“Define Attributes” on page 55
“Manage Attributes” on page 58

Attribute Types

Constituent Attributes. Use constituent attributes to track specialized information on constituent records,
such as categories for “Special Interests”, “Committees”, and “Important Dates”.

Gift Attributes. Use gift attributes to track specialized information on gift records, such as “Deposit Dates” and
“Designations”.

Action Attributes. Use action attributes to track specialized information on action records. For example, you
can use a category for phone calls called “Phone Call Outcome” with entries such as “Busy — call again”, “Left
message with service”, and “Left message with person”.

Event Attributes. If you have the optional module Event Management, use event attributes to track specialized
information on event records. For example, for a charity auction you can use a category called “Items
Donated” to list the items to be auctioned as entries.

Participant Attributes. If you have the optional module Event Management, use participant attributes to track
specialized information on participants in your events. For example, for a banquet, you can use the category
of “Seating Preference” to enter any considerations for a participant.

Education Attributes. Use education attributes to track specialized information on constituent education
records. For example, you can create a category named “Academic Honors” with entries such as “Phi Beta
Kappa”, or “Dean’s List”.
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Campaign Attributes. Use campaign attributes to track specialized information on campaign records. For
example, you can specify who the campaign manager is or whether the campaign targets major donors only.

Fund Attributes. Use fund attributes to track specialized information on fund records. For example, a hospital
Equipment Fund may specify restrictions for what types of equipment can be purchased with proceeds from
the fund.

Appeal Attributes. Use appeal attributes to track specialized information on appeal records. For example, you
can specify different lists you purchased for a mailing so you can later determine which was most effective.

Package Attributes. Use package attributes to track specialized information on the Packages tab of appeal
records. For example, if you have a package for a mailing of a glossy brochure, you can add a category called
“Contacts” and add names of the employees you deal with at the printing company.

Address Attributes. Use address attributes to track specialized information on constituent address records.
You can create a category called “Mail Types” and enter the type of mailing such as “Newsletter” or “Thank
you letter” that should go to each specific address on a constituent record.

Job Attributes. If you have the optional module Volunteer Management, use job attributes to track specialized
information on job records. For example, you can track the level of education required for a job — whether
the job calls for a college or technical education, a high school education, or has no special education
requirements at all.

Membership Attributes. If you have the optional module Membership Management, use membership
attributes to track specialized information on membership records. For example, you can track why a
membership is upgraded or downgraded (such as child went to college, new baby, or couple separated) or the
origin of a membership (such as walk-in, mailing, or promotion).

Individual Relationship Attributes. Use individual relationship attributes to track specialized information for
individual relationships of individual or organization constituents. When you add an individual relationship
record to a constituent record, you can define special information such as interests, academic honors, or
committees for the relationship.

Organization Relationship Attributes. Use organization relationship attributes to track specialized
information for organization relationships of individual or organization constituents. When you add an
organization relationship record to a constituent record, you can attach information such as the business
hours of a company or whether the company is a public or private organization.

Account Attributes. Use account attributes to track specialized information for your bank accounts such as the
specific purposes of an account, contacts at financial institutions, and who opened the account.

Proposal Attributes. If you have the optional module Prospect Research Management, use proposal attributes
to track specialized information for your proposals such as specific interests of the prospect the proposal
targets.

“Manage Attributes” on page 58
“Define Attributes” on page 55

Define Attributes

You can create an entry for any type of information your organization tracks. You assign a category to each
attribute. For example, you can assign a category of “Committees” to your constituent records. You can also add
comments to the attribute such as “Constituent is a lifetime member of the Planning Committee.”
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» Define an attribute

You can identify the types of information to store and create new tables for your attributes.This procedure
creates a new constituent attribute, but you can use similar steps to create any type.

Scenario: You want to create a constituent attribute to track your constituents’ interests. The
attribute needs to be in the form of a table so you can define entries to help target your
appeals.

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

G Add flexiility to your record keeping by giving you the abilty to define and store special information about a wide variety of record types.

What are the afiribute data types?

On the left, a list of attribute types appears. On the right, the attributes grid appears.
3. From the list, select the type of attribute to define, such as Constituent.
In the grid, click in the first available row in the Description column.

Note: The description you enter for an attribute in the grid on the Attributes page becomes the category on
the Attributes grid in a record.

5. In the Description column, enter a category for the attribute, such as “Interests”.

6. To move your cursor to the Data Type column, press TAB on your keyboard.

7. In the Data Type column, select the format for the attribute. For example, to select the attribute entry
from a table, select “Table”. For information about the data types, see “Attribute Data Types” on page 58.

Warning: You cannot change the data type on attributes with existing data.

8. If you select “Table” in the Data Type column, the Table Name column is enabled. To move your cursor to
the Table Name column, press TAB on your keyboard. In the Table Name column, select an existing table
with which to link the attribute or create a new table.

To create a new table for the attribute:
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a. In the Table Name column, select “[Add New Table]”. The Add New Table screen appears.

Add Hew Table

Marme: IInterests

k. Cancel |

Note: You can create Attribute tables through the Attributes link; however, you add entries to the table
through the Tables link of Configuration.

9.

10.

11.

12.

13.

b. In the Name field, enter a unique name for the table such as “Interests”.
c. Click OK. You return to the Attributes page. The new attribute entry appears in the grid.

To allow users to attach only one attribute to a record, such as only one interest to a constituent record,
mark the checkbox in the Allow Only 1 per Record column.To allow users to attach multiple attributes to
a record, do not mark this checkbox.

To require users select an entry for an attribute before they can save a record, mark the checkbox in the
Required column. To not make an attribute entry a requirement to save a record, do not mark this
checkbox.

To allow users to select the attribute on records of the applicable type, mark the checkbox in the Active
column.

To not display the attribute on records of the attribute type, such as if your organization no longer tracks
the attribute, unmark this checkbox. When you unmark this checkbox, the attribute no longer appears as
a selection on records of the attribute type.

If you add a new table as the data type, enter the entries for the new table.
a. Atthe top of the Attributes page, click Configuration. The Configuration page appears.
b. Click Tables. The Tables page appears. The new table appears in the list of tables on the left.

c. To add entries to the new table, follow the procedure for “Add a table entry” on page 11. For
example, when you include entries such as “Golf” or “Tennis” for an Interests table, you can target
appeals or events such as an annual golf tournament for your constituents according to their
interests.

d. Once you enter data into the table, click Configuration. The Configuration page appears.

e. Click Attributes. You return to the Attributes page. In the grid, the Data Type and Table Name
columns in the row of the attribute with the new table are locked. You cannot edit these columns.

To associate the attribute with a record:

a. In Records, open the record to associate with the attribute. For example, for an attribute for a
constituent, open a constituent record.

b. Select the Attributes tab.

c. Inthe Category column, the descriptions entered in Configuration for active attributes appear as
selections. Select the description of the attribute to associate with the record.

w Binl | v Bin2 | v iddrezzes | v dddreszees/S alutations | v Fielationzhips | Aippeals I Motes
v Gifts Attributes I Iedia I W Actions | Honortdemarial I Wolunteer | tembership I Ewents
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|
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d. In the Description or Short Desc. column, the entries entered in Configuration for the attribute
appear as selections. Select the entry for the attribute to associated with the record. For example, if
you select a data type of “Table” for the attribute, select the entry from the list defined in the Tables
link of Configuration.

e. In the Date column, enter the date you associate the attribute with the record.
f. In the Comments column, enter any additional useful information about the attribute.
14. Click Save and Close. You return to Records.

Attribute Data Types
On the Attributes page, in the Data Type column, you select the data type of each attribute. The data type you
select determines the data entry format accepted for the attribute.

¢ Text - To enter free-form text, select Text. This is the least restrictive data entry format. However, since the Text
format does not allow you to maintain consistency in your database, we recommend you select this format only
when no other data types are applicable.

¢ Number - To enter only positive integers, select Number. For example, you can enter “4”, but not “four”. You
cannot enter decimals or negative numbers.

¢ Date - To enter only dates that include a day, month, and year, select Date.
¢ Currency - To enter a monetary value, select Currency.
¢ Yes/No - To enter only a value of either Yes or No, select Yes/No.

¢ Table - To select a value from a table in the database, select Table. When you select this format, the Table Name
column is enabled so you can select the table with which to link the attribute.

Note: To link a constituent record as an attribute on another constituent record, in the Data Type column,
select “Constituent Name”.

¢ Constituent Name - To search for and select a constituent from your database, select Constituent Name. When
you select this format, the Open screen for constituents appears so you can find a constituent to store as an
entry.

¢ Fuzzy Date - To enter incomplete dates, such as a year only, select Fuzzy Date. For more information about how
to enter partial dates, see the “Program Basics” chapter of the Program Basics Guide.

Manage Attributes

You can define new attributes using a variety of data types. You can edit existing attributes and determine the
order in which they appear in the grid on the Attributes screen. If your organization no longer uses an attribute
on any records, you can delete it from the program.

Attribute management consists of the following procedures:
e “Determine the order of attributes in the grid” on page 58
e “Delete an attribute” on page 59

e “Print attributes” on page 59

» Determine the order of attributes in the grid

Tip: The order you set here determines the order of the attributes when you click the down arrow in the
Category column on a record. You can place your most popular entries at the top to save time scrolling through
your less used entries during data entry.

You can determine the order in which attributes appear in the Attributes grid.
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
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Click Attributes. The Attributes page appears.

From the list, select the type of attribute to sort.

In the grid, select the row of the attribute to move in the order.

On the action bar, click Up or Down to the move the selected attribute up or down one line in the grid.

» Delete an attribute

Note:

If an attribute your organization no longer uses appears on records, you can make the attribute inactive

rather than delete it. Inactive attributes no longer appear as selections when you assign attributes to records.
To make an attribute inactive, unmark its checkbox in the Active column on the Attributes page.

You can delete only those attributes which are not in use on any records. This procedure details how to delete
a constituent attribute, but you can follow the same steps to delete any type.

u b W N

6.

Note:

If an attribute your organization no longer uses appears on records, you can make the attribute inactive
rather than delete it. Inactive attributes no longer appear as selections when you assign attributes to
records. To make an attribute inactive, unmark its checkbox in the Active column on the Attributes page.

Scenario: A worker at your organization decides to delete a constituent attribute of “Committees” to
list the committees on which a constituent serves. The attribute is currently used on several
constituent records.

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

Click Attributes. The Attributes page appears.

From the list, select the type of attribute to delete, such as Constituent.

In grid, place the cursor in the Description column of the attribute to delete.
Click the box on the far left of the row. The entire row is selected.

To select multiple rows simultaneously, select a single row, hold the left mouse button down, and move
the mouse up or down to select the rows.

Press DELETE on your keyboard. A message appears to verify the deletion of the selected rows.

When you delete an attribute with a data type of “Table,” you must first delete the attribute and then

delete the table in the Tables link.

7.

To delete the attribute, click Yes.
If the attribute is not in use on any records, the program deletes it. You return to the Attributes page.

If the attribute appears on a record, you cannot delete it. A message appears to inform you that the
attribute is in use. Click OK. You return to the Attributes page. To delete the attribute, you must first run a
guery to find all records that include the attribute and remove the attribute from each record.

» Print attributes
You can print simple lists for each type of attribute or a detailed report of all attributes to keep for your files.

1.
2.
3.

On the Raiser’s Edge bar, click Config. The Configuration page appears.
Click Attributes. The Attributes page appears.
From the list, select the type of attribute to print, right-click, and select Print. A submenu appears.

e To print a list of attributes as they appear in the grid, select Grid only. The program sends a list of
attributes of the selected type to the printer.
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¢ To print detailed information for each attribute in the grid, such as the data type and whether the
Allow only one and Required checkboxes are marked, select Attributes Report. The program sends
information for each attribute of the selected type to the printer.

Financial Institutions

You can create bank records to store information such as account names and numbers, user numbers, locations
of bank branches, transit/routing numbers, and customized notes.

This option is usually used in conjunction with the optional module Electronic Funds Transfer to facilitate your
electronic funds transfers; however it can be used to track information even if you do not have Electronic Funds
Transfer. For more information on how to build an electronic funds transfer file, see the Electronic Gifts (EFT)
Guide.

Want to know about how to “Add Financial Institutions” on page 60? About how to “Manage Financial
Institutions” on page 64°?

Add Financial Institutions

You can add a financial institution and include information such as the name and address of a bank, and whether
it is a branch where you transfer funds electronically.

¢ “Add a financial institution in Configuration” on page 60
¢ “Add a financial institution through the Relationships tab of the constituent record” on page 61

» Add a financial institution in Configuration
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Financial Institutions. The Financial Institutions page appears.
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3. On the action bar, click New Financial Institution. The New Bank/Branch screen appears.

Note:
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& £ : i
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To add a branch for the bank, in the Bank field, select the bank for which you add the new branch. In the
Branch field, enter the name of the branch.

To add a new bank, you must have security rights to add it as a table entry in the Bank field.
In the Address lines, City, State, ZIP, and Region fields, enter address information for the institution.

In the Phones/Email/Links grid, enter the phone Type and Number for the institution. To specify a phone
number as “Do Not Call”, click in the DNC column.

If you use Electronic Funds Transfer but process your direct debit transactions through IATS rather than

your financial institution, you do not need to establish your sponsoring bank.

7.

10.

11.

»

If you process direct debit transactions using Electronic Funds Transfer and this is a branch where you
transfer funds electronically, mark Sponsoring Bank. Under Sponsoring Bank, enter the account name,
account number, and user number your organization uses with the bank.

If you do not have Electronic Funds Transfer, you can only track information under Sponsoring Bank. You
cannot use it to create a transfer file.

Under Electronic Transfer Information, enter the transit or routing number the bank uses to direct
electronic transfers. Your financial institution assigns your account and user numbers.

For Immediate origin, select whether the bank should use the transit or routing number or another
number to track the origin of electronic files. If you select Other, enter the number in the provided field. If
you do not have Electronic Funds Transfer, you can use this information for tracking purposes only.

In the Notes box, enter any additional information about the institution, such as the name of the branch
manager or any other person your organization contacts frequently.

To save your entry, click Save and Close on the toolbar. You return to the Financial Institutions page.

Add a financial institution through the Relationships tab of the constituent record

Note: If you do not have security rights to add financial institutions in Configuration, you cannot add them
through the Relationships tab on the constituent record.
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You can add a bank to Configuration through the Relationships tab of a constituent record.

1. Open a constituent record to which you want to add a new financial institution. For more information
about how to open a constituent record, see the “Constituent Records” chapter of the Constituent Data
Entry Guide.

2. Select the Relationships tab.

== Elizabeth A. Ashton
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3. From the tree view on the left, select Banks/Financial Institutions.

4. On the action bar, select New Bank/Financial Institution. The New Bank/Financial Institution screen
appears.

New Bank/Financial Institution for Elizabeth A. Ashton
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5. Enter the information for the new financial institution. For a detailed explanation of the fields on this
screen, see “Add a financial institution in Configuration” on page 60.
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6. Click Save and Close.

7. If the institution has not already been added to your database, a message appears. To add the financial
institution to Configuration, click Yes. After you add the financial institution, or if it is already present in
Configuration, but the branch is new, another message appears. To add the branch to the grid on the
Financial Institutions page of Configuration, click Yes.

Clean Up Financial Institutions

The Financial Institution Cleanup utility allows you to replace duplicate financial institution records in your
database. You select one or multiple financial institution records to be replaced, then specify a single financial
institution to replace them with. As part of the cleanup, any constituent and other records associated with the
duplicate financial institution change to show an association with the replacement financial institution. However,
it is important to note that account numbers do not change on any financial institution records or on any
associated constituent, gift, or other records.

Note: You can also use the Financial Institution Cleanup utility to combine banks. For example, if the Bank of
Washington merges with Capitol Bank to form the new Constitution Bank, you can replace both Bank of
Washington and Capitol Bank with the newly formed Constitution Bank on all constituent and gift records.

For example, in your database you may notice that “Lexington State Bank” also has a record as “Lexington Bank,”
and the bank appears on constituent and gift records both ways. With the cleanup utility, you can delete the
incorrect duplicate, Lexington Bank, and replace it with Lexington State Bank. Lexington State Bank then appears
correctly on all associated gift and constituent records. You can also specify to update all phone numbers, email
addresses, and other links on associated records to show the information from the corrected financial institution
record. Again, the Financial Institution Cleanup utility does not change any account numbers.

Additionally, you can specify to automatically delete any institutions that are being replaced from your database.

» Clean up financial institutions
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Financial Institutions. The Financial Institutions page appears.
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3. On the action bar, select Financial Institution Cleanup. The Financial Institution Cleanup screen appears.

4.

Note:
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Thiz facility replaces one or mare financial institutionz with another financial ingtitution,

Replace these Financial Institution Records

Financial Institution - Branch - Transit/Routing no,

|

Ay conztituent records, gift records, or ather recordz curently azsociated with the
financial ingtitutions lizted in the grid above will be changed to reflect aszociation with
the financial institution zelected in the ‘Replace with' figld below.

Replace with: ﬂl

W Delete financial institutions being replaced

W &dd Phone/Email/Links from the financial institution record in the 'Replace with'
field to the financial institution relationship records for all azsociated constituents

Eeplace et Cancel

In the Replace these Financial Institution Records grid, select the financial institution records to be
replaced.

The Financial Institution Cleanup utility does not alter account numbers on any records.

In the Replace with field, select the financial institution record to replace the records selected in the
Replace these Financial Institution Records grid.

To remove the duplicate financial institution records from your database, mark Delete financial
institutions being replaced.

To change the financial institution information on associated constituent and other records to show the
information of the replacement financial institution instead of the duplicate, mark Add
Phone/Email/Links from the financial institution record in the ‘Replace with’ field to the financial
institution relationship records for all associated constituents.

For example, if you replace “Lexington Bank” with “Lexington State Bank” and any phone numbers, email
addresses, or other links are entered differently for the two, the information on the Lexington State Bank
record replaces that from the Lexington Bank on all associated constituent and other records.

8. To clean up the selected financial institutions and associated records, click Replace Now.

10.

When the cleanup is complete, a message appears. Click OK.

To exit the utility, click the ‘x’ in the upper right of the Financial Institution Cleanup screen. You return to
the Financial Institutions page.

Manage Financial Institutions

Note:

You can add financial institutions in Configuration and on the Relationships tab of a constituent record.
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You can add new financial institution records, and edit and delete existing records. If you add a financial
institution as a relationship on a constituent record, The Raiser’s Edge asks whether to add the new bank to
Configuration. You cannot delete a financial institution record that is linked to constituent records. You must
remove it from all records before you can delete it from your database.

The management of financial institutions consists of these procedures:
¢ “Edit a financial institution” on page 65

e “Delete a financial institution” on page 66

¢ “Print financial institutions” on page 66

» Edit a financial institution

Occasionally, you may need to change the information for a bank. For example, address information may need
updating, electronic transfer information can change, or a bank may merge with another financial institution.

Scenario: The Oakhaven branch of the Lexington State Bank has moved to a new building. You need to
update your address information for the institution.

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

Click Financial Institutions link. The Financial Institutions page appears.
Select Lexington State Bankthe bank to edit.

Click Open. The Lexington State Bank - Oakhaven Branchbank record appears.

A W N P

Lexington State Bank - Oakhaven Branch I
Eile Edit View Branch Help

USaveandCIose'|H ){| 4 p|33| ?v|$v |
Bank: |Lexingtc-n State Bark =l ™ Sponsoring Bank
BlanChZIDakhaven Branch pet e I
Account number:
Qountl_l,l:l j 2 I
Uszer number: |
Address lines: |4242 Bluegrass Way ;I
LI r— Electronic Transfer Information————————————————
City: ILexington Transit/Routing no.: IDDDEEEEE
Stater IKY 'I Kentucky Immediate origin: &% Lse Transit/Fouting no.
ZIP: |40595 = Other |
Region: I j M akes:
Phones/Email Links Acoepts EFT tranzactions ;I
DNCI Type I MNumber Email Address I
Bank &06-455-3583

| Press F7 to zoom

Note: To make data entry easier, press F7 while the cursor is in the Address lines field to zoom in and change
the view.

5. In the Address lines field, enter the new address information. If necessary, you can also change the
information in the other address and phone fieldsMake the necessary changes.

6. To save changes, click Save and Close on the toolbar. You return to the Financial Institutions page.
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» Delete a financial institution

You can remove a bank record from the Financial Institutions grid. You can delete only banks that are not
present on constituent or gift records.

u b~ W N

On the Raiser’s Edge bar, click Config. The Configuration page appears.
Click Financial Institutions. The Financial Institutions page appears.
Select the institution to delete.

On the action bar, click Delete. A verification message appears.

Click Yes.

¢ If the financial institution is not present on any constituent or gift records, it is deleted. You return to
the Financial Institutions page.

¢ If the financial institution is present on any records, a message appears. Click OK. You return to the
Financial Institutions page. You must remove the bank from any records before you can delete it.

» Print financial institutions

You can print a list of all your financial institutions and banks or a detailed profile of each institution to keep
for your records.

P W N

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

Click Financial Institutions. The Financial Institutions page appears.

Select the institution for which to print information.

In the Financial Institutions grid, right-click and select Print. A submenu appears.

¢ To print a list of all the institutions in the grid, select Grid only. Your printer produces a list of the
institutions in the grid.

¢ To print a detailed report for an institution that includes address, phone, and electronic fund transfer
information, select the institution in the grid, right-click, and select Print, Bank Profile.

General Ledger

You can establish program settings for the interface between The Raiser’s Edge and Blackbaud’s General Ledger
accounting software. These settings allow the two programs to work together so you can enter gifts once for both
programs to save time. If you have General Ledger, you must specify the location of its database and whether it is
a single or multi-user version. You can specify that General Ledger automatically check the validity of account and
project information entered into The Raiser’s Edge. You can also define Journal Reference Fields to use in the
Post to General Ledger link of Administration for posting detailed gift transactions.

When you have the latest version of Blackbaud’s General Ledger in The Financial Edge, you can enter General
Ledger information used in The Raiser’s Edge Accountability Summary. Additionally, if you have The Financial
Edge optional module Project, Grant and Endowment Management, you can specify that a Financial Edge
transaction code be placed on all appeal and (if you have the optional module Event Management) event records
you add in The Raiser’s Edge. That way, you can associate Financial Edge expenses with your Raiser’s Edge
appeals and events.

Warning: To run the Accountability Summary or use transaction codes on appeals, The Financial Edge must
be installed on the same workstation as The Raiser’s Edge, and you must have logged into The Financial Edge
at least once.
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To save data entry time, you can also enter GL Distribution information that defaults into each new fund you
create. The information is only a default, and you can change it in individual funds if necessary. Credit and debit
account information for gift types and subtypes is accessed directly from the General Ledger database, so when
you add a fund to gifts in The Raiser’s Edge, the accounts you specified are automatically debited and credited in
General Ledger. If you have the Financial Edge optional module Project, Grant and Endowment Management,
you can also specify default gift distributions among multiple projects.

If you do not have Blackbaud’s General Ledger, you can still use this link to send transaction details to your
accounting software and print a report of posted transactions.

o “Establish General settings for the interface between The Raiser’s Edge and General Ledger” on page 67
o “Establish default GL Distribution settings” on page 71
e “Establish settings when General Ledger is not present” on page 72

» Establish General settings for the interface between The Raiser’s Edge and General Ledger

All options for setting the interface between General Ledger and The Raiser’s Edge are located on the
General Ledger“General Ledger” on page 66 page. The information you enter on this screen is used in gift and
fund records, queries, exports, and the Post to General Ledger option in Administration.

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

Configuration | || Gererd ¥ Blackhaud Genersl Ledger present

Total joural reference can cantain up to 50 charactes

GL Distribut
General * rulions Database type: | SOL Server - Reference Field Name Lenath
Tables Lastiorg Name 50
Addressees / Server name: [{locall ~1| |

Salutations -

Attibutes Database name: [FE_SAMPLEDATA

Financial
Institutions: ¥ Validate GL information

General Ledger

Letters

i Accountabiity Options

Business Fiules Account Attribute: hd

Figlds ™ Show Budgeted Distibution

Membership Budget Scenario: ©

Categories

Tt B T Include Lass Accounts

Custom Yiews [ Include Trarefer Accaunts

Repaiting

Hierarchies rExpense Tracking and Appeal Posting
Transaction Code: | Mission 2

7 pply Transaction Code associated with
gitt appeal when posting

Automaticaly generste Trarsaction Code
table entries for riew records of the fallowing
bype:

™ Appeals
™ Events

Fields Reset to System Defaults

S ample: Smith

3. Select General.
If you have Blackbaud’s General Ledger, mark Blackbaud General Ledger present.
5. In the Database type field, select the type of database your version of General Ledger uses.

¢ If you use General Ledger 6.x or a version of The Financial Edge prior to 7.2, select “Sybase ASA” and
gotostep 6.

¢ If you use The Financial Edge 7.2, select “SQL Server” and go to step 9.

6. Select whether your database is accessed by many computers through a network or by only your
computer.



68 CHAPTER

¢ If you have a multi-user version of General Ledger, select Network.

— v Blackbaud General Ledger present

Database wpe: I Sybaze 454 j

& Mebwork  Local

Server name; |

Alias: |

[+ “alidate GL information

Establish connection and enable options

In the Server name field, enter the name of the server for your General Ledger database engine. This
name allows The Raiser’s Edge to establish a link with the General Ledger Sybase ASA database.

Note: Your network administrator should be able to supply you with your Server name and Alias if you do not
know it.

If you use an alias for your General Ledger database, enter it in the Alias field. All computers on your
network use this name to locate the database linking The Raiser’s Edge and General Ledger.

¢ If you have a single user version of General Ledger, select Local.

[+ Blackbaud General Ledger present
Database wpe: I Sybaze 454 j

= Mebwork {* Local
Databaze path; |I::'xD ata\AFMD ata _I

[+ “alidate GL information

Establish connection and enable options

In the Database path field, enter the path to the Blackbaud database file folder in General Ledger. If
necessary, click Browse to find the path to the folder.

7. To test the connection to The Financial Edge database, click Establish connection and enable options. If
the connection is successful, a message appears to inform you of this, and the Accountability Options
frame is enabled.

8. Gotostep 12.
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9. When you select “SQL Server” as the Database type to establish a link with The Financial Edge 7.2,
several fields appear.

— v Blackbaud General Ledger present

Databaze type: I SOL Server j

Server name: I[Iu:u:al] j

D atabase name: IFEData

[+ “alidate GL information

Establish connection and enable options

Warning: If you previously linked to a Sybase ASA database with another version of General Ledger, and the
database to which you linked is still available, you must log out of The Raiser’s Edge and log back in before you

will be connected to your SQL Server database.

a. In the Server name field, select the server on which your Financial Edge SQL Server database
resides.
b. In the Database name field, enter the name of the database to which you connect.
If you previously linked to a Sybase ASA database with another version of General Ledger, and the
database to which you linked is still available, you must log out of The Raiser’s Edge and log back in
before you can connect to your SQL Server database.

10. To have The Raiser’s Edge search the General Ledger database to determine whether the account
numbers and project IDs entered on fund records and other areas of The Raiser’s Edge exist in General
Ledger, mark Validate GL information. This can help eliminate errors caused by incorrectly entered
account numbers.

11. To test the connection to The Financial Edge database, click Establish connection and enable options. If
the connection is successful, a message appears to inform you of this, and the Accountability Options and

Expense Tracking and Appeal Posting frames are enabled.

Total joumal reference can cantain up to 50 characters.

o I,
¥ General ¥ Blackhaud General Ledger present

GL Distribut
Gt 4 stibutions Database type: [SOL Server = Reference Field Name Length
Tables Lastiorg Name 50
Addressees / Server name: | [local) v |
Salutations ||
Attrbutes Database name: [FE_SAMPLEDATA
Financial
Institutions: ¥ Validate GL infarmation
General Ledger
Letters
-
Intemational e Dptan,
Business Aules Account Attibute: -
Fields [ Show Budgsted Distibution
Membership Budget Scenaric: 2
Calegories
e Entiss I Include Loss Accounts
RS I Include Transfer scoounts
Fiepoiting
Hizrarchizs - Espense Tracking and Appeal Posting
Transaction Code: [Mission -
| Apaly Transaction Cade associaied with
gift appeal when posting

Autamatically generate Transaction Code

table enttries for new recards of the following

ype.

™ Appeals

[T Events

\ -~
. Fields Flesat to System Defaults

S ample: Smith
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12.

13.

14.

15.

To run the Accountability Summary, enter information under Accountability Options. If you intend to run
the summary, you must specify information from The Financial Edge to use in the Accountability
Summary.

—aAccountabiliby O phions

Account Attribute; I j
[T Show Budgeted Distribution

Budget Scenario: I j
¥ Include Loss Accounts

[+ Include Transfer Accounts

In the Account Attribute field, select the attribute established in The Financial Edge to group accounts
together. This must be a “table” type attribute. An attribute must be added to at least one Financial Edge
expense account before it appears in the Account Attribute dropdown.

The table entry values will appear in the Accountability Summary.

To view budget distribution information on the Accountability Summary, mark Show Budgeted
Distribution. When you mark this checkbox, you must select an entry in the Budget Scenario field.
Budget scenarios are established in The Financial Edge and used in the Accountability Summary to show
how a gift will be spent based on how a given project is budgeted.

A budget scenario is a single version of an organization’s budget for a given fiscal year. If you have

The Financial Edge optional module Budget Management, you can create multiple budget scenarios. For
example, you can create a scenario of your original budget and also create scenarios for various revisions
of that budget.

To have The Raiser’s Edge look at transactions in Financial Edge transfer and loss accounts when it
determines how money donated to a fund is spent, mark Include Loss Accounts and Include Transfer
Accounts. You can mark one, both, or neither of these checkboxes.

If you specify a SQL Server database in the Database type field, the Expense Tracking and Appeal Posting
frame appears. To include Financial Edge transaction codes on new appeals and, if you have the optional
module Event Management, new event records, you must enter information under Expense Tracking
Options. When you include transaction codes on these records, you can use the codes to track Financial
Edge expenses for the records.

— Expenze Tracking and Appeal Posting

Tranzaction Code; IMissiDn j
7 Apply Tranzaction Code azsociated with

aift appeal when posting

Automatically generate Tranzaction Code
table entries for new records of the following
type:

[T tppeals
[T Ewvents

Note: In The Financial Edge, a transaction code helps categorize information to report and close fiscal years.
Transaction codes are available with The Financial Edge optional module Projects and Grants.

a. In the Transaction Code dropdown list, all transaction codes established in The Financial Edge
appear. We recommend you create a transaction code in The Financial Edge especially for your
Raiser’s Edge appeal and event records. Select the transaction code in The Financial Edge to
associate with appeals and events in The Raiser’s Edge.
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b. To post gifts for a given appeal with the selected transaction code, mark Apply Transaction Code
associated with gift appeal when posting.

c. Under Automatically generate Transaction Code table entries for new records of the following
type, select whether to generate Transaction Code table entries for appeals or events. When you
select a transaction code and mark Appeals and Events, a Financial Edge Transaction Code field and
View GL Expenses button appear on the appeal record Attributes/Expenses tab and event record
Expenses tab. When you save a new appeal or event, a table entry is created in The Financial Edge
for the selected transaction code. The table entry equals the name of the appeal or event. The table
entry also appears on the appeal or event record in the Financial Edge Transaction Code field.

In The Financial Edge, you can associate General Ledger expenses with individual transaction code table
entries. You can view any Financial Edge expenses you associate with a transaction code table entry for
an event or appeal by clicking the View GL Expenses button on the appeal or event record. For more
information, see The Raiser’s Edge and The Financial Edge: An Integrated Solution for Nonprofits Guide.

16. Under Journal References, select reference fields. When you post detailed transactions, The Raiser’s
Edge sends these fields to General Ledger as a description.

Note: You can create a field name of up to twenty characters. The total length of the journal reference can be
up to fifty characters.

To define additional Journal Reference fields, or to insert spaces between fields:
a. Click Fields. The Journal Reference Fields screen appears.

Journal Reference Fields [ x|

Field Mames | ok I
2

— Cancel |

b. Define the additional fields or space between fields.
c. Click OK. You return to the General Ledger page.

17. The Sample display shows how the fields selected for the journal will appear. To re-establish program
settings, click Reset to System Defaults.

18. When you leave the General Ledger page, the program saves your settings automatically.

» Establish default GL Distribution settings

You can create a default GL distribution. To save data entry time, the distribution settings you enter here
default into each new fund you create; however, the information is only a default, and you can change it in
individual funds if necessary.

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click General Ledger. The General Ledger page appears.
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3. Select GL Distributions. The GL distributions grid appears.

Configuration
Gienerdl
Tables

Addressees /
S alutations

Attributes

Let

International
Business Rules
Figlds

Membership
Categaries

Interfund Entries

Custom Yiews

W I Remowe prcectcokamn fom fund 5. dtbasions d

Gt Type

Debit Account M. | Debit Acck Desc | Credit Account ... | Credit Acct Desc Inkerfund

=g

Cash 01-1950-00 Long-Term Inves... 02-5490-02
Fledge Pay - Cash
Matching Gift Ple...
Recurring Pay - ...
Git-in-Kind

Pledge Pay - Gift. ..
Matching Gift Ple...
Other Gift

Pledge Pay - Other
Matching Gift Ple...
Unsald StockfPro. ..
Fledge Pay - Sto...
Matching Gift Ple...
5ale StockiPrope. ..
stock{Praperty G...

Training-Develop. .

Reporting

stock/Property L...
Hierarchies

Stock/Property B...
Pledge Pay Stock...
Pledge Pay Stock...
Pledge Pay Stock...
Pledge Pay Stock ..
MG Fledge Pay 5.
MG Pledge Pay ...
MG Pledge Pay 5...
MG Pledge Pay 5. =l

If your fund has multiple project distributions, we recommend you select one project for each fund on the GL
Distributions tab on the fund record. If you do not select one project per fund, the project assigned to the gift
type of Cash is applied to the fund record when posting to The Financial Edge.

4.

6.

If you have funds with multiple project distributions, such as a separate project distribution for each gift
type for one fund, the Remove Project column from fund GL Distributions grid checkbox appears.

To define a project once instead of on each line of the grid on a fund record, mark this checkbox. When
you mark the checkbox, a Project field appears instead of a grid column on the GL Distributions tab of a
fund record. You can enter a project or project distribution once in the field instead of in each row of the
Project column.

To clean up your project distributions by designating one project per fund, mark this checkbox. Then, on
the GL Distributions tab of a fund record, select one project for the fund.

If you more only one project distribution for each fund, the Remove Project column from fund GL
Distributions grid checkbox does not appear.

In the GL distributions grid, establish default settings for the GL Distributions tab on a new fund record.
You can set up these defaults for each gift type in the columns of Debit Account Number, Debit Account
Desc, Credit Account Number, Credit Account Desc, and Interfund.

When you add a new fund record, any information entered in the GL distributions grid automatically
appears on the GL Distributions tab on the new fund record. You can change the GL Distribution
information on the record.

When you leave the General Ledger page, the program automatically saves your settings.

» Establish settings when General Ledger is not present

If you do not have General Ledger‘General Ledger” on page 66, you can configure The Raiser’s Edge to work
with other accounting software.

1.

On the Raiser’s Edge bar, click Config. The Configuration page appears.
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2. Click General Ledger. The General Ledger page appears.

Configurtion ||| (TS I Blackbsud Gensed Ladger piesent ok puenel rebeversce can corkan up lo 50 charscters, =
Geril N T Keference Fieid Name | Leng®
L 6 Metwodk: ) Locsl _\!R-U'J Hame "
[rm—
Sehdations Sevven i I
Ferbugns
i | ]
Francidl
o 7 Vaiders GL infomation
Lettens
Ftemational
Busrass Fuies
ek |
Categores.
Custom Views
Hirsiowedies
=l

General Ledger

Estasiah program semngs for e Nterface between The Raiser's Eogs and Ganeral Ledger

Do not mark Blackbaud General Ledger present. The Database path field and the Validate General
Ledger information checkbox are disabled.

3. In the Journal References frame, select the fields to send as transaction descriptions to other accounting
software. The number you enter in the Length column is the number of characters to allow for the
corresponding entry in the Reference Field Name.

Note: You can create a field name of up to twenty characters. The total length of the journal reference can be
up to fifty characters.

The number of characters in the Length column is always included for a particular name, even if the name
itself consists of less characters than the number specified. For example, if you select a length of “10” for
a reference field name of “Constituent ID”, and the ID consists of only six characters, the ID is followed by
four spaces in the post. For more information on how to use this information, see the “Posting to General
Ledger” chapter of the Gift Record Guide.

To re-establish program settings, click Reset to System Defaults.
4. To save your settings, exit the General Ledger page.

Letters

Note: On the File Locations tab in User Options, you can specify a directory where you store files created in
The Raiser’s Edge in a word processing format.

On the Letters page, add letters and give them corresponding descriptions in The Raiser’s Edge. Choose from
letter types of Gift, Action, Constituent, Membership (if you have the optional module Membership
Management), Event (if you have the optional module Event Management), or Appeal.

If you have Microsoft Word 2000 or higher, you can use the Office integration features of The Raiser’s Edge to
create Word documents containing the merge fields from your export for your mailings. When you create an
action, gift, and constituent letter, you can associate the letter with a simple or conditional Word merge export so
you can use the letter to perform mail merges from constituent, action, or gift records. The export defines the
main document and Raiser’s Edge merge fields to use for the letter.

You can store letter information in the grid on the Letters page. The Letters grid lists letters by description and file
location.

“Add a letter” on page 74
“Add a letter using classic view” on page 78
“Manage Letters” on page 80
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Add Letters

You can create documents in Microsoft Word that contain Raiser’s Edge merge fields for use in mailings.

» Add a letter
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Letters. The Letters page appears.

Configuration ‘I New Letter <) Open % Inset ¢, Delete. G Find. Sort @ Up ¥ Down
General = g .
LG Letter Description File Location Export Name =
Tables B Achion g
P Membership Annual Giving T...
Addressess / P Constituent Playground Th...
Salutations P Event ’
Capital C i,
e b Appesl apital Campai
- Endowment Th...
E;aﬁ:'ﬂs General Thank ... General T...
Eoiad i Gift-InKind Th...
Matching Gift T...
Letters .
. Wembership Le...
TEPEICE Millennium Tha...
Business Rulss Misc, Letter
Fields Payment Thark...
Member_ship Perzonalized T... Gift Export
Categories Pledge Thank You
Custom Views Relief Thank You
Reporting Scholarship Th...
Higrarchies
Stock/Property. ..
Tribute Ack _I
-
Letters
Identify word processing documents you use as letters and give them corresponding descriptions in The Rajser's Edge

The letter types list on the left in the Letter Types box. When you select a type, you can view all letters
you defined for that category in the Letters grid on the right.

The letter types are: Gift, Action, Membership (if you have the optional module Membership
Management), Constituent, Event (if you have the optional module Event Management), and Appeal.

3. Inthe Letter Types box, select the type of letter to add.
On the action bar, click New Letter. The New Letter screen appears.

Mew Letter [ x|

File Edit Letter Favortes Help
ESaveandClose‘|u X| 4 }||?' |

Letter description: I

Azzociate this letter with a Simple or Conditional waord tMerge export if pou wizh to uze
thiz letter to perform a mail merge from a constituent. The export defines the main
document and merge fields to use for the letter.

Blackbaud ‘word Merge expoart: ﬁﬁ I
Click. bere to learn more about Blackbawd Word Merge E=ports

™ Letter is inactive Edit Exmart |

5. In the Letter description field, enter a description to help identify the letter. The description appears in
the Letters grid on the right side of the main Letters page and in the list of entries for the Letters table.
The Letters table contains all letter descriptions you can assign to an action, gift, event, or membership.

Note: The Blackbaud Word Merge export field is not available for all letter types.
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6. When you create constituent, action, or gift letters, the Blackbaud Word Merge export field is available.
To use this letter to perform mail merges from constituent, action, or gift records, associate the letter
with a simple or conditional Word merge export. To access the Open screen for exports, click the
binoculars.

7. From the Open screen, search for an export file you already created and saved for a mail merge, or create
a new export file for a mail merge. To create a new export file for this letter, click Add New. The New
Export screen for the type of letter you create. For example, if you create a constituent letter, the New
Constituent Export screen appears.

E. New Constituent Export _ (O]
Fil= Edit “iew Favortes Toole Help

U ||3 @||| ?'|Ej Edit merge docurment |

1:0utput |
—Awvailable Fields to Export — Dutput
Shiaar: |<A||> ﬂ % Mew Constituent Export

Credit Cards

: Constituent Codes

; Salicit Codes

Solicitor Goals

; Frimary Alumni information
Frimary Buginess information
Address

Addreszes/S alutation
Relationships LI

dh Find...l SE|ECh >®| <-Hemove| [El Eormat.. |Etggiteria... |LILI

Cancel |

On the Output tab, select the merge fields to use in your letter.
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8. In the Available Fields to Export box, click the plus sign on the left of a category to view the fields in that
category. To move a field into the Output box, double-click the field or select it and click Select. For
example, when you create a constituent letter, you may want to include Last Name, Name, and Title 1,
under the Biographical category, and Address line 1, Address line 2, City, State, and ZIP under the
Address, Preferred Address category.

E. New Constituent Export [_ (O}
Fil= Edit “iew Favortes Toole Help
= | @| | ? - | B Edit merge document |
1:0utput |
— Awailable Fields to Export — Dutput
S hiow: |<'.f_-.‘||> j % New Constituent Export
=~ E Biographical
----- i Seasnna! ta _ ;I el Last Mame
----- 0 Send mail to this addr 0 Mame
----- 0 State COLel Tiet
----- [ Spstem Record D El Address
""" 0 Tupe _ =-E Prefened Address
""" 0 B,.f_\ User Field Lol Addressline 1
""" EI‘ Addrezs line 2
#-Egy Phones City
- Atributes — Crate
By Al Addresses ZIP
[+ Address Processing hal
4| | 3
fii Y Find...l Select > [ | <-F|emove| [l Farmat... | By Ciiteria.. | + | + |
Cancel |

| 4

9. After you move all the fields to use in the letter into the Output box, click Edit merge document in the
toolbar. Microsoft Word opens and a blank Merge document appears.

ui. BB1_1.doc - Merge document for Hew Constituent Export

JEi\e Edit Yiew Insert Format Tools Table ‘window Help
JD @H‘@Q ’.’JNurma\ + Times Mew Roman » 12 -|B Iru ”EE
J‘:,)E) Insert Raiser's Edge fisld + Inser Wword Field = [ Save and retum to RE7 to Msrgs|

O S SR DR S L R
"

10. Asyou compose your merge document, insert merge fields into the letter. When you print the letter,
The Raiser’s Edge exports the correct information, which appears in the designated areas (placeholders)
of your letter.
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You will likely want to first enter merge fields for the constituent’s name and address block of the letter.
With your cursor flashing in the left corner of the work space of your letter, click Insert RE7 field on the

toolbar, and then select a field category and a specific field. For example, to begin with the constituent’s
title, select Biographical, Title 1.

i BE1_35.doc - Merge document for New Constituent Export [_[5]=]
J File Edit View Inset Format Tools Table ‘Window Help ﬂ|

DBEHa@Ry | cRd oo | e@BDOE=

JNUrma\ ~ Times Mew FRoman = 12 = | B 7 U ”EE_ =

g|mﬂ1nnz - 3.
Elm-o-A-

j %7 | Insert Raiser's Edge field = Insert%ord Field = [ Save and istum to RE7 to Merge |

EE Biographical » Last Mame

Address 3 Narme

«CnBio_Title_1x»

To include the address information underneath the title, use the same steps to add the address fields
included in the export.

11. Enter merge fields for the salutation of the letter. Move down and type the greeting of your letter such as
“Dear”. Press the space bar on your keyboard. On the toolbar, click Insert RE7 field and select
Biographical, Title 1. Press the space bar on your keyboard. Click Insert RE7 field and select Biographical,
Last Name. Type a colon. Move down, and compose the body and closing of your letter.

ui. BB1_1.doc - Merge document for Hew Constituent Export [_ (2]
JEi\e Edit Yiew Insert Format Tools Table ‘window Help

IDEH @& 2| Hm <[ TmeshewRoman =12 = | B 7 D [== = =2

J “.0 Insert Raiser's Edge figld = [roet word Field « n Save and return to RET to Merge |

m
-
il

Elﬂ R S - S R AR R BRI SRR
. «CnBio_Title_1» «CnBic_MNames

. «CnbdrPri Addrlinels

- «CnbdrPri AddrlineZs

#CnldrPri Citys, «CnAdrPrf States «CnldrPrf ZIP»

Dear «CnBio_Title_1» «CnBio_Last_Namen:

_ Thank you so much for your generous gift to the Preservation Society. The beautiful table and
chairs will look magnificent in the drawing room of the Englewood House. Generations of
visitors will enjov the furniture

It is the generosity of caring individuals like yourself who make it possible for us to continue
. preserving and furnishing these historical homes. We appreciate your continued support.

With kind regards,

Francis Willoughby

.
EICIEIE]

11 [are  ne col40  [Roc [T B0 [0UF [Englsh(Us

12. On the toolbar, click Save and return to RE7 to Merge.

13. You return to the New Constituent Export screen, from the menu bar, select File, Save as. The Export file
name screen appears.

To save the Constituent Export to use with the new letter (or any other letter), click Save on the toolbar.
The Save Export As screen appears, so you can name and describe the export you save.
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[5ave and Clos= '| & > | 4

v w2

To close the New Constituent Export screen, click the “X” in the top right corner. You return to the New
Letter screen.

File Edit Letter Fawortez Help

Letter description: IGeneraI Thank 'au

Azzociate thiz letter with a Simple or Conditional ' ord Merge export if you wish to use
thiz letter to perform a mail merge from a conztituent. The export defines the main
document and merge fields to uze for the letter,

Blackbaud #ord Merge export:

General Thank “'ou

Click. bere to learn more about Blackbawd Word Merge E=ports

™ Letter is inactive

Edit Export |

i)

14. On the New Letter screen, the name of the new export now appears. To open and edit the export, click

Add a letter using classic view

Edit export. To return to the Letters page of Configuration, click Save and Close.
The new letter now appears on the Letters page.

If you do not want to take advantage of The Raiser’s Edge integration with Microsoft Word, you can use
“classic view” to add letters and manually configure merge fields.

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

2. Click Letters. The Letters page appears.

3.

Configuration "} New Letter <) Open =% [nsert 34 Delete... ﬂﬁﬂd -} Son.. @ Up & Down
General » T 5 R
Letter Description File Location Export Name o
— b hianss
¥ Membership Annual Giving T...
Addressees / P Canstiuent Playground Th...
Salutations P Evert :
Capital G
P b Appesl apital Campai.
Endowment Th...
Financial
Institutions General Thank ... General T...
Bl e Gift-In-Kind Th...
Matching Gift T...
Letters
Membership Le...
TETEINTE Millennium Tha...
Business Rules Misc, Letter
Fields Payment Thank...
Membership Personalized T... Gift Export
Categories Pledge Thank You
Custom Views Relief Thank You
Reporting Scholarship Th...
Higrarchies
Stock/Property...
Tribute Ack
-
Letters
G Identify word processing documents you use as lstters and give them corresponding descriptions in The Raiser's Edge

The letter types list on the left in the Letter Types box. When you select a type, you can view all letters
you defined for that category in the Letters grid on the right.

The letter types are: Gift, Action, Membership (if you have the optional module Membership
Management), Constituent, and Event (if you have the optional module Event Management).

In the Letter Types box, select the type of letter to add.

4. On the action bar, click New Letter. The New Letter screen appears.
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5.

Note:

From the menu bar, select Letter, Classic View. The New Letter screen appears in classic view.

New Letter xl

File Edit Letter Favorites Help
[ 5ave and Close ~ | [ )(| 4 b |lb |

Letter descrption; I File name; I _I

?- |

r &wailable Fields———————————————— — Letter Document Fields

Show: |<A||> j Raiser's Edge Field I Merge Document: Field I
Y

- Selected Fields
- Favarites
- Gift Information
Constituent
Spouse
Primary Buzsinezs Information
+- Amendments
-- Benefits
-- Agzets

-- Beneficiaries i
‘| | v
Selent> | <-F|ernove| + | + |

[ Letter iz inactive

Copy from.... | Edit [ ozument |

In the Letter description field, enter a description, of up to fifty characters, to help identify the letter. The
description appears in the Letters grid on the right side of the main Letters page and in the list of entries
for the Letters table. The Letters table contains all letter descriptions you can assign to an action, gift,
event, or membership.

In the File name field, enter the file name for the letter, including the subdirectory and extension. To
ensure you enter the correct path, or if you do not know where the letter is located, click the ellipsis to
find the letter file. When you click this button, the File Location screen appears so you can navigate
through your directories to find the document.

Under Available Fields, select the category of the fields to use in the Show field. The available fields for
the selected category list in the tree view. To move a field into the Raiser’s Edge Field column of the
Letter Documents Field grid, select it under Available Fields and click Select.

In the Merge Document Field column, list each merge field defined in the letter beside its corresponding
Raiser’s Edge Field. When you actually merge the letter, The Raiser’s Edge fields replace the merge fields
in the letter.

You can enter a letter with no merge fields, such as a handwritten letter or form letter, to track the

recipients of the letter.

Note:

10.
11.

Note:

If you have Microsoft Word, when you enter a file name and path, The Raiser’s Edge validates the data
path and loads all the merge fields in the document into the Merge Document Field column. A message
appears to inform you that either the document was not found; the document was found, but no merge
fields were found; or the number of merge fields that were successfully loaded from the document.

In the File name field, if you enter a document name with no file extension, the extension defaults to

4

“.doc.”

If you use another word processing program, manually enter the fields.
To remove a field from the Raiser’s Edge Field column, select it and click Remove.

To ensure that a letter is not used in any further mailings, mark Letter is inactive. It remains in your
database for historic purposes. If you mark the checkbox, the letter does not appear in the Letters table.

If you use Microsoft Word, you can format the text for a merge field in the Word merge document.
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12.

13.

14.

When you click Copy from, the Copy From Existing Letter screen appears. You can select a letter and copy
the information from it into the currently open letter. If the new letter has many of the same fields as an
existing one, this can save time and promote consistency.

When you click Edit Document, the document path is validated and the program attempts to open the
document using your word processor. This button is available only if you have Microsoft Word and enter a
file name.

To save your entry, click Save and Close on the toolbar. You return to the Letters page.

Manage Letters

Note: To define how a constituent name appears on envelopes or letters, click the Addressee/Salutations link
of Configuration.

On the Letters page of Configuration, you can edit existing letters, insert and sort letters in the grid, delete letters,
find existing letters, and print a list of all your defined letters.

»

“Insert a letter” on page 80

“Delete a letter” on page 80

“Print a list of your letters” on page 81

“Find a letter” on page 81

“Sort and move letters in the grid” on page 81

Insert aletter

Note: When you create a letter using New Entry, the new letter appears at the bottom of the list.

When you insert a letter, you place the new letter above a selected entry in the list. If you are going to use the
new letter frequently, you can place it on or near the top of the grid to speed your data entry. You can also
sort and move existing letters in the grid. For more information, see “Sort and move letters in the grid” on
page 81.

u b W N

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

In the Letter Types box, select the type of letter to insert.

In the list of letters, select the letter above which to place a new letter.

Click Insert. The New Letter screen appears. Follow the instructions to “Add a letter” on page 74. The new
letter appears in the Letters page grid above the selected entry.

Delete a letter

You can delete only letters that are not in use on any records in the program.

A W N P

Scenario: You want to make changes to your General Thank You letter for gifts. Instead of
editing the existing letter, you decide to delete it and replace it with a new one.

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

In the Letter Types box, select the type of letter to deleteGifts.

In the Letter Description column, select a letterGeneral Thank You.
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5. Click Delete. A verification message appears.
6. To delete the letter, click Yes.

If the letter appears on a record, you cannot delete it. In this case, the General Thank You letter for gifts
currently appears on many gift records. A message appears to inform you that you cannot delete the
letter. To return to the letter, click OK. You can either edit the current General Thank You letter, or remove

it from all records and then delete itYou return to the Letters page.

Print a list of your letters
You can print a list of your letters, such as to keep a paper copy as a record for your files.
On the Raiser’s Edge bar, click Config. The Configuration page appears.

2. Click Letters. The Letters page appears.
3. Inthe Letter Types box, select the type of letter for which to print a list.
4. On the right side of the Letters page, right-click in the Letters grid and select Print Letters Grid. Your

printer produces a list that contains the description and file location of every defined letter for the
selected type.

» Find a letter

You can quickly and easily find a letter without scrolling through all your entries. This is especially useful if you
define many different letters. Perhaps you need to find a particular letter for editing. To locate it quickly and

easily, use the Find command.

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

3. Click Find on the action bar. The Find screen appears.

Find

Field: IFiIe Location 'I

Find what: |Tribute thanks

Match: IAn_I.J part of field Vl I Match case
B | Find Next | - |

Note: You can use wildcard characters such as “?” and “*” in your searches as a substitute for part or all of
your entry in the Find what field.

4. In the Field field, select whether to base your search on the letter description or file location.

5. Inthe Find what field, enter the name of the letter to find.

6. In the Match field, select whether you want your entry in the Find what field to match any part of the
field, the whole field, or the start of field.

If you want your search to match any capitalization in the letter name, mark Match case.

8. To find the first match that meets your search criteria (in the order in which they list, not the first
alphabetically), click Find First. When found, the letter is selected in the letters list on the Letters page.

9. To find any additional entries that meet the search criteria, click Find Next.
» Sort and move letters in the grid

Tip: You can use this procedure to place the most popular entries at the top of the Letters grid. This speeds
data entry by saving time you spend scrolling through your less popular entries.
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You can control the order your letters list in the grid. You can place your most frequently used letters at the
top to speed data entry.

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

In the Letter Types box, select the type of letter to sort.

On the action bar, click Sort. The Sort Letters screen appears.

u b W N

In the Sort Order frame, specify the order in which to view the table.

¢ To view the table to be in alphabetical order from A-Z, mark Ascending.

¢ To view the table to be in reverse alphabetical order from Z-A, mark Descending.

Under Sort By, specify whether to sort the table by description or file location.

7. To move a selected entry up or down one line in the Letters grid, use the up and down arrows.

International

Note: Not to be confused with addressee/salutation settings, your selections on the International link
determine how the address block is formatted for different countries.

With the International link, you can track information such as the different types of currency you accept and the
standard address formats for different countries. When you define different countries, you can enter donations
from, and define address formats for, constituents who live in countries other than your own.

Define currency exchange rates so when you enter gifts, The Raiser’s Edge calculates an amount in your country’s
default currency. When you print mailing addresses, the settings you establish on this screen determine the
constituent information format.

Want to know about “Establish International Settings” on page 82? About “Manage International Settings” on
page 84?

Establish International Settings

You can add new countries to the program and include currency and address block format information. To update
exchange rates and change other information, you can edit information for countries already entered in the
program. You can delete a country from your records or print the information for a country to keep as a record
for your files.

To help identify a country, you can select its name as used by the International Organization for Standardization
(1SO). If you use Blackbaud Merchant Services to authorize and process credit card transactions, or integrate
with Blackbaud NetCommunity and use a Payment Part 2.0 or Event Registrations on your website, you must
select an ISO name for each country from which you receive transactions. For information about ISO country
names, visit https://www.iso.org/obp/ui/#iso:pub:PUB500001:en.

» Add a country
You can add a country and define currency and address format information for it.
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
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2. Click International. The International page appears.

Configuration 1} New Country <1 Open 24 Delete... Sot...

% b ¥ Down
General T
Mame 4 Abbreviaton  Currency Type ExchangeR... Currency Symbol

it Australia AUS Dolars 1.0000000... §
diremsd Canada CAN Dallars 1.0000000... &
Salutations

Germany GER. Euro 1.0000000... €
Attributes

Italy ITA Euro 1.0000000... €
Financial .
s Japan Jap fen 1.0000000... ¥
e s Luxembourg LUix Euro 1,0000000... €

Mexico MEX Peso 1.0000000... £
Letters

- New Zealand MNZL Dollars 1.0000000.., §

S Russia RUS Dallars 1.0000000... &
Business Rules || |so,th Africa RSA Rand 1.0000000... R
Fields Switzerland CHE Franc 1.0000000... $
Membership United Kingdom 3R Pounds 1.0000000... £
s United States UsA Dollars 1.0000000...
Custom Views
Reporting
Hierarchies

International

different countries

o Track information such as the different types of currency you accept and the standard address formats for

=]

The grid displays information for countries already entered in the program.

New Country [ x| I

File Edit Country Help

A 5ave and Close '| = | 4 b
Mame: ICanada j Abbresiation: IEAN

150 Mame: ICanada j

:- |

Currency: ICanadian Dollars j 1000 separatar: I

Exchange rate: I Decimal separator: I
Sumbaol: |$ Drecimal digits: |2

Placement: |41 - Leadingzero: € 9 {+ 09

[~ Addreszes with this country are eligible for Addresséccelsratar

.Llse the fields below to build the address block for this country. Select the country to
digplay the available address fields, then use the fields to customize the address block.

Dizplay awailable fields for this country ICanada j
Available figlds: Address block:

City F'mwnc: Poztal Code
Calntmy

Pastal Code
Country ;I

Country abbreviation

Usze the commands Below to insert symbols, lines. and spaces into the address block.

]| o] i ] s |

3. On the action bar, click New Country. The New Country screen appears.

Note: When you select a country, the symbol and placement automatically default to the settings established
in the International option of the Windows Control Panel.
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Note:

In the Name field, select or enter the name of the new country. The dropdown list includes all the
countries for which you can establish Regional Settings in your Windows Control Panel.

In the Abbreviation field, enter the abbreviation to use for the country, such as in the address block for
mailing purposes. For example, you can use USA in place of United States of America.

To help further identify the country, in the ISO Name field, select the name of the country according to
the International Organization for Standardization (I1SO).

If you use Blackbaud Merchant Services to process credit card transactions or integrate with Blackbaud
NetCommunity and use the Payment Part 2.0, you must select an ISO name.

In the Currency field, select the type of currency used in this country.
In the Exchange rate field, enter the exchange rate for currency with this country.

To add a currency symbol that is not available on your keyboard, click Start on the Windows taskbar and

select Programs, Accessories, Character Map. Select the symbol to use and click Copy. On the New Country
screen, place the cursor in the Symbol field and press cTRL + v to enter the symbol.

9.
10.
11.

12.

13.

14.

15.

16.

17.

18.

19.

In the Symbol field, enter the appropriate symbol for the currency type.
In the Placement field, select where to place the currency symbol.

In the 1000 separator field, determine which character to place after the thousands placeholder, such as
the comma in “1,000”.

In the Decimal separator field, enter the character to use as a decimal, such as to separate dollars from
cents in “$10.00”.

In the Decimal digits field, enter how many digits to appear after the decimal separator in a number. For
example, to format ten dollars as $10.00, enter “2”.

For Leading zero, select whether to place a zero before the decimal separator on numbers less than one.
For example, your selection determines whether 50 cents appears as $0.50 or $.50.

If you use AddressAccelerator, the Addresses with this country are eligible for AddressAccelerator
checkbox appears. By default, this checkbox is marked for only the United States. When you mark this
checkbox, AddressAccelerator may validate addresses for the country. To validate addresses in a country,
you must first obtain the AddressAccelerator version for the country. You can only have one set of
AddressAccelerator data files at a time.

If, in Configuration, you set a business rule to automatically validate any address you edit,
AddressAccelerator validates only addresses in countries with this checkbox marked. For information
about this business rule, see “Define general rules” on page 87.

In the Display available fields for this country field, select the country with the address block style most
similar to the new country.

Use the left and right arrows to move fields to or from the Address block box. You selections in this box
determine how the address for the new country appears. You can select any field from the Available
fields box for the address format of the new country.

To add punctuation, line breaks, or spaces to the address format in the Address block box, use the
buttons at the bottom of the screen.

To save the new country, click Save and Close on the toolbar. You return to the International page.

Manage International Settings

You can edit and delete countries. You can print information for countries to keep as a reference.

e “Edit a country” on page 85

¢ “Delete a country” on page 85

* “Print international information” on page 86
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» Edit a country

You can edit the information for a country you have already entered in the program. In this procedure, we will
update the exchange rate for the United Kingdom.

4.

Scenario: You need to update the exchange rate for the United Kingdom. You currently have the rate
entered at 1.00 and you want to enter a more accurate figure.

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

Click International. The International page appears.

In the grid, select United Kingdom and click Open. The United Kingdom screen appears.

Symbaol: IS Drecimal digits: |2
Blacement: |£1 vl Leadingzero: © 9 + 09

[ Addresses with this country are eligible for &ddressécoelerator

-Use the fields below to build the address black for this country. Select the country o
dizplay the available address fields, then uze the fields to customize the address block.

Dizplay available fields for thiz country IUnited Kingdom j

Available fields: Address block:

Caountry abbreviation
Usze the commands below to insert symbols, lines, and spaces into the address block.

]|t e ] s |

United Kingdom I
File Edit Country Help
A 5ave and Close '| = )(_| 4 »| 7~ ‘
Mame: |L|nitec| Kingdam x| Abbreviation: IGBH
150 Mame: IUnited Kingdarn j
Currency: |Pounds j 1000 zeparator: I
Exchange rate: I‘I 0000000000 Decimal separatar: I

In the Exchange rate field, enter the updated exchange information.
5. To save the changes, click Save and Close on the toolbar. You return to the International page.

» Delete a country

Occasionally, you may need to remove a country from the program. For example, if you end appeal mailings to
a country in which no constituents live, you can remove it from your database.

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

iR whNe

Click International. The International page appears.
In the grid, select the country to delete.

On the action bar, click Delete. A verification message appears.

To delete the country, click Yes.
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» Print international information
You can print a list of all defined countries or a detailed profile of each country to keep for your records.
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click International. The International page appears.
3. To print a list of all the countries in the grid, right-click in the grid and select Print, Grid only.

To print a detailed profile for a country, including address format and currency exchange information,
select the country in the grid to print, right-click, and select Print, Country Profile.

Business Rules

Business rules help speed your data entry and help to verify that the data is correct. You can perform common
tasks in two categories: those with predefined rules and those with rules that you define. Predefined rules are for
the most part set up by marking a series of checkboxes and options. They govern a wide variety of functions such
as rules for adding gifts and what constitutes duplicate criteria during searches.

Note: Business rules affect virtually all areas of the program including Batch, Import, and Global Change.
However, you can override business rules for individual imports. For more information, see the Import Guide.
Business rules also affect inactive constituents.

You can create customized rules for three events: to open constituents, add gifts, and add actions. When you
specify a query and define a message to appear, when you execute one of the three events and the record falls
within the query, the message defined for that rule appears. For example, you can run a query to include all your
board members. You can then use the query to create a rule that a message appear to advise extreme care any
time one of your users opens a board member’s constituent record.

Business rules take effect as soon as you set them. Once you mark an option or checkbox or save a user-defined
rule, the rule is in effect.

The types of business rules are:

¢ “General Rules” on page 87

¢ “Duplicate Rules” on page 88

¢ “Name Display Rules” on page 91

¢ “Generate IDs Rules” on page 93

e “Batch Rules” on page 94

e “Merchant Account Rules” on page 96
e “Gift Rules” on page 100

e “Constituent Rules” on page 105

¢ “Email Rules” on page 111

¢ “Mail Options” on page 113

e “Alumni Rules” on page 114

e “Membership Rules” on page 116

¢ “Event Rules” on page 120

¢ “Queue Rules” on page 121

e “User Defined Rules” on page 122

e “System Access Options” on page 130
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General Rules

General rules control how the program treats invalid credit card numbers and determine functions from which
deceased constituents are excluded. If you have AddressAccelerator, you can also specify that the service attempt
to validate addresses whenever you edit them, and select additional address formatting options.
» Define general rules

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

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

Tt =
L 1o =l When saving a record with invalid credit card information... |
General & Duplicates € Do not allow record to be saved
Tables “e‘"ﬂd d " Displap warning
ndividuals ~
prr— D || Savetecad sy
Salutations en editing addresses...
Oplions ™ Butomaticaly attemp (o validate the addiess
Atirbutes 2 Name display
o ] Membershin When addresses are validated...
Finandial Institutions Generate [Ds ¥ Tieat DPY falurs as a validation failue
General Ledger Biatch optionss Address Abbreviation Options
e Merehant Aocounts @ Abbreviate all address slements to USPS format withaut punctuation [USPS preferred fomat)
3 Gift options € Abbreviate all address slements to USPS format with punctuation
e ~ ) General options ' Abbreviate all address elements with punctuation exeept sulfs, il route, and unit designation
- [ Activity options € Do nat abbreviate any address elements
&) Constituent options
Fislds - P
General aptions
gmbemhiu Deceased options
S Emal optians Exclude deceased individuals from... |—
Custom Views Mail options ¥ Maiings
T i a‘”mg‘ ”F:‘“'“ ¥ Repats =l
= Menbership options When copying the Preferred Address to an Alternate Address...
&) General oplions ) Uss addiess type from Preferred dddross
Activity opfians
Event options @ Use this dsfaull address type: [Former Address -
Queue Options
5 User defined 1ules
i [2] Constituent
2 Gite
- 2 Action -
Warkplace Giving

Business Rules

Apply predefined and customized validation rules to records in Tha Raiser's Edge

The tree view lists all business rule options. When you select an option, the rule choices for that option
appear on the right. If you select a folder, the rule choices for the first option under that folder display on
the right. The default opening option in the tree view is General.

Note: Availability of credit is not checked here. The program validates an account number based on a formula
which includes the prefix and number of digits in the account number.

3. Under When saving a record with invalid credit card information, select the default option for what to do
when users attempt to save a record that contains an invalid credit card number or expiration date.
The Raiser’s Edge does not check the availability of credit in an account. The program uses a formula to
ensure the validity of the credit card number based on several factors, including the prefix (first several
digits) and number of digits in the account number. If no credit card type is specified on the record,
The Raiser’s Edge tries to determine the type based on the prefix and number of digits, and processes the
number as the assumed credit type.

¢ If you select Do not allow record to be saved, users cannot save invalid credit card information. If users
attempt to do so, a warning appears.

Note: Remember, business rules affect all users of the program. For settings that affect individual users, see
the “User Options” chapter of the Program Basics Guide.

¢ If you select Display warning, the program displays a warning and allows the user to edit the entered
credit card information.

¢ If you select Save record anyway, the program saves the invalid information without a warning.
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4.

If you use the AddressAccelerator mailing service, the Automatically attempt to validate the address
checkbox appears. To see whether an address meets AddressAccelerator standards whenever you edit an
address, mark this checkbox.

Only addresses in countries for which you have marked the Addresses with this country are available for
address validation checkbox are included. For more information about this checkbox, see “Add a country”
on page 82.

If you use the AddressAccelerator mailing service, the When addresses are validated options appear.
Select whether to treat a Delivery Point Validation (DPV) failure as a validation failure and how to
abbreviate elements in addresses. By default, the program abbreviates all addresses to the preferred
format of the USPS.

Note: If you have NCOA processing, we recommend you run the addresses updated via NCOA through the
address validation process to put the NCOA addresses in your preferred format.

If you select any option other than Abbreviate all address elements to USPS format without punctuation
(USPS preferred format), you can still get the USPS preferred format when you use the optional module
PostalSaver and mark Cass certify addresses (this option will not update addresses in the database) on
the PostalSaver tab of a mailing. For mailings that meet postal discount requirements, this option
converts the addresses to the USPS preferred format for that mailing only — it does not update the
addresses in the database.

Under Exclude deceased individuals from, to increase accuracy and efficiency and avoid potentially
uncomfortable situations, select whether to exclude records marked as “Deceased” from mailings,
reports, or exports. These settings are only defaults. You can change them in the specific area of the
program.

Under When copying the Preferred Address to an Alternate Address, select the type of address to use
when user select the Copy Preferred to Alternate menu item on a constituent record. When users select
this menu item on the Bio or Org 1 tab of a constituent record, the program copies the preferred address
as an alternate address so you can select, or create, another address to use as the preferred address. All
records linked to the old preferred address (now an alternate) update to the new preferred address. This
business rule determines the type of address the alternate is saved as.

¢ To use the same address type the alternate address had when it was the preferred address, select Use
address type from Preferred address.

¢ To specify an address type, select Use this default address type and select the type in the
accompanying field. The default entry is “Home”.

When you leave this page, the program automatically saves your changes.

Duplicate Rules

Duplicate searches in Records are used to determine whether a new or edited entry already has a record. On this
screen, you can define the rules the program uses to determine when to search for duplicate records. Select your
own rules, or use the defaults. For example, if you use the default settings, a duplicate search is conducted when
you edit the constituent name, spouse name, relation name, or parent company name of a constituent record.

When the program performs a duplicate search, it uses a duplicate algorithm that automatically checks name,
address, phone number, and email address to determine duplicate records.

4

Define duplicate rules for searches

In addition to searches for duplicate individual records, the program uses this criteria in Duplicate Constituent
Reports, and when you import records.

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

2. Click Business Rules. The Business Rules page appears.
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3. From the tree view, select Duplicates. The duplicate criteria grid appears.
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v

During a duplicate search, the program checks all address components against the constituent’s primary

address.

4. To run a duplicate search when users save a new constituent record, select Constituent. The program

Note:

searches the constituent record only when you first add it, not if you subsequently edit it. When the
program finds duplicates, it displays them in a list.

Under Check for other constituents with the same name when editing a, select the types of name to
search for the same name when you edit a record. You can select to search existing constituent records
for the constituent name; spouse name; relation’s first, middle, or last name; or parent company
organization name. When you select these checkboxes, you avoid the creation of a duplicate record when
you edit and save current records. This rule applies only when you save current records after an edit, not
when you create new ones. If duplicates are found, they appear in a list. You can save the record as it is or
return to the record without saving it.

If you have a lot of records, running a duplicate search every time you create or edit a record may take

too long to suit your purposes. Instead, you may want to run a Duplicate Constituent Report in Administration
at set intervals rather than use these business rules.

6.

Note:

Under When displaying constituent or duplicate search results... select whether or not users should be
able to see all records that meet duplicate criteria, or only the constituents that user has rights to view.

For information on how to assign user view rights for constituents, see the “Security” chapter of this
book.

Under Aliases, select to check aliases for individuals, organizations, or both. If you do not select either
checkbox, aliases will not be included in the duplicate check.

Security rights can limit the constituents who appear in a duplicate search.

When you leave this page, your changes are automatically saved.
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Duplicate Constituents Report

After you define duplicate rules in Configuration, you can run a duplicate constituents report in Administration.
To keep your database from filling up with duplicate records, The Raiser’s Edge can compare records in your
database — individual and organization — and find all duplicates. You can then use other Administration links,
such as Merge Constituents and Global Delete, to help rid the database of any duplicate records. The Duplicate
Constituents link determines duplicates based on the rules established under Business Rules in Configuration.

» Search for duplicate constituents
1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
2. Click Duplicate Constituents. The Duplicate Constituent Report screen appears.

Duplicate Constituent Report
Results: ¥ dmdualg = Organizations
|v Create output query of duplicate recards

Warning: This process may take a significant amount of time to complete.
We recommend you run it overnight so that you may continue other tasks.

Fiun Report Mow | Cancel |

3. Select whether you would like to see individuals or organizations in your results.

. Select whether or not you would like to create a static output query of the duplicate records found after
the search completes.

5. Click Run Report Now. The duplicate search begins. A screen appears to track the process.
If you selected to create an output query, the Save Static Query screen appears.

Save Static Query il

(uer name: I | Save I
Description: ;I Caticel |
[ -]

Query format; IStatic vl Query Type: Constituent

[V Other users may execute this query  Created From: guplicate Caonstituent
epaork

[V Oither users may modify this query

Create in: IGeneraI j R Categoryl

a. Enter a name and description to help identify the query of duplicate records. The Query format field
defaults to Static and cannot be changed. You can also specify whether to allow others to execute or

modify your query.
b. Inthe Create in field, select the query category in which your static output query will be saved. You
can click New Category to create a new category if necessary.

c. Click Save.
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When the process is complete, if the program finds no duplicates, a message appears to inform you that
“No records meet specified criteria.” If the program discovers any duplicate records, the Duplicate
Constituent Report appears and displays information about the records.

@ New Duplicate Constituent Report 18| x|

X 4 4 1of1 y M oe [ & & F & | |:|M Towal8  100% 8of8

Fresiew I

1masont Duplicate Constituent Report

Page |

Potential duplicates: &

] Name Address Added to RE  Phene Email Ho. Gifts Ho. Actions
183 Jill Garmett O6/16/2000 0 0
2830 Jill WL, Gramrett 45 Worthly &venue 01i2172000 203-555-9985 3 3
Chesire, CT 06410
261 LeRoy Jenkins 127 Hood Rd. 110972011 0 0
(Shea Jenkins) Charleston, SC 29492
262 LeFoy Jenkins 127 Hood Rd. 110972011 1} 0
Charleston, SC 29492
260 Joshua 5. WeKinnery 110972011 0 0
258 Joshua MeKinney 2007 Silver Crest Dr. 102011 o 0
Damascus, WD 20872
257 Alex F. Smith 110972011 2 1}
259 Alexander F. Smith 11092011 0 0

6. To print the report, click the print icon on the toolbar.

7. To close the report, click the X in the upper left corner. You return to the Duplicate Constituent Report
screen.

Name Display Rules

If you have the optional module Membership Management, Name display rules appear. These rules determine
defaults for how names display for memberships.
» Define default membership name display rules

Select the default for how a name appears in the Name on card field on a membership record.

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

2. Click Business Rules. The Business Rules page appears.
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3. From the tree view, under Name display, select Membership. The membership name display rule options

appear.
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Note: If the program finds no selected addressee/salutation, it uses Key name (First name, Middle name, and
Last name).

4. Under Default Membership Card Addressee/Salutation, select a display option for the default
addressee/salutation of the member. Your selection determines how the name of the member appears
on the membership card.

¢ To select an addressee/salutation from the individual record, select Use addressee from Member and
select your entry in the Use this addressee if present on the Individual field. In the Otherwise use field
(which contains the additional choices of Name and Constituent ID), select the entry for the program to
use as a backup if it cannot find the first addressee/salutation format. If the program finds no
addressee/salutation, it uses the Key name (First name, Middle name, and Last name).

Note: An embedded addressee/salutation lets you define the addressee/salutation each time you use it.

¢ To select any defined addressee/salutation plus any embedded addressee/salutations in the program,
select Use addressee from Configuration. If you select an embedded addressee/salutation (Const
Addr/Sal), select entries in the Use this address if present on the Individual and Otherwise use fields.
To learn more about embedded addressee/salutations, see “Add an addressee/salutation” on page 45.

¢ To use the name from the membership record, select Use Member name. The Use this address if
present on the Individual and Otherwise use fields are disabled.

5. Under Membership Given by Addressee/Salutation, select a display option for the default
addressee/salutation for the individual who gives the gift of membership. Your selection determines how
the name of the person giving the membership appears on the membership record. The options are the
same as those for membership cards.

When you leave this page, the program automatically saves your changes.
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Generate IDs Rules

Note: Automatic IDs are sequential and unique. They can be generated in numeric form only.

You can specify rules to generate automatic ID numbers for several record types. The program assigns automatic
IDs for record types in the order the records are added. Auto IDs are sequential and unique. They can be
generated in numeric form only. You can use these IDs to streamline your data retrieval in queries and searches.
» Define defaults rules for generating IDs

You can set defaults to establish the record types for which you generate IDs, and how the IDs are numbered.

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

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

3. From the tree view, select Generate IDs. The rule options for generating IDs appear.

|»

General When adding records, automatically generate...

Genersl 4 Duplicates ¥ Consti D

.8 Criteria v Constituent IDs
TELES g . W GiltIDs
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b (2] Botivity options ] Prefix IDs with current year lm
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Apply predefined and customized validation rules to records in The Raiser's Edge

4. Under When adding records, automatically generate, select the IDs to automatically generate when you
add a record. To generate an ID, mark its checkbox. You can automatically generate Constituent IDs, Gift
IDs, Membership IDs, (if you have the optional module Membership Management), and Event IDs (if you
have the optional module Event Management).

5. To generate ID numbers, the program searches for the lowest available number that occurs after the ID
number listed under When generating ID numbers. To find and change the reference number the
program uses to find a unique ID number:



94 CHAPTER

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

Change Next Available ID Humber E

For each record twpe below, pou can change the
nurmber that the spstem starts from ta find a unique (D,

Click. the up arrow in the cell to find the first available
number for that record type.

Fecord Type Mext Available 1D
Caritituent 78 o
Gift 1412
Membership Rz
Special event 2B

Ok I Cancel |

b. In the Next Available ID column, the program displays the number last used to generate an ID, plus

one. To start with another number when the program searches for the next unused ID number when
you add a record type, enter it here.

When you place the cursor in the Next Available ID field for a record type, a button in the field is
enabled. When you click the button, the program starts at zero and searches for the next unused ID
number available for that record type. You can use this button to ensure you have no gaps in your ID
numbering.

c. Click OK. You return to the rule options for generating IDs.

Note: If you mark Prefix with current year, you can reset your IDs to begin renumbering at the start of a new
year.

6. When you mark a record type, the Prefix IDs with current year checkbox is enabled. To display the year
before the ID number, mark this checkbox and enter whether you want the year to appear as two or four
characters. Placing the year before the ID number lets you identify at a glance the year the record was
added. When you mark this checkbox, you affect all record types.

Warning: Be careful when you use prefix numbers with a year. If you decide not to use the prefix during the
year and change the option, when the program searches for the next available number, it does not take into
account numbers already entered with the prefix. For example, if you entered IDs prefixed with 2000 and then
change the option to include no prefix, the program will show the next available ID number as “1”.

7. When you mark Prefix IDs with current year, the Reset numbering at the start of a new year and
Separate prefix from ID using checkboxes are enabled.

¢ To begin with number 1 when creating IDs in a new year, mark Reset numbering at the start of a new
year.

¢ To separate the year from the ID number, mark Separate prefix from ID using and enter the symbol you
want to use in the corresponding field. For example, if you enter a forward slash in this field and select
the year to display as four characters, the program formats the constituent ID as “2001/762.”

In the Sample field, an example of the ID options you select appears.
When you leave this page, the program automatically saves your changes.

Batch Rules

You can establish rules to control how the program generates batch numbers and warnings to display when gifts
are added to batches.
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» Define batch rules

You can set rules for the generation of batch ID numbers and select a warning to appear when you add gifts to
a batch from constituents with outstanding balances.

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Business Rules. The Business Rules page appears.
3. From the tree view, select Batch options. The business rules for batch options appear.
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Apply predefined and customized validation rules to records in The Raiser’s Edge

Note: When you begin to create batches, the program does not update the next available batch number listed
under When generating Batch numbers. The program uses this number as a reference point to begin a search
for the next unused batch number.

4. To generate batch numbers, the program searches for the lowest available number that occurs after the
batch number listed under When generating Batch numbers. To find and change the reference number
the program uses to find a unique batch number:

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

Change Mext Available Batch Humber E

You can change the number that the system starts from
tofind a unique [0 by typing it in below. Click the up
arrow in the bowx to find the first available batch number.

Mest availsble batch number: |489 %‘I
ak. I Cancel |

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

c. Click OK. You return to the Business Rules page for batch options.

5. To display the year the batch was created before the batch number, mark Prefix numbers with current
year and select whether to display the year in two or four characters in the corresponding field. When
you add a year prefix to your ID numbers, you can identify at a glance the year a batch was created.
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Warning: Batch ID numbers must be unique, so before you can mark Reset numbering at the start of a new
year, you must mark Prefix numbers with current year.

When you mark Prefix numbers with current year, the Reset numbering at the start of a new year and
Separate prefix from ID using checkboxes are enabled.

¢ To reset the next available batch number to “1” for the first batch created in each calendar year, mark
Reset numbering at the start of a new year.

¢ To use a symbol to separate the year from the batch number, mark Separate prefix from ID using and
enter the symbol to use. For example, if you enter a hyphen in this field, the program formats the batch
number as “2000-489.”

The Sample field displays an example of the batch number with the format options selected.

6. Under When adding a gift to a batch, warn if constituent has, select when to display a warning when you
add gifts to a batch. You can mark checkboxes to warn if a constituent has outstanding pledge balances or
recurring gifts. If you use the optional module Event Management, you can mark a checkbox to warn if
the constituent has outstanding registration fees. If you use the optional module Membership
Management, you can mark a checkbox to warn if the constituent has a lapsed membership.

For example, if you mark Outstanding pledge balances and a user adds a gift with an outstanding pledge
to a batch, a warning message appears. If more than one of the conditions are present, multiple messages
appear.

7. Inthe Process credit cards and ACH gifts through field, select the payment processor gateway you use to
process credit card and direct debit transactions. You can select ICVerify or IATS/Other.

¢ If you select ICVerify, select Tools, User Options from the menu bar. On the Options screen, select the
File Locations tab and enter the location for the “ICVerify Data Path”.

¢ If you select IATS/Other, the Click here to set up merchant accounts link appears. To set up and manage
your merchant accounts, click the link. The Business Rules page for merchant accounts appears. For
information about these business rules, see “Merchant Account Rules” on page 96.

When you leave this page, the program automatically saves your changes.

Merchant Account Rules

Note: For information about how to set up an account with Blackbaud Merchant Services, refer to Getting
Started with Blackbaud Merchant Services at
http://www.blackbaud.com/files/support/guides/bbps/bbmstart.pdf.

If, in the Process credit cards and ACH gifts through field under Batch options, you select IATS/Other, you must
enter information for at least one merchant account for an authorization service such as Blackbaud Merchant
Services or IATS. To set up a merchant account, select Merchant Accounts on the Business Rules tree view.
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To process payments through ICVerify, you must select ICVerify in the Process credit cards and ACH gifts
through field under Batch options and enter the /ICVerify data path. For more information, see “Batch Rules”
on page 94.
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Note: You cannot delete merchant accounts from The Raiser’s Edge. To prevent the use of a merchant
account, we recommend you edit the merchant account and mark Inactive.

In the Merchant Accounts for authorizing credit cards and ACH gifts grid, the merchant accounts your
organization uses with the Blackbaud Payment Service appear. For each merchant account, you can view the
name of the merchant account, the gateway and currency you use with the account, and whether the merchant
account is inactive. You can also view whether the merchant account supports batch electronic funds transfer
(EFT) and NetSolutions. From the grid, you can set up and edit the merchant accounts to which transactions are
directed when you process payments.

¢ “Add a merchant account for a credit card authorization service” on page 97
¢ “Edit a merchant account” on page 99

» Add a merchant account for a credit card authorization service

You can set up a merchant account and provide the login credentials received from the authorization service.
The Raiser’s Edge uses this information to process payments with the merchant account through the
Blackbaud Payment Service.

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Business Rules. The Business Rules page appears.
3. From the tree view, select Merchant Accounts. The merchant accounts for your organization appear.
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4. On the action bar of the grid, click New Account. The Add Merchant Account screen appears.

Add Merchant Account B I
temes I Enable ICard I
Description: ¥ American Express
[ Diner's Club
O Discover
C Maestro
LUgin |D l— l7 MEStEI'CEI’d
C Solo
Pazzword: I ~ Visa

Confirm password: l—
Gateway: lm Field Value
Cumency: lﬁ
AWS level: lm
CSC level: lm

Process mode: lh

[~ Inactive

Cancel |

Enter a name and description to help identify the merchant account.

6. When your organization sets up an account with the authorization service, you receive a login ID and
password for the account. In the Login ID and Password fields, enter the login credentials provided by the
service for the merchant account. Regardless of the characters you enter in the Password field, only
asterisks appear.

7. In the Confirm password field, enter the password again. Regardless of the characters you enter in this
field, only asterisks appear.

8. In the Gateway field, select the authorization service to use to process transactions with the merchant
account.

9. In the Currency field, select the currency to use with the merchant account and selected gateway.

Note: The Address Verification Service (AVS) is fraud protection that verifies customer billing addresses
submitted through online payment transactions. With AVS, the gateway issues a transaction to authorize the
payment. In response, the gateway receives information about the payment, including whether the street
address and ZIP Code are correct. Depending on the AVS level selected for the merchant account, the gateway
uses this information to determine whether to accept the payment. The program performs this service only
when the selected gateway supports AVS for the country of the transaction. For information about AVS
support, contact your gateway.

10. If the selected service provides the Address Verification Service (AVS) as fraud protection to verify
customer billing addresses submitted through online payment transactions, the AVS level field is enabled.
In the AVS Level field, select whether to use AVS with the merchant account and at what level.

¢ To perform no address verification, select “None”.
¢ To accept transactions only when both the street address and ZIP Code match, select “Full.”

¢ To accept transactions when either the street address or ZIP Code match, select “Medium.” We
recommend you select this option.

¢ To deny transactions only when neither the street address nor the ZIP Code match, select “Light.” This
level may accept transactions when either the street address or ZIP Code returns no response,
regardless of whether the other criteria matches.

Note: The Card Security Code (CSC) appears only on the credit card itself, and not on receipts or statements.
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11.

12.

13.

14.

15.

16.

If the selected service provides a Card Security Code (CSC) check as fraud protection to verify the card
security code, called the Card Verification Value (CVV2), the CSC level field is enabled. In the CSC Level
field, select whether to use CSC checks with the merchant account and at what level.

¢ To perform no CSC check, select “None”.
¢ To accept transactions only when the CSC matches, select “Full”.
¢ To decline transactions only when the CSC does not match, select “Light”.

In the Process mode field, select the mode in which to use the merchant account with the selected
service. You can select “Live” or “Demo”. If the selected service supports a test mode, you can also select
“Test”.

To set up the merchant account but not make it available for use, mark Inactive.

In the card grid, the payment cards the selected service supports appears. In the Enable column, mark the
checkboxes for the credit cards to use with the merchant account.

If the selected service requires additional fields, the field grid is enabled. In the grid, enter the information
necessary to process transactions through the service.

Click OK. The Raiser’s Edge sends the merchant account information to the Blackbaud Payment Service
for secure storage. You return to the Business Rules page. In the Merchant Accounts for authorizing
credit cards and ACH gifts grid, the new merchant account appears.

» Edit a merchant account

W

On the Raiser’s Edge bar, click Config. The Configuration page appears.
Click Business Rules. The Business Rules page appears.
From the tree view, select Merchant Accounts. The merchant accounts for your organization appear.

On the action bar of the grid, click Open Account. The Edit Merchant Account screen appears and displays
the merchant account information retrieved from the Blackbaud Payment Service.

Edit Merchant Account B I

temes IIATS Enable ICard I

Description: ’ American Express

Diner's Club
Discover
Maestro
logniD: [ezz88
Pazzward: lmxmx—
Conlirm password: IW—

Mastercard

Gateway: lm Field Value
Curency: lm
A5 level: m
C5C level: m
Process mode: lm

[~ Inactive

Solo

RARRAARF

Visa

Cancel |

Update the information as necessary.

Click OK. The Raiser’s Edge sends the merchant account information to the Blackbaud Payment Service
for secure storage. You return to the Business Rules page.
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Gift Rules

You can set rules to control many aspects of gift entry including who soft credits default to and defaults for saving
gifts. Your selections affect how gifts display on reports and in mailings.

¢ “Gift General Options” on page 100
o “Gift Activity Options” on page 101

Gift General Options

Define rules to determine who is credited for matching gifts, who is soft credited on reports and in mailings,
queries, and exports, and how to display the word gift.
» Define general defaults for gifts

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

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

3. From the tree view, under Gift options, select General options. The general gift rule options appear.
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Business Rules

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

4. Under Default credit for matching gifts to, select who to default the matching gift credit for reports,
mailings, queries and exports. Your selection is only a default. You can change it on individual reports,
mailings, queries, and exports.

¢ To default the matching gift credit to the giver of the primary gift, select Constituent.

¢ To default the matching gift credit to the matching gift company defined on the constituent record,
select Matching gift organization.

¢ To default the matching gift credit to the giver of the primary gift and the matching gift company
defined on the constituent record, select Both.

Note: For more information about matching gifts and soft credits, see the Gift Records Guide.

5. Under Default soft credits to, select who to default soft credits on reports, mailings, queries, and exports.
You can select to default soft credits to the Donor, Soft credit recipient, or Both. Your selections for soft
credits are only defaults. You can change these defaults on individual reports, mailings, queries, and
exports.
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If you select Soft credit recipient or Both, select how to distribute the soft credit among the recipients.

¢ On the Soft Credit tab of the gift record, you can distribute a gift among multiple recipients. For
example, you can credit one recipient with thirty percent of a gift and another with fifty percent (the
distribution does not have to equal 100 percent). To use this distribution for soft credits on reports and
mailings, select “Use distribution on gift”.

¢ To distribute the gift evenly between recipients, select “Split evenly”. For example, a $600 gift split
among three recipients would credit each with $200.

¢ To credit all recipients with the full amount, select “Full amount to all”.

Warning: When you rename the word “gift,” the change affects many areas of the program. To ensure
consistency and accuracy, be careful to not duplicate terms already used in The Raiser’s Edge.

6. Under Display the word ‘Gift’ as, enter the short and long description of how you want the word “gift” to
appear in the program. If your organization does not use the term “gift,” enter the correct term to reflect
your business needs. The maximum character length for the short description is four. The maximum
character length for the long description is 25. Neither the short or long description can contain periods
[.] or ampersands [&]. For example, if your organization uses the word transaction, you would enter “trns”
in the Short description field and “transaction” in the Long description field.

The name entered appears most places in the program where the term “gift” currently appears.
When you leave this page, the program automatically saves your changes.

Gift Activity Options

You can establish rules for warnings to appear when users add new gifts and change gift and receipt amounts.
You can also establish rules to soft credit matching gift pledges, link matching gifts to proposals, matching gift and
receipt amounts, and minimum gift amounts users can save.

¢ “Define rules for adding and updating gifts” on page 101
¢ “Define rules for saving gifts” on page 103
¢ “Define rules for integration with GiftWrap” on page 104

» Define rules for adding and updating gifts
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Business Rules. The Business Rules page appears.
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3.

4.

From the tree view, under Gift options, select Activity options. The gift activity rule options appear.

Configuration Fp— =
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Business Rules

Apply predefined and customized validation rules to records in The Raiser's Edge

Under When adding a gift warn if constituent has, specify when to display a warning when users enter
gifts. You can mark checkboxes to warn if a constituent has Outstanding pledge balances, Outstanding
recurring gifts, Outstanding registration fees (Event Management only), or Lapsed memberships
(Membership Management only).

If any of these situations exists, a warning message appears to ask whether to apply the new gift toward
the outstanding pledge balance, recurring gift, registration fee, or membership renewal. If more than one
of these situations is present, separate message boxes appear for each.

Note: If you do not set this rule, when the gift amount is originally entered, the receipt amount defaults to the
same amount as the gift.

5.

6.

Under When changing ‘gift amount’ automatically update, specify whether to update the receipt
amount. When you mark Receipt amount, the receipt amount is updated only if, before the change, it
equals the gift amount minus the value of all benefits. For example, if a gift of $20.00 was given and a
$10.00 t-shirt was a benefit, the receipt is for $10.00. If you change the gift amount to $50.00, the receipt
amount changes to $40.00. Or, if a gift of $100 has no benefits and a receipt value of $100 (the receipt
amount still equals the gift amount minus the benefit value), and you change the gift amount to $150, the
receipt amount automatically updates to $150.

However, if a receipt amount is different from the gift amount minus the value of all benefits, the receipt
amount does not automatically update if you later change the gift amount. For example, if you have a gift
of $100 with no benefits that you assign a receipt value of $75, and you change the gift amount to $150,
the receipt amount remains $75.

To update the currency gift amount to reflect the new gift amount, mark Currency gift amount. To
determine the currency gift amount, the program multiplies the gift amount by the currency exchange
factor as entered for a country in the International link of Configuration. When you mark these
checkboxes, figures already in the Receipt amount and Currency gift amount fields automatically update
when you change the gift amount.

Under When changing ‘receipt amount’ automatically update, specify whether to update the currency
receipt amount. When you mark Currency receipt amount, you ensure the relationship between the
receipt amount and currency receipt amount remains the same. The value in the Currency receipt
amount field is the receipt amount times the currency exchange factor. The currency receipt amount
updates as soon as you leave the Receipt amount field. When you mark Currency receipt amount, figures
already in the Currency receipt amount field automatically update when you change the receipt amount.
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When you leave this page, the program automatically saves your changes.

» Define rules for saving gifts

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

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

3. From the tree view, under Gift options, select Activity options. The gift activity rule options appear.
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Business Rules

Apply predefined and customized validation rules to records in The Raiser's Edge

4. To default the soft credit recipients from the original gift into the Soft Credit grid on the matching gift
pledge when users save a gift, mark Automatically apply soft credit to matching gift pledge. Each soft
credit recipient automatically receives credit for the same percentage of the matching gift as they
received for the initial gift.

5. To ensure that no receipt can exceed the amount of the gift for which it is issued, mark Do not allow
‘receipt amount’ to exceed ‘gift amount’. If a user attempts to enter a receipt amount greater than the
gift amount, a message appears.

Note: Not allowing gifts less than certain amounts to be saved can be helpful to prevent data entry errors. For
example, you can specify that no gift less than $1.00 can be saved. This prevents a gift of $50.00 from
inadvertently being entered as S.50.

6. To define the minimum gift amount allowed to be saved, mark Do not allow gifts to be saved that are less

than and enter the minimum gift amount in the corresponding field.

When you mark Do not allow gifts to be saved that are less than, the Message field is enabled. In this
field, enter the message to appear when a user attempts to save a gift that is less than the specified
amount. A message is required.
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a. For more room to view your text, click the magnifying glass. The Define Message screen appears.

Define Message E3

Meszage text: [Thiz gift is below the minimum allowable amount. Please verify
that the amount is comect.

QK | Cancel |

b. Inthe Message text field, enter the message to appear when a user attempts to save a gift that is
less than the specified amount.

c. To save the message and close the Define Message screen, click OK. To close the zoom window
without saving the message, click Cancel. You return to the Business Rules gift options activity
options page.

When you leave this page, the program automatically saves your changes.

» Define rules for integration with GiftWrap

When you install and activate Planned Giving Tracker, this rule appears. Before you import any gift records
from GiftWrap, you must specify the Raiser’s Edge gift attribute category used to store the gift key from the
corresponding gift record in GiftWrap.

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Business Rules. The Business Rules page appears.
3. From the tree view, under Gift options, select Activity options. The gift activity rule options appear.

Configuration Fp—— =
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Business Rules

Apply predefined and customized validation rules to records in The Raiser's Edge

4. Under When linking a GiftWrap gift to a Raiser’s Edge gift record, mark Save the GiftWrap Gift Key as
this Gift Attribute category and select the category where the program stores the GiftWrap gift key on
each corresponding Raiser’s Edge gift record.

When you leave this page, the program automatically saves your changes.
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Constituent Rules

You can set rules for general rules for such things as to change constituent names and add names to the list of
aliases. You can also set rules for when you mark a person as deceased and rules when the deceased constituent
has a spouse.

e “Constituent General Rules” on page 105
e “Deceased Constituent Rules” on page 108

Constituent General Rules

You can set rules for changing constituent names and adding names to the list of aliases. You can also set rules for
constituents who give to an appeal that does not appear on the Appeal tab of their constituent record and rules
for specifying an action type for actions created for letters.

¢ “Define the rule for changing constituent last names” on page 105
e “Define rules for aliases” on page 106

¢ “Define rules for a constituent who gives to an appeal not listed on the Appeals tab of the constituent record”
on page 107

¢ “Define rules for automatically creating an action when sending letters” on page 108

» Define the rule for changing constituent last names
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Business Rules. The Business Rules page appears.

3. From the tree view, under Constituent options, select General options. The constituent rule options
appear.
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Business Rules

Apply predefined and customized validation rules to recards in The Raiser's Edge

4. Under When changing constituent last names, if you mark Automatically update spouse having the
same last name, when you leave the Name field, the last name of the spouse automatically changes to
the new last name of the constituent, as long as the entry in the Spouse name field is the same as the
constituent’s last name.
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If the spouse’s last name is different from the constituent’s last name before the change, this rule does
not occur. This rule affects spouses even if they are not constituents. If you manually change the entry in
the Spouse name field, the rule does not change the active constituent.

When you leave this page, the program automatically saves your changes.

» Define rules for aliases
You can mark checkboxes to automatically add selected names to the alias grid.
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Business Rules. The Business Rules page appears.

3. From the tree view, under Constituent options, select General options. The constituent rule options
appear.
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Business Rules

Apply predefined and customized validation rules to records in The Raiser's Edge

Note: Aliases are other names a constituent is known by. Aliases can include a stage name for an individual or
an acronym for an organization.

4. Under Automatically add to list of aliases, select the types of names to automatically add to the Alias grid
on the constituent record. If the entry already exists in the grid, the program does not add it again. If you
mark any of these checkboxes, the value for the alias does not change if the Maiden name on the
constituent record, Known name on the education record, or Last name on the spouse record changes.

Warning: If you mark any of the checkboxes under Automatically add to list of aliases, the value for the alias
does not change if the Maiden name, Known name, or Last name changes.

¢ Toinclude the spouse last name in the Alias grid, mark Spouse last name. In the Alias type field, select
the alias type to save the spouse last name as in the Alias grid.

¢ Toinclude the maiden name in the Alias grid, mark Maiden name. In the Alias type field, select the
alias type to save the maiden name as in the Alias grid.

¢ Toinclude the known name in the Alias grid, mark Known name. In the Alias type field, select the alias
type to save the known name as in the Alias grid.

When you leave this page, the program automatically saves your changes.
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» Define rules for a constituent who gives to an appeal not listed on the Appeals tab of the constituent record

You can set defaults for the appeal record when a constituent gives to an appeal which has not yet been
added to the constituent record.

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

3. From the tree view, under Constituent options, select General options. The constituent rule options
appear.
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Business Rules

Apply predefined and customized validation rules to recards in The Raiser's Edge

4. In the If a constituent gives to an appeal not listed on their Appeal tab field, select how to manage
appeals when the constituent gives to one not on their Appeal tab.

¢ To place the appeal on the Appeals tab of the constituent record, select “Add the appeal to the
constituent”.

¢ To display a message asking whether to add the appeal to the constituent record, select “Ask before
adding the appeal to the constituent”.

¢ To not add the appeal to the Appeals tab of the constituent record, select “Do not add the appeal”. The
fields and options in the remaining steps are disabled.

5. If, in the If a constituent gives to an appeal not listed on their Appeal tab field, you select “Add the
appeal to the constituent” or “Ask before adding the appeal to the constituent”, the Response field is
enabled. In this field, select the default response to appear for the appeal. To view all entries for the
Response table on the Appeal tab of the constituent record, click the down arrow. Your selection here is
only a default and can be changed on the Appeals tab.

6. If, in the If a constituent gives to an appeal not listed on their Appeal tab field, you select “Add the
appeal to the constituent” or “Ask before adding the appeal to the constituent”, the Add the date the
appeal was sent to the constituent checkbox is enabled. To automatically place a date into the Date
column on the Appeal tab, mark this checkbox and select the date to use.

¢ To use the date on which the gift given in response to the appeal is added, select Use gift date.
¢ To use another date, select Use other date and enter a date in the corresponding field.

7. If, in the If a constituent gives to an appeal not listed on their Appeal tab field, you select “Add the
appeal to the constituent” or “Ask before adding the appeal to the constituent”, the Update the ‘No.
Solicited’ for that appeal checkbox is enabled. To increase the number in the No. solicited field on the
appeal record by one, mark this checkbox.
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When you leave this page, the program automatically saves your changes.

» Define rules for automatically creating an action when sending letters

1.

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

2. Click Business Rules. The Business Rules page appears.
3. From the tree view, under Constituent options, select General options. The constituent rule options

appear.
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Business Rules

Apply predefined and customized validation rules to records in The Raiser's Edge

4. Under When an action is created for a letter, specify the action types to default when Microsoft Word

mail merges creates constituent letters, gift letters, or action letters. When you mark Set the action type
to, you can select a default type for actions created for the applicable letters.

When a new action record is created from a letter, the Action type is set to the selected type. When an
existing action record is updated because of a letter, the Action type is set according to your entry here
only if you have not already selected a type for that action record. If an existing action record already has
an Action type defined, it is not overwritten.

If you do not select an entry in the Set the action type to field, new action records created from letters
contain no entry in the Action type field, and existing records are not updated.

To display a message to notify you that the action was saved each time you send a letter, mark Display
notification when the action is saved.

When you leave this page, the program automatically saves your changes.

Deceased Constituent Rules

Warning: Business rules are not retroactive. When you set any deceased business rules, they do not apply to
records that are already marked deceased. A rule applies only to records you mark deceased after setting the

rule.

You can set rules for when you mark a person as deceased and rules when the deceased constituent has a

spouse.

e “Define rules for marking a person deceased” on page 109

¢ “Define rules for when a deceased constituent has a spouse” on page 110
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» Define rules for marking a person deceased

1.
2.
3.

On the Raiser’s Edge bar, click Config. The Configuration page appears.
Click Business Rules. The Business Rules page appears.

From the tree view, under Constituent options, select Deceased options. The deceased rule options
appear.
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Business Rules

Apply predefined and customized validation rules to records in The Raiser's Edge

Business rules are not retroactive. So when you set any deceased business rules, they do not apply to records
that are already marked deceased. A rule applies only to records you mark deceased after setting the rule.

4.

Under When marking a person deceased, to default the current date as the deceased date, mark Enter
the current date as the deceased date.

To unmark Send mail to this address on each address in the deceased constituent’s record, mark Uncheck
the “Send mail?” checkbox for all of the deceased’s addresses. Mail will not be sent to any of the
deceased’s addresses in future mailings.

If you have the optional module Honor/Memorial Tracking, select whether to make the deceased
constituent an honor/memorial. An honor/memorial is a constituent who is honored or memorialized by
gifts donated to your organization. When you mark Make the deceased constituent an Honor/Memorial,
the Constituent is an honor/memorial checkbox on the Honor/Memorial tab of the deceased’s
constituent record is automatically marked.

When you designate a constituent as an honor/memorial, the constituent is an honoree in your database.
You can refer to the constituent as an honor/memorial or as the honoree receiving gifts.

When you mark Make the deceased constituent an Honor/Memorial, the Create a tribute for the
deceased checkbox is enabled. To create a tribute for the deceased constituent, mark this checkbox and
select an entry in the Tribute type field. A tribute explains the reason why you honor or memorialize a
constituent.

To enter the deceased date as the ending date for all active constituent codes assigned to the constituent
(only those that have no entry in the Date to field), mark Enter the current date as the “Date to” for all
the deceased’s active constituent codes.

When you leave this page, the program automatically saves your changes.
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» Define rules for when a deceased constituent has a spouse

Warning: Business rules are not retroactive. So when you set any deceased business rules, they do not apply
to records that are already marked deceased. A rule applies only to records you mark deceased after setting

the rule.

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

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

3. From the tree view, under Constituent options, select Deceased options. The deceased rule options
appear.
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Apply predefined and customized validation rules to records in The Raiser's Edge

4. Under If the deceased has a spouse, select whether to convert the non-constituent spouse of the
deceased constituent into a constituent. When you mark Make the spouse a constituent, if the deceased
constituent has a spouse who is not a constituent, the spouse becomes a constituent.

5. To soft credit the spouse with the amount of each gift previously received from the deceased constituent,
mark Soft credit the spouse for all past gifts given by the deceased. If the deceased constituent has a
spouse who is a constituent or is becoming a constituent through the Make the spouse a constituent
checkbox, the spouse receives a soft credit for the full amount for each gift previously given by the
deceased constituent. If the spouse already received soft credit for a gift, he or she does not receive soft
credit for the same gift again.

When you mark Soft credit the spouse for all past gifts given by the deceased, you can review the
complete giving history of the deceased constituent from the spouse record.

6. To prevent the deceased constituent from receiving soft credit for gifts you receive from the spouse, mark

No longer soft credit the deceased for gifts given by the spouse. If the deceased constituent has a spouse
who is a constituent or is becoming a constituent through the Make the spouse a constituent checkbox,
the Automatically soft credit this individual for gifts is automatically unmarked on the spouse record.

For example, Robert Hernandez is a deceased constituent and his wife Wendy Hernandez is also a
constituent. When you mark No longer soft credit the deceased for gifts given by the spouse and mark
Robert Hernandez as deceased, the Automatically soft credit this individual for gifts checkbox is
unmarked on the relationship to Robert Hernandez accessed from Wendy Hernandez’s constituent
record. This indicates that you should no longer soft credit Robert for gifts you receive from Wendy.
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Warning: If Gender is not defined on the spouse relationship record, the marital status does not change for a
spouse even if you mark Change the marital status of the spouse.

7. To change the marital status of the spouse, mark Change the marital status of the spouse and select an
entry in the Change Marital status to { } if spouse is male and if spouse is female fields. If the deceased
constituent has a spouse who is a constituent or is becoming a constituent through the Make the spouse
a constituent checkbox, the spouse’s marital status changes to the specified status when you mark the
constituent as deceased. If Gender is not defined in the spouse relationship record, the marital status
does not change.

8. When you mark both Make the deceased constituent an Honor/Memorial and Create a tribute for the
deceased under When marking a person as deceased, the Make the spouse an acknowledgee on the
tribute for the deceased checkbox is enabled. To create a tribute with the spouse as an acknowledgee,
regardless of whether the spouse is a constituent, mark this checkbox.

Since acknowledgees who are not constituents must have an address, if the spouse is not a constituent
and does not have an address, the spouse is not added as an acknowledgee on the tribute.

9. To receive a reminder to update addressee/salutations for the constituent, mark Prompt to update the
spouse addressee/salutations. When you mark a constituent deceased, after any other deceased options
you have set are completed and the constituent record is saved, the Update Spouse
Addressee/Salutations screen appears so you can edit the addressee/salutations for the deceased
constituent.

When you leave this page, the program automatically saves your changes.

Email Rules

You can select to automatically create an action when an email is sent to a constituent. When you integrate The
Raiser’s Edge with Microsoft Outlook, you can also indicate settings for actions saved for incoming emails and
appointments.
» Define rules for creating actions from emails
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Business Rules. The Business Rules page appears.
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3. From the tree view, select Email options. The email rule options appear.
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Apply predefined and customized validation rules to records in The Raiser's Edge

4. Under When an email is sent to a constituent, the Automatically create an action for that constituent
checkbox defaults to marked. When this checkbox is marked, when users click the email address on the
Bio 1 tab or select Constituent, Send email from the menu bar to send an email message from a
constituent record, your default email program opens.

Note: If an email is sent from a relationship record, the action is created for the constituent from which the
relationship is being viewed. For example, if, from the Relationships tab of AAA Concrete’s constituent record,
you open the relationship to Martin Shultz and send an email to Martin Shultz, the action is created for AAA
Concrete, not Martin Shultz. This is also true for non-constituent relationships. If you open a non-constituent
relationship from a constituent record, the action is created for the constituent.

When you complete and send the email, the program automatically creates an action that includes this
information:

¢ Action Date: current date

¢ Action Type: See Set the action type to field in step 5

¢ Action Notes: subject line and notes

¢ Completed: checkbox is marked

¢ Completed Date: current date

e Start Time: current time

¢ Email address: address to which message was sent

¢ Solicitor: constituent name of user (as entered in security)
e Campaign and Fund: defaults from solicitor

¢ If you have Outlook 2000 or XP installed on your computer, any text entered in the Subject or Body
fields is included in the Notes for the created action.

To not create an action for a constituent when you use The Raiser’s Edge to send email to that
constituent, unmark Automatically create an action for that constituent.

If you do not use Office XP or 2003, go to step 6.
5. If you use Office XP or 2003, please read this information.
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The latest versions of Office have a security feature to prevent viruses from accessing Outlook’s address
book and sending messages without your knowledge. When another application such as The Raiser’s
Edge attempts to connect with Outlook, a message appears to ask whether to allow it.

¢ To deny The Raiser’s Edge access to Outlook, click No. An explanation appears, and no message is sent.

Note: To avoid numerous appearances of the security message, allow The Raiser’s Edge to access Outlook for
one minute.

¢ To allow The Raiser’s Edge one-time access to Outlook, click Yes. To send an email and create an action,
The Raiser’s Edge must access Outlook several times. Each access causes a separate warning message
to appear.

¢ To allow The Raiser’s Edge access to Outlook and avoid numerous warning messages, specify an
amount of time (by default, one minute) that The Raiser’s Edge can access Outlook. By default, you can
allow The Raiser’s Edge to access Outlook for 1 minute. The email is sent, and the action is created.

6. If you mark Automatically create an action for that constituent, select entries to Set the action type to
and Set the action notepad type to if the fields are blank.

When a new action record is created when you send an email, the action and action notepad types are set
to the type you select here. When an existing action record is updated when you send an email, the
Action type is set according to your entry here only if you have not already selected a type for that action
record. If an existing action record already has an Action type defined, it is not overwritten.

If you do not select an entry in the Set the action type to and Set the action notepad type to fields, new
action records created from sending emails contain no entry in the Action type or Action Notepad fields,
and existing records are not updated.

Note: Integration is available only with Outlook version 2000 or higher. For more information about setting up
the integration, see The Raiser’s Edge & Microsoft Office Integration Guide.

7. Under When an incoming email is saved as an action through Microsoft Outlook, select how to handle
emails saved as actions through the integration with Outlook. When you integrate The Raiser’s Edge with
Outlook, a Create action button appears on the toolbar in received emails. The settings specified in these
business rules affect actions created when users click this button.

a. Select entries to Set the action type to and Set the action notepad type to if the fields are blank.
The notepad type is required and defaults to “Email.” The body of the email is saved as a notepad in
the action record created from the email.

b. To specify the maximum size of attachments to save in your database, mark Do not save
attachments that are greater than and specify a size. Any attachments that exceed this size are not
saved with the email in your database.

8. Under When an appointment is saved as an action through Microsoft Outlook, specify the default
notepad type for actions created from Outlook appointments.

When you leave this page, the program automatically saves your changes.

Mail Options

To work with eReceipts through the Receipts mail task in Mail or use the Send as Mail action in Queue, you must
specify an Simple Mail Transfer Protocol (SMTP) mail server, port number, and authentication method to use to
send email.

If you use PostalSaver, you can select whether to use the United States Postal Service (USPS) IntelligentMail
barcode to sort mailings.
» Define rules for mail

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
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2. Click Business Rules. The Business Rules page appears.
3. From the tree view, select Mail options. The mail option appears.
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Apply predefined and custemized validation rules to records in The Raiser's Edge

In the SMTP email server field, enter the name of the server used for email.

5. The Port Number field entry defaults to 25. This setting defines the TCP/IP port used by the server. Port
25 is the Internet standard for receiving SMTP mail. To use a different port, enter the number in this field.

6. Inthe SMTP authentication method field, select the type of authentication to use with the server.
¢ To not require authentication, select Anonymous.

* To use basic/clear text authentication, select Basic and enter the user name and password to use during
authentication.

¢ To use NT LAN Manager protocol to authenticate users, select NTLM.

7. Inthe “From” address for Queue email field, enter the email address that should appear as the sender
when you send scheduled queue notifications and scheduled queue report items as email.

8. Select whether to use Secured Socket Layers (SSL) with the server. If you use basic authentication with the
server, we recommend you use SSL.

9. If you use the optional module PostalSaver, the Use Intelligent Mail barcodes checkbox appears. To use
the 65-character IntelligentMail barcode to sort and track mailings with the USPS, mark this checkbox. To
use the 62-character Delivery Point Validation (DPV) barcode, do not mark this checkbox.

When you leave this page, your changes are automatically saved.

Alumni Rules

If you have Alumni Tracking, the Alumni options appear. To establish a format for “class of” year and define rules
for adding alumni information to constituents, use these options. You can set rules to automatically enter a
default school on the education record and to include a default constituent code on constituent records to which
you add a primary education record.

e “Establish a “class of” year format” on page 115
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¢ “Define rules to add education information when the primary alumni checkbox is marked” on page 115

» Establish a “class of” year format

You can select to display the year a constituent graduated in either a two or four year format. This selection
affects reports, mailings, and any addressee or salutation that includes “class of.”

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Business Rules. The Business Rules page appears.
3. From the tree view, select Alumni options. The alumni rule options appear.
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Business Rules

Apply predefined and customized validation rules to records in The Raiser's Edge

4. For Class of format, select how to display year a constituent graduated in. The “class of” date always
appears in the format selected here, regardless of your Windows Regional Date settings. To eliminate any
chance of ambiguity in your records, we recommend you select the four year format.

¢ To display the year in a four-digit format, select YYYY.

¢ To display the year in a two-digit format, select YY.

The Sample frame displays an example of your format selection.

When you leave this page, the program automatically saves your changes.

» Define rules to add education information when the primary alumni checkbox is marked
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Business Rules. The Business Rules page appears.
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3. From the tree view, select Alumni options. The alumni rule options appear.
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Note: When you mark Add the following constituent code if not already present and enter a code in the
corresponding field, all active constituent records to which you add a primary education record contain at least
one constituent code. Constituent codes explain why constituents are in your database.

4. To automatically populate the School name field on education records that have the Primary alumni
checkbox marked, mark Set ‘school name’ to and enter a default school name.

5. To specify a constituent code to include when you add a primary education record to a constituent record,
mark Add the following constituent code if not already present and enter the constituent code to
include. To access a list of established codes, click the drop-down arrow.

When you mark Add the following constituent code if not already present, the Set ‘date from’ to the
current date checkbox is enabled. To automatically enter the current date in the Date from field for the
specified constituent code, mark this checkbox.

When you leave this page, the program automatically saves your changes.

Membership Rules

If you have Membership Management, the Membership options appear. You can establish General and Activity
rules for memberships.

e “Membership General Options” on page 116
e “Membership Activity Options” on page 118

Membership General Options

Note: You do not have to activate any of the General Membership Rules.

You can define rules for membership categories with gift defaults that are already established, membership
transactions that are linked to a pledge, and other general defaults for memberships.
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Define rules for start dates for new or renewed memberships, rules for linking gifts to memberships, rules for
applying pledge payments to memberships, rules for program/categories for dues, and rules for the maximum
number of members for a membership. Using these rules to set defaults lets The Raiser’s Edge enter information
when you create new memberships, saving you the time of entering it manually.

» Define general rules for memberships
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Business Rules. The Business Rules page appears.

3. From the tree view, under Memberships, select General options. The general rule options for
memberships appear.

Configuration =
= : EE”I?'E't For membership dates...

bl oy “DE:;Z ¥ Default cycle start date: to membership date added
Tables \nclividuats [V If membership it inked ta a gift use gift date:

Addressess /. Diganizations ] For renewals and rejoins, default the ‘Renewed on' dats ta the previous expires date,

Salutations Dptions and the Fejoined on' date to the drop date
Atributes 8 Mame display For membership categories with gift defaults established...
S .. B Membership  Automatically sdd a gift for that membership
\nﬁ”ﬁns Generate IDs £ Prompt ta add a gift for that membership

Eatch options Do not add & gift for that membership
General Ledger 2 Gift options For membership transactions linked to a gift...
Letters General options  Automatically apply the papment to the same mermbership

= [5] Activity options (= Prampt to apply the payment ta the same membership

Intemational

3 Constiert options " Do not apply the payment to the same membership
General options For memberships...

Fieids " D) Decsasedoptions || 51 Detault programcategory from dues
Membership am‘la” options 7 Detault maximum number of members
Categeries il options
Alumni aptions
Custom Views 5 Membership optiors
e i

i RS Gen ian
E??éﬂis =[5 Activity options
Event options
Queue Options
9 User defined ules

i [2) Constituent
L[ i
[ Action

Business Rules

Apply predefined and customized validation rules to records in The Ralser's Edge

4. Under For membership dates, to default the Joined on and Renewed on dates to the date the
membership is added, mark Default cycle start date to membership date added. Typically, this is the
current date.

Note: If you globally add a membership record through Administration, the Joined on date defaults to the
current program date, no matter what setting you select in Business Rules.

5. When you mark Default cycle start date to membership date added, the If membership is linked to a gift
use gift date checkbox is enabled. To default the Joined on and Renewed on dates to the gift date for
memberships that are linked to gifts, mark this checkbox. This rule applies only to memberships created
from a gift record. Linking a membership to a gift from the membership record does not change the gift
date. If the membership is not linked to a gift, the date defaults to the date the membership is added. For
more information about Memberships given as gifts and how they are linked, see the Membership Data
Entry Guide.

Note: A membership transaction includes all individual membership activities on the membership record, such
as renewals, rejoins, drops, upgrades, and downgrades.

6. When you mark Default cycle start date to membership date added, the For renewals and rejoins,
default ‘Renewed on’/‘Rejoined on’ date to previous ‘Expires’ date checkbox is enabled. To change the
Expires date of the previous membership transaction to the Renewed on or Rejoined on date for the
renewal or rejoin being entered, mark this checkbox. You can use this checkbox to avoid overlapping
memberships if a member renews before the current membership expires.
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7.

Note:

10.

Under For membership categories with gift defaults established, if you set up gift defaults for a
membership category, select how to manage membership categories that have gift defaults established.
For information about establishing gift defaults for a membership category see “Define general
information for a membership category” on page 135.

¢ To automatically add a gift for the membership dues and link it to the membership, select
Automatically add a gift for that membership.

You can automatically add the cost of a membership as a gift on the constituent record.

¢ To display a message to ask whether to add the gift and link it to the membership, select Prompt to add
a gift for that membership.

¢ To not add a gift for the membership, select Do not add a gift for that membership. You can still
manually add the gift and link it to the membership.

Under For membership transactions linked to a gift, select how to apply the payment to the
membership.

¢ To apply the payment to the same membership as the pledge but not add a membership transaction,
select Automatically apply the payment to the same membership. Typically, if you select this option,
you do not renew, rejoin, upgrade, or downgrade the membership with pledge payments.

¢ To display a message to ask whether to apply the pledge payment to the membership, select Prompt to
apply the payment to the same membership.

¢ To not automatically apply the payment to the membership, select Do not apply the payment to the
same membership. When you select this option, the program assumes you manually link pledge
payments to memberships.

Under For memberships, to default the program and category for a membership once the dues are
entered, mark Default program/category from dues. For example, you may specify a program and
category for minimum dues of $1,000 and maximum dues of $2,000. When you mark this checkbox and
create a new membership, if you enter a dues amount between the above amounts, the program and
category automatically default into the membership record. You can overwrite these defaults.

To default the maximum number of members from Membership Categories to the Total number of
members on this membership field on the Other Members and Card Information screen of the
membership record, mark Default maximum number of members.

When you leave this page, the program automatically saves your changes.

Membership Activity Options

Note:

You can set rules to establish whether constituents can have multiple memberships at the same time.

You can set rules to add new memberships, save gifts of membership, and renew memberships. Decide whether
to allow multiple concurrent memberships for constituents and who gets credit for gifts of membership. You can
set a rule to determine the maximum period of time you allow a lapsed membership to be renewed.

» Define activity defaults for memberships

1.
2.

On the Raiser’s Edge bar, click Config. The Configuration page appears.
Click Business Rules. The Business Rules page appears.
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3. From the tree view, under Membership, select Activity options. The activity rule options for
memberships appear.
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4. Under When adding a new membership, select whether to enable multiple memberships for one
constituent.

Note: When you mark Do not allow multiple concurrent memberships, the Warn before adding a new
membership if a membership already exists checkbox is disabled.

¢ If you do not allow constituents to have multiple memberships at the same time, mark Do not allow
multiple concurrent memberships. If a user attempts to add multiple memberships to a constituent, a
message appears.

¢ To allow constituents to have more than one membership at the same time, mark Warn before adding
a new membership if a membership already exists. When you mark this checkbox, if a user tries to add
a new membership to a constituent who already has a membership, a message appears.

5. Under When saving a gift of membership, select whether and how to add members as soft credit
recipients when you save a gift of membership.

¢ To add members who receive gifts of membership linked to the gift record of the individual who gave
the gift as soft credit recipients, select Automatically add member as soft credit recipient. This applies
only to the primary member, not joint members.

¢ To display a message to ask whether to add each member as a soft credit recipient, select Prompt
before adding member as soft credit recipient. You may want to select this option if, for example, a
husband has a constituent record in the database and gives a gift of membership to his wife who is also
a constituent. Because the husband pays the dues, you can link the membership to a gift on his record.
To also display the gift on the wife’s gift history and soft credit her record, you can select Automatically
add member as soft credit recipient, or you can select the option and click Yes on the message screen.

¢ To not add a soft credit to the record of the primary member, select Do not add member as soft credit
recipient.

Note: You may want to set warnings for membership expirations if you do not allow renewals for
memberships that have been lapsed for a certain period of time, or if you track memberships by dropping and
rejoining them.
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6. Under When renewing a membership, to set a time period for which a membership has been lapsed
before the program triggers a warning, mark Warn if the membership has been lapsed for. For example,
if your organization does not renew memberships lapsed for over a month, set a warning to appear when

a membership has been lapsed for this amount of time.

7. To define a warning message to appear after a membership has been renewed a certain number of times,

mark After [ ] times, display this message and specify the number of membership renewals allowed
before you display the warning. In the Message field, enter the text to appear in the warning. For

example, you can create a message to warn a user to ensure the address and phone information on the

member’s constituent record is up to date after a yearly membership has been renewed two times.

Note: An entry in the Message field is required. There is no default message.

To more easily view the text you enter, click the magnifying glass in the Message field. The Define
Message screen appears.

When you leave this page, the program automatically saves your changes.

Event Rules

These rules are available only if you have the optional module Event Management. You can select rules to warn
when event capacity is reached, whether a constituent can register more than once for an event, and whether to

treat registration fees as constituent gifts.

» Define rules for adding participants to an event
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Business Rules. The Business Rules page appears.
3. From the tree view, select Event options. The rules options for events appear.
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Business Rules

Apply predefined and customized validation rules to records in The Raiser's Edge

Note: You can set a rule for a warning to appear when an event has reached the capacity you specified in the

optional module Event Management. However, you can override the event capacity and continue to add

participants. For example, you may discover that you can fit an additional table into your banquet hall so the

event can now exceed its original capacity.
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4. Under When adding participants to an event, to display a warning when the user adds a participant who
makes the total participants exceed the number set as the event capacity, mark Warn when event
capacity will be exceeded. For example, you mark this checkbox and set the capacity at 150. When a user
attempts to add a participant who will result in a total of 151 participants, a message appears to inform
the user of this.

On this message, if the user marks Do not show this message again, a warning does not appear when
users add more participants to this event. The Do not show this message again checkbox applies only to
the currently open event, not all events. If you do not specify an event capacity, the message does not
appear for that event.

5. To enable a constituent to register for an event more than once, mark Allow multiple constituent
registration.

If you do not mark the checkbox, you do not allow multiple registrations for constituents. When you add a
participant who is a constituent to an event, the program checks to see if the constituent is already linked
to the event. If the constituent is already linked, a message appears.

6. Under When adding registration fees to participants, select whether and how to create a gift record for
registration fees you receive.

¢ To automatically add the registration fees to the gift record of the participant, select Automatically
create a gift for registration fees. For this to occur, the participant must be a constituent in your
database, the gift cannot already be linked to the participant, and you must have added a row to the
registration fees grid and specified a fund for gift defaults on the event record.

The program creates a gift for the participant record only. Any applicable benefits that have
not been waived default into the participant record.

¢ To display a message to ask whether to add registration fees to the gift record of the participant, select
Prompt to create a gift for registration fees.

¢ To not add registration fees to the participant’s gift record, select Do not automatically create nor
prompt to create a gift for registration fees. To create a gift, you can still select Link to Gift on the
Registration Fees/Donations tab of the event record.

When you leave this page, the program automatically saves your changes.

Queue Rules

You can specify rules to add recurring queues to the schedule and remove them after they process.

» Define rules for recurring queues
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Business Rules. The Business Rules page appears.
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3. From the tree view, select Queue options. The rules options for queues appear.
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Business Rules

Apply predefined and customized validation rules to records in The Raiser's Edge

4. To add recurring queues to the Queue Schedule screen a specific number of days before the queue runs,
enter the number of days in the Add recurring queues to the schedule list [ ] day(s) BEFORE the
scheduled start date field. For example, to add recurring queues to the Queue Schedule screen two days
before a queue is scheduled to run, enter “2”.

When you change the number of days entered for this business rule, the Queue Schedule screen is not
automatically updated. For existing recurring queues to update on the Queue Schedule screen, either run
or resave existing queues you created before you changed this business rule. For example, you created
and scheduled a membership queue. The membership queue is on the Queue Schedule screen, waiting to
run. When you change the number of days you initially entered for this business rule, the membership
gueue is not affected on the Queue Schedule screen. To update the queue, you must either run or resave
the queue for the business rule.

5. To remove recurring queues from the Queue Schedule screen a specific number of days after the queue is
processed, enter a number in the Remove queues from the schedule list [ ] day(s) AFTER they have been
processed field. For example, to remove recurring queues from the Queue Schedule screen one day after
a queue processes, enter “1”.

When you leave this page, the program automatically saves your changes.

User Defined Rules

Opening constituents, adding gifts, and adding actions can all cause user defined business rules to activate.

Rules you create display a message if the constituent being opened, or the gift or action being added, meets the
criteria of a constituent query which you have specified. For constituent rules, you can also specify the rule
execute when gifts or actions for a constituent are accessed directly without first opening the constituent record.

Note: If you open a record that meets the query criteria for multiple rules, multiple messages display.

For example, you can create a query to include all constituent records with the constituent code Board Member.
Then, you can base a rule on the query specifying that a message appears advising extreme care any time a board
member’s constituent record is opened. For gifts, you can specify that any time a gift is added for a constituent
who normally gives anonymously, a message appears asking whether the current gift is also anonymous. For
actions, you can specify that a warning appear if an action is being added for a constituent who does not want to
receive phone calls.
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“Create an opening constituents rule” on page 123
“Create an adding gifts rule” on page 125
“Create an adding actions rule” on page 127

» Create an opening constituents rule

You can create rules“User Defined Rules” on page 122 to display messages when a user opens selected
constituent records. Users can also activate rules when they open a gift or action for certain constituents
directly through Actions or Gifts rather than through the constituent record. This procedure demonstrates
how to make a rule to warn users to take special care when opening the constituent record of a board
member.

Scenario: You need to add a new Business Rule warning your users to take special care when opening
the constituent record of one of your board members.

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Business Rules. The Business Rules page appears.
Note: Opening constituents rules do not affect batches, imports, or global changes.

3. From the tree view, under User defined rules, select Constituent. The Opening Constituent Rules grid
appears.
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Business Rules

Apply predefined and customized validation rules to records in The Raiser's Edge

Note: Business rules you define are based on queries you have created and saved.

In the grid, any rules defined appear. Rule Name displays the name assigned the rule, Query Name
displays the query on which the rule is based, and Message displays the text that appears when a user
activates the rule.
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On the action bar, click New Opening Constituent Rule. The New Rule for Opening Constituents screen
appears.

Mew Rule for Opening Constituents

Rule name: IBoard tember Caution Message

Query name: IBDard tembers ﬂ

Message: | Thiz Canstituent is a Board Member. Please use extreme care when entering or
editing infarmatian in this record.

I &pply Bule to Selected Security Groups Only

Security Groups: Apply Rule ko these Security Groups:
Data Entry
[Voluntesrs
M anagers »
Gift Entry J
Feport Processing >

<

£

Thiz rule will execute when opening the constituent, Yaou may alzo optionally execute the rule when
Gifts or Actions are accessed without first opening the constituent,

Execute this rule when accessing these records directly: W Gifts W Actions

Ok I Cancel |

Warning: We recommend you base your rules on dynamic queries. Dynamic queries automatically update to
include records you add after you create the query. When you base your rule on a dynamic query, you ensure
any record meeting the criteria activates the rule, regardless of when the record is added. Rules based on static
gueries may not activate for all records meeting the criteria you establish.

5.

In the Rule name field, enter “Board Member Caution Message” to identify the new rule in the grid on
the Business Rules page.

In the Query name field, enter the name of the constituent query on which to base the rule, or click the
binoculars to find the query. You can select any saved dynamic or static constituent query or create a new
one. Queries filter and extract information from the program.

We recommend you base your rules on dynamic queries. Dynamic queries automatically update to
include any new records you add that meet the query criteria. For more information on how to create a
guery, see the “Query” section of the Query & Export Guide. For this rule, select a dynamic constituent
guery that includes only those constituent records with the constituent code “Board Member.”

In the Message box, enter the text to appear when the new rule executes. For this rule, the text reads
“This constituent is a Board Member. Please use extreme care when entering or editing information in
this record.”

Note: If you want to make a line break in the Message field, press CTRL + ENTER on your keyboard. When you
press ENTER by itself, the program attempts to save and close the rule.

8.

To apply the rule to only selected security groups, mark Apply Rule to Selected Security Groups Only. The
selection box is enabled. For more information about security groups, see the “Security” chapter of this
book. To move selected groups from the Security Groups box into the Apply Rule to these Security
Groups box, use the arrows. The business rule affects only those groups you move into this box.

To apply the rule to all users, leave Apply Rule to Selected Security Groups Only unmarked.

Note: If a userisin more than one security group, and at least one group is affected by a rule, the rule
activates for that user.
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9.

10.

11.

To activate the rule when the user adds a gift for a constituent coded as a board member directly from the
Gifts link of Records rather than from the constituent record, mark Gifts. When a gift is added to a board
member’s constituent record, the message appears.

To activate the rule when the user adds an action for a constituent coded as a board member directly
from the Actions link of Records rather than from the constituent record, mark Actions. When an action is
added to a board member’s constituent record, the message appears.

To save the new rule, click OK.You return to the Business Rules page. In the grid, the new rule now
appears.

“Edit a user defined rule” on page 129

“Delete a user defined rule” on page 129

»

Create an adding gifts rule

You can create rules“User Defined Rules” on page 122 to activate when your users add selected gift
records.This procedure demonstrates how to create a rule that displays a message when a user enters a gift
for a constituent who normally gives anonymously.

Scenario: You need to add a new Business Rule to display a message whenever one of your users
enters a gift for a constituent who normally gives gifts anonymously. You want to verify whether or not
the new gift should also be entered as an anonymous gift.

On the Raiser’s Edge bar, click Config. The Configuration page appears.
Click Business Rules. The Business Rules page appears.
From the tree view, under User defined rules, select Gift. The Adding Gift Rules grid appears.
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Business Rules

Apply predefined and customized validation rules to records in The Raiser's Edge

Note: All user defined business rules are based on constituent queries. Constituent queries contain all the
available criteria fields available in other types of queries.

In the grid, any rules you defined appear. Rule Name displays the name assigned the rule, Query Name
displays the query on which the rule is based, and Message displays the text that appears when the rule is
activated.
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4. On the action bar, click New Adding Gift Rule. The New Rule for Adding Gifts screen appears.

Mew Rule for Adding Gifts

Bule narne: |Anon_l,lm0us Cionar Gift ' aming

Guery name: I.-’-‘«nonymous Giftz Constituents ﬂ
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Feport Processing by
>
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Qg I Catcel |

5. Inthe Rule name field, enter “Anonymous Gift Donor Warning” to identify the new rule in the grid on the
Business Rules page.

Warning: We recommend you base your rules on dynamic queries. Dynamic queries automatically update to
include records added after you create the query. When you base your rule on a dynamic query, you ensure
that any record meeting the criteria activates the rule, regardless of when the record is added. Rules based on
static queries may not activate for all records meeting the criteria you establish.

6. Inthe Query name field, enter the name of the query on which to base the rule, or click the binoculars to

find a query. You can select any saved dynamic or static constituent query or create a new one. Queries
filter and extract information from the program.

We recommend you base your rules on dynamic queries. Dynamic queries automatically update to
include any new records you add that meet the query criteria. For more information on how to create a
query, see the “Query” section of the Query & Export Guide. For this rule, select a dynamic constituent
query that includes only those constituent records with the Constituent normally gives gifts
anonymously checkbox marked.

7. In the Message box, enter the text to appear when the new rule executes. For this rule, the text reads
“This constituent has donated anonymously in the past, is this an anonymous gift?”

Note: If a user isin more than one security group, and at least one group is affected by a rule, the rule
activates for that user.

8. To apply the rule to only selected security groups, mark Apply Rule to Selected Security Groups Only. The
selection box is enabled. For more information about security groups, see the “Security” chapter of this
book. To move selected groups from the Security Groups box into the Apply Rule to these Security
Groups box, use the arrows. The business rule affects only those groups you move into this box.

9. To save the new rule, click OK. You return to the Business Rules page. The new rule now lists in the grid.
“Edit a user defined rule” on page 129
“Delete a user defined rule” on page 129
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» Create an adding actions rule

You can create rules“User Defined Rules” on page 122 to activate when your users add selected action
records.This procedure demonstrates how to create a rule to display a warning when a user adds an action to
a constituent who does not want to receive phone calls.

Scenario: You need to create a business rule specifying that a warning appear if an action is
being added to a constituent who does not want to receive phone calls.

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
Click Business Rules. The Business Rules page appears.
3. From the tree view, under User defined rules, select Action. The Adding Action Rules grid appears.
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Business Rules

Apply predefined and customized validation rules to records in The Raiser's Edge

Note: All user defined business rules are based on constituent queries. Constituent queries contain all the
available criteria fields available in other types of queries.

In the grid, any rules you defined appear. Rule Name displays the name assigned the rule, Query Name
displays the query on which the rule is based, and Message displays the text that appears when the rule is
activated.
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4. On the action bar, click New Adding Action Rule. The New Rule for Adding Actions screen appears.

MNew Rule for Adding Actions 1]

Bule narne: IDo Mot Phone ‘W arning

Buery name: ISDIicit Code of Do Mat Phone ﬂ
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5. In the Rule name, enter “Do Not Phone Warning” to identify the new rule in the grid on the Business
Rules page.

Warning: We recommend you base your rules on dynamic queries. Dynamic queries automatically update to
include records you add after you create the query. When you base your rule on a dynamic query, you ensure
that any record meeting the criteria triggers the rule, regardless of when the record was added. Rules based on
static queries may not activate for all records that meet the criteria you establish.

6. Inthe Query name field, enter the name of the query on which to base the rule, or click the binoculars to
find a query. You can select any saved dynamic or static constituent query, or create a new one. Queries
are ways of filtering and extracting information from the program.

We recommend you base your rules on dynamic queries. Dynamic queries automatically update to
include any new records you add that meet the query criteria. For more information about how to create
a query, see the “Query” section of the Query & Export Guide. For this rule, select a dynamic constituent
guery that includes only those constituent records with the solicit code “Do not phone”.

7. In the Message box, enter the text to appear when the new rule executes. For this rule, the text reads

“This constituent does not want to receive phone calls. Please make sure the action you are assigning is
not a phone call”

Note: If a user isin more than one security group, and at least one group is affected by a rule, the rule
executes for that user.

8. Toapply the rule to only selected security groups, mark Apply Rule to Selected Security Groups Only. The
selection box is enabled. For more information about security groups, see the “Security” chapter of this
book. To move selected groups from the Security Groups box into the Apply Rule to these Security
Groups box, use the arrows. The business rule affects only those groups you move into this box.

Because you want this rule to apply to all users, leave Apply Rule to Selected Security Groups Only
unmarked.

9. To save the new rule, click OK. You return to the Business Rules page. The new rule now lists in the grid.
“Edit a user defined rule” on page 129

“Delete a user defined rule” on page 129
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» Edit a user defined rule

You can edit a rule you already created. For example, you can change the name of the rule or the query on
which the rule is based. This procedure demonstrates how to change an action rule that specifies a warning
appear when an action is added to a constituent who does not want to receive phone calls.

Scenario: You decide to include constituents who do not want to receive mailings in your “Phone Call
Warning” rule for actions.

On the Raiser’s Edge bar, click Config. The Configuration page appears.
Click Business Rules. The Business Rules page appears.
From the tree view, under User defined rules, select Action. All action rules you defined list in the grid.

In the grid, select Phone Call Warning in the Rule Name column.
On the action bar, click Open. The Do Not Phone Warning screen appears.

Do Mot Phone Warning E

Bule name: |Do Mt Phone W arking

Querny name: IDD Mot Phane ﬁ

UA WN R
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>
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£

Ok I Cancel |

In the Rule name field, select “Do Not Phone or Mail Warning.”

In the Query name field, use the binoculars to select or create a dynamic constituent query that includes
only constituents with the solicit code “Do not phone” and/or “Do not mail”.

Note: To make a line break in the Message field, press CTRL + ENTER on your keyboard. When you press ENTER by
itself, the program attempts to save and close the rule.

8. In the Message field, change the text to read “This constituent does not want to receive phone calls or
mailings. Please make sure the action you are assigning is not a phone call or mailing.”

9. To automatically save your changes, click OK. You return to the Business Rules page.

“Delete a user defined rule” on page 129

» Delete a user defined rule
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Business Rules. The Business Rules page appears.
3. From the tree view, under User defined rules, select the type of user defined rule you want to delete.

4. In the grid, select the rule to delete.
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5. On the action bar, click Delete. A verification message appears.
6. To delete the rule, click Yes. You return to the grid, where the rule no longer appears.

System Access Options

Note: To comply with the Payment Card Industry Data Security Standard (PCI DSS), users must change their
passwords at least every 90 days.

The Raiser’s Edge requires the use of strong and complex passwords. Passwords are case-sensitive and require
numeric and alphabetic characters. Passwords can have up to 50 characters but must have a minimum of eight
characters. For additional security, you can select to require users to change their passwords on a routine basis
such as every 90 days. New passwords entered by users cannot match one of the last four passwords used by the
user. For information about how to change passwords, see “Passwords” on page 172.

To further secure access to your database, The Raiser’s Edge automatically locks out a user account after a
specified number of failed login attempts. To prevent further attempts, a locked user account remains locked for
a specified time period. You must lock out the account for at least 30 minutes, or until a Supervisor user unlocks
the account.

To help protect your data, The Raiser’s Edge automatically logs out a user when a session is idle for 15 minutes.
To activate the workstation, the user must enter the password again. You can select whether to enable this
inactivity time-out for all users or only Supervisor users.

» Configure system access options
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.

2. Click Business Rules. The Business Rules page appears.
3. From the tree view, select System access options. The system access options appear.
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Apply p and rules to records in The Raiser's Edge

Note: When you enable password expiration, users automatically receive rights to change their passwords.
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4. Select whether to require users to change their passwords periodically. To require users to change their
passwords, mark Enable password expiration.

5. If you mark Enable password expiration, enter the number of days to allow users to use a password
before it expires and how many days in advance to notify the user before the password expires.

6. Under When a user is logging in, enter the number of failed attempts to allow before the program locks
the user account.

7. Under When an account becomes locked out, enter the number of minutes to prevent further login
attempts on a locked user account.

Note: A Supervisor user is a user who logs in as the default Supervisor login, has Supervisor rights, or belongs
to a user group with Admin/Security access.

8. To help protect your data, The Raiser’s Edge automatically logs out a user when a session is idle for 15
minutes. To enable this inactivity time-out for only Supervisor users, mark Disable inactivity timeout for
all non-Supervisor users.

When you leave this page, the program automatically saves your changes.

Note: Only users with Supervisor security rights have access to Fields.

Fields are areas in which you enter information in The Raiser’s Edge. You can rename fields. For example, if you
do not want to track Ethnicity, you can change the name of the field to Status and use it to track other
information. You can also change the way the word “Spouse” displays throughout the program. For example, you
may want to substitute “Life Partner”.

You can change field status from optional to required, so that a field must have an entry before you can save a
record. You can hide fields you do not use so they are not visible to your users. You can also change fields from
standard to lookup. Lookup fields are similar to tables. You can define entries for a lookup and when you place
the cursor in the field, you can press F7 on your keyboard to view a list of entries. Making a field a lookup can help
standardize your entries and increase the consistency and speed of your data entry. You can also use a procedure
for easily “Find a field” on page 133.

» Define field characteristics

You can rename fields, and make them required, hidden, or lookups. You can change the way the word
“spouse” displays throughout the program.

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
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2.

Click Fields. The Fields page appears.
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Lolsgosies , J;b assgmment | Location Location r r ~
Custom Views b Mandate _|MessageID  Message ID r r r
Eﬁ:;ﬂi : ¥ Media _|Phone Phone r r r
b Membership _|Proposal Proposal r r r
¥ Membership Tiansaction ||| |aecpient Name RecpientName | [ r r
b Notepad Solictor(s)  Slcitor(s) [l [l C
I Organization Relationsh I— (S r r
b Package __|Start Time Start Time
b Partcipant ff|status Status [ C F
¥ Phone I Type [ [ =2
b Proposal
b Procpect =1 | Display the word ‘spouse’ as: [Spouse
Fields

Rename data entry fields in The Raiser's Edge

Warning: When you rename a field, the original field name still appears in reports.

3.

4.

From the Categories box, select the field category to define. The fields for the selected category appear in
the Field Options grid.

In the grid, the Field column displays the names of the fields. To change the display name of a field, enter
a new name in the Display As column on the same row.

To make a field required, mark Required. Before a record can be saved, a required field must contain
information.

Warning: If you make Membership ID a required field, no memberships can be globally added. Because the ID
must be unique, the field is disabled in the Globally Add Records link of Administration.

6.

If you make a field required, the program verifies the new required field does not prevent a security group
from adding a record. For example, a group may not have view rights to a tab on which the field is located.
If this is the case, a message appears to ask whether to make the field required.

To hide a field, mark Hidden. A hidden field may contain information, but it does not appear on a record.
You can use this checkbox to hide fields your organization no longer uses.

Note: A field you make into a lookup functions like a table. You can define entries for a lookup field to make
data entry quick and consistent.
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7. To make a field a lookup field, mark Lookup. You can add, edit, and delete entries for a lookup field. When
you place the cursor in a lookup field, you can press F7 on your keyboard to access a screen where you
can add, edit, and delete entries.

Constituent Birthplace E

) Sliort [Mescrinticn

= Add | Edit |
Inzert | Qelete...l

¢+ Long Description

B Indiana

B Seattle, W

[ Tennesses

= Memphiz, TH

= Maine

=1 Colorado Springs, C0
[ Columbus., GA

[ Dhaka, Bangladesh
= Piens, SO

[ Paramus, NJ

LI Sart... | Frirt... |
o]
’TI Cancel |

Lookups are virtually identical to tables. The only difference between the two is lookup fields do not have
the down arrow in them as do fields with tables. When you make a field a lookup, you can view, add, edit,
and delete entries for the field. Define standard entries to make your data entry more consistent. The
field then appears in the list of tables in the Tables link of Configuration and in Administration in the Code
Tables section of Security. Security rights to add, edit, and delete entries for the new lookup are
automatically granted to all users.

8. Atthe bottom of the Fields page, in the Display the word ‘spouse’ as field, enter another word (or words)
to use as “spouse” throughout the program, if necessary.

“Find a field” on page 133

» Find a field

Instead of scrolling through the list of fields, you can use this procedure to quickly locate any existing field in
the program for editing or viewing.

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

Configuration | | 3 Find
Gi |
e A Field Options
L) b Addiess Field s | Display As | Required | Hidden | Lookup |
Addressees / b Appeal ActionDate  Action Date 4 [ [n
Salutations b Assigned Salicitors —
Alert Title Alert Title r r W~
TR » Campaign -
e ¥ Constituent _|pppealLetter | Appeal Letter r r |2
i b Credi Card _|category Category 2 r 2
I Education/School Completed Date Completed Date| [ r r
General Ledger | || £vert —
e Contact Contact r r r
Letters I Financial Information I
bF Delivery Met... |Delivery Met... r r |2
i inancial Relationship e
» Furd _|endTime End Time r r C
Business Rules # Git | |eventietter  |Event Letter - r 2
¥ Honor/Memarial Issue Issue r O ~
Membership I Individual Relationship I Letter Letter r r =
B : jz: assigrment | ocation Location r r 12
Custom Views b Mandate _|MessageD  Messagem O r [
Reporting b Media Phone Phane r r r
Hierarchies " =1
b Membership _|Proposal Proposal r r r
b Membership Tiansaction ||| |aecpient Name RecpientName | [ - i
P Notepad Solicitor{s) Solicitor(s) r r [
I Organization Relationsh I— [l - r
P Package __|Start Time Start Time
b P | T st n0 R
b Phone lrvpe Type r r M
b Proposal
b Procpect ||| Display the werd *spouse’ as: [Spavse
Fields
Rename data entry fields in The Raiser's Edge
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3. On the action bar, click Find. The Find screen appears.

Find E
Figld: | Field vl

Find what: Istatus

Match: I.-’-'m_l,J part of figld 'I ™ Match case
P | Find Next | Dlos= |

In the Field field, select whether to base your search on the Field or Display as.
5. In the Find what field, enter the name of the field to find.

In the Match field, select whether you want your entry in the Find what field to match “Any part of field”,
“Whole field”, or “Start of field”.

If you want the search to match any capitalization in the field, mark Match case.

8. To find the first match that meets your search criteria, click Find First. in The Field Options grid on the
Fields page, the match is highlighted.

9. To find additional entries, click Find Next on the Find screen.
Membership Categories

Note: Membership categories and Donor categories are not the same. Membership categories are available
only if you have the optional module Membership Management and define levels of giving necessary to gain
membership in one of your categories or clubs. Donor categories define cumulative giving clubs or levels.

If you have the optional module Membership Management, the Membership Categories button appears. A
membership category defines the level of giving required for a constituent to gain membership in one of your
categories or clubs. For example, you can establish categories for Lifetime Member, Corporate Member, and
Individual Member. You can define membership categories based on program titles, minimum and maximum
dues amounts, and number of members.

Want to know about “Membership Category Record” on page 134? About “Manage Membership Categories” on
page 135?

Membership Category Record

The membership category record consists of several tabs:

General Information tab. On the General Information tab, enter information such as the category name and
establish membership dues required to qualify for this category. “Define general information for a
membership category” on page 135

Default Benefits tab. On the Default Benefits tab, enter the benefits, such as discounts, member newsletters,
or t-shirts, that you give constituents who qualify for membership in the category. “Establish default benefits
for a membership category” on page 137

Default Settings tab. On the Default Settings tab, enter defaults for expiration dates, memberships linked to
gifts, and receipt amounts. “Establish default settings for a membership category” on page 138

Renewal Information tab. Onthe Renewal Information tab, establish a wide variety of default information for
membership renewals such as when to drop lapsed memberships and when to print renewal notices. “Assign
renewal information for a membership category” on page 141

Want to know about “Manage Membership Categories” on page 135?
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Manage Membership Categories

You can add new membership categories, edit and delete existing ones, and copy information from categories
you already established into new ones to save time. You can easily find membership categories if you have so
many that they all cannot be viewed in the grid at the same time. You can determine the order categories list in
the grid and place your most frequently used categories at the top of the list to save time.

Managing membership categories consists of these procedures:

“Define general information for a membership category” on page 135

“Establish default benefits for a membership category” on page 137

“Establish default settings for a membership category” on page 138

“Assign renewal information for a membership category” on page 141

“Edit a membership category” on page 142

“Delete a membership category” on page 143

“Copy information from a membership category into a new membership category” on page 143
“Find a membership category” on page 144

“Sort and move membership categories in the grid” on page 145

“Print membership categories” on page 145

» Define general information for a membership category

You can name a category, specify a program for it, and specify how many members are allowed per
membership. You can include subcategories with the category and determine a default dues level and
minimum and maximum dues for the new category.

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

Configuration ] New Category _*1Open & Insert ¢ Delete.. - Copy Sort 4 Up ¥ Down
General T D
Program T Category Minimum Dues Maximum D... Members per Me... ﬂ
ke Young Explorers Young Benefactor £500.00 $500.00 1
Addressees / = —_ o " - o :
iy Young Explorers Young Maestros $750.00 $750.00 3,
Young Explorers Aqua Kids $100.00 $100.00 4
Attributes
= ; Indwvidual Lifetime $5,000.00  $5,000.00 1
inancil
keifiubons Friends of the ... Pat.ro.n
Eoadtaden Friends of the ... Individual $50.00 $250.00
s Education Pro... Family $85.00 $85.00 5
i Education Pro... Sustainer £2,000.00  $2,000.00
b Education Pro... Individual $25.00 £50.00
Business Rules Business Level  Not-for-profit £250.00 $500.00
Figlds Business Level  Corporate $500.00 $500.00 25
Arts Program  Student $25.00 $25.00 1
Categories Arts Program Lifetime
o Arts Program  Senior $40.00  $40.00 2
Reporting Arts Program Benefactor £5,000.00 $5,000.00
Hierarchies
Arts Program Patron $2,000.00 $2,000.00 2
Arts Program Family $85.00 $85.00 6
Adopt an Animal Patron £2,000.00  $2,000.00 2
Adopt an Animal Couple $50.00 $250.00
Adopt an Animal Contributor $250.00 $250.00 2
Adopt an Animal Sustainer £2,000.00  $2,000.00 2
Nuit of Aran &2 nn £28 nn 1 ;I
[ Display active membership categaries only
Membership Categories
Define the level of giving required for a constituent to gain membership in one of your organization's categories or clubs
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Note: When you create and save a new membership category, it appears at the bottom of the grid on the
Membership Categories screen. To place a new category on a specific line, select an existing category and click
Insert. Follow the same steps to create the category as when you use New Category. When you save the new
category, it appears in the grid above the selected category.

3.

Note:

On the action bar, click New Category. The New Membership Category screen appears.

New Membership Category [ x|
File Edit “iew Category Help
[5ave and Clos= '| B | 1 »

General Infomation |Qefault Benefits I Default Settings | Eenewallnfolmationl

2 |

Category: IStudent j M a=imurn members per membership record: |1
Pragram: Ilndividual j [~ Lifetime membership [ Print renewal notices
Subcategaories: Awailable subcategaories: Include these walid subcategariss:

Hiztaric: Homes
Animals it the Wwild
Outzide Tri-State Area
International

At Aquizition Club
Riainforest Club

Bear

Zebra

Lion

tembership Dues
Dues level: |

Finimum dues: |$‘I Qoo ﬁl t awimum dues: |$‘ID.DD ﬁl

™ Membership categom is inactive

Select the General Information tab.

In the Category field, name the category you are entering. For example, you can create categories for
“Benefactor”, “Student”, and “Friend”.

. To automatically default the Print renewal notices checkbox on a membership record to unmarked when

you enter this membership category and program on a membership transaction, mark Lifetime
membership.

Program is like an umbrella for Categories. For example, a zoo can have categories of Little Friend, Best

Buddy, and Junior Keeper, all under the Kid’s Club program.

7.

In the Program field, enter the program the specified category belongs in. For example, an animal
assistance league can have categories of “Benefactor” and “Gold Club Member” in both the “Adopt an
Animal” and “Feed the Animals” programs. Click the down arrow to list the available programs as defined
on the Tables page or press F7 on your keyboard to add a new entry if you have security rights to do so.
This field is not required and does not have to be unique, but the combination of this and your entry in
the Category field must be unique.

. To determine the maximum number of members a membership can have for this category and program,

mark Max. members per membership record and enter the number in the corresponding field. For
example, you can specify that a “Lifetime Member” receives as many as four memberships for use by
family members.

The maximum number of members you enter here is only a default and can be exceeded. Using the
“Lifetime Member” example above, if you enter a fifth joint member on a membership in this category, a
warning appears, but you can add the member anyway.

To create subcategories, click Subcategories. The Membership Subcategories screen appears so you can
add, edit, and delete entries. Examples of subcategories could include “College” and “High School” under
the category “Student”.
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10.

11.

12.
13.

14.

15.

On the New Membership Category screen, the Available Subcategories box lists all defined
subcategories. Use the arrows to move the subcategories to add to the new membership category into
the Include These Valid Subcategories box. Only subcategories in this box appear for the
Category/Program combination when you add a transaction for the membership to a constituent record.

Under Membership Dues, the information used to determine defaults when a user enters a membership
transaction on a constituent record appears. In the Dues level field, enter any alphanumeric amount to
indicate the dues level. Information in this field is for informational purposes only. It does not affect
reports or defaults when adding a membership transaction.

In the Minimum dues field, enter the minimum currency amount to qualify for the membership category.
In the Maximum dues field, enter the maximum currency amount to qualify for the membership
category.

To indicate a category is not currently used by your organization, mark Membership category is inactive.
If you mark both this checkbox and Display active membership categories only on the Membership
Categories screen, you can ensure that a category is not used further on any records without deleting it
from your database.

Click Save on the toolbar and proceed to the next tab on the record or, to save the record and return to
the Membership Categories page, click Save and Close.

» Establish default benefits for a membership category

1.
2.

3.

On the Raiser’s Edge bar, click Config. The Configuration page appears.
Click Membership Categories. The Membership Categories page appears.

Configuration ] New Category _*1Open & Insert ¢ Delete.. - Copy Sort 4 Up ¥ Down
General T D
Program T Category Minimum Dues Maximum D... Members per Me... ﬂ
ke Young Explorers Young Benefactor £500.00 $500.00 1
Addressess / i Feme e s .
iy Young Explorers Young Maestros $750.00 $750.00 3,
Young Explorers Aqua Kids $100.00 $100.00 4
Attributes
= ; Indwvidual Lifetime $5,000.00  $5,000.00 1
inancil
keifiubons Friends of the ... Pat.ro.n
Eoadtaden Friends of the ... Individual $50.00 $250.00
s Education Pro... Family $85.00 $85.00 5
i Education Pro... Sustainer £2,000.00  $2,000.00
b Education Pro... Individual $25.00 £50.00
Business Rules Business Level  Not-for-profit £250.00 $500.00
Figlds Business Level  Corporate $500.00 $500.00 25
Arts Program  Student $25.00 $25.00 1
Categories Arts Program Lifetime
o Arts Program  Senior $40.00  $40.00 2
Reporting Arts Program Benefactor £5,000.00 $5,000.00
Hierarchies
Arts Program Patron $2,000.00 $2,000.00 2
Arts Program Family $85.00 $85.00 6
Adopt an Animal Patron £2,000.00  $2,000.00 2
Adopt an Animal Couple $50.00 $250.00
Adopt an Animal Contributor $250.00 $250.00 2
Adopt an Animal Sustainer £2,000.00  $2,000.00 2
Nuit of Aran &2 nn £28 nn 1 ;I
[ Display active membership categaries only
Membership Categories
Define the level of giving required for a constituent to gain membership in one of your organization's categories or clubs

On the action bar, click New Category. The New Membership Category screen appears.



138 CHAPTER

4. Select the Default Benefits tab.

HNew Membership Category
File Edit “iew Category Help

ESaveandClose'|u 'X| 4 » | ? - ‘

General Infarmation  Default Benefits |Default§ettings |Eenewallnformation|

Enter the benefits received for this membership and the associated value.
Berefit I Countl Unit Cosk I Tokal BenefitValue I Sent,l'FuIFiIIedl Comments
| |T-shirt 1 $11.00 $11,00  08f01/2001 X-large shirt

For gifts of membership send benefits to: % Primary Member ¢ Donor

Motes:

Ed at Reedy Screen Printing gives us a ten percent discount on shirt orders.

5. In the grid, enter defaults for benefits received for membership in the new category and establish the
associated value of these benefits.

a. Inthe Benefit column, select or enter the benefits associated with the membership, such as a coffee
mug, tote bag, and t-shirt.

Note: When you edit a Benefits table entry, any default benefit that you already assigned to a membership
category is not affected. For example, if you enter a default benefit with a unit cost of $5 for an appeal, when
you enter gifts on that appeal, the benefit defaults on the gift with a unit cost of $5. If the cost of the benefit
rises to $6 and you update the Benefits table, the unit cost does not change on gifts that already have the
benefit, only on new gifts added to the category.

b. In the Count column, enter the number of times the member receives each benefit. For example, if
the category entitles a member to two t-shirts, enter “2”.

c. Inthe Unit Cost column, enter the currency value of each benefit. This field defaults to a value based
on the table entry in the Benefit column (as established in the Tables link), but you can overwrite
the default value.

In the Total Benefit Value column, the program automatically multiplies the number of units by the
benefit cost and displays the total value.

d. In the Sent/Fulfilled column, enter the date the member receives each benefit.
e. Inthe Comments column, enter an additional text note about each benefit.

6. To indicate which constituent should get the benefit for gifts of membership, select Primary Member or
Donor.

7. Inthe Notes box, enter additional information about the benefits for the membership category, such as
the name of the shop that screen printed your t-shirts or how many tote bags you purchased to give as
benefits.

8. Click Save on the toolbar and proceed to the next tab on the record or, to save the record and return to
the Membership Categories page, click Save and Close.
» Establish default settings for a membership category
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
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2. Click Membership Categories. The Membership Categories page appears.

Configuration "] New Category _/Open @ |nsert ¢ Delete.. <3Copy Sott.. 4 Up ¥ Down
General
Program T Category Minimum Dues Maximum D... Members per Me... ﬂ
iz Young Explorers Young Benefactor $500.00 $500.00 1
Addressees / e 7 . pugos — .
Saltations Young Explorers Young Maestros $750.00 $750.00 3
Young Explorers Aqua Kids £100.00 $100.00 4
Attributes . .
Individual Lifetime $5,000.00  $5,000.00 1
Financial
KeAtutions Friends of the ... Patron
P Friends of the ... Individual $50.00 $250.00
i Education Pro... Family $85.00 $85.00 5
== Education Pro... Sustainer $2,000.00 $2,000.00
bntorasiort Education Pro... Indiidual $25.00  §50.00
Business Rules Business Level  Not-for-profit $250.00 $500.00
Fields Business Level  Corporate £500.00 $500.00 25
Arts Program  Student $25.00  $25.00 1
i Arts Program Lifetime
Custom Views Arts Program  Senior $40.00 $40.00 2
Reporting Arts Program Benefactor $5,000.00 $5,000.00
Hierarchies
Arts Program Patron £2,000.00  $2,000.00 2
Arts Program Famity $85.00 $85.00 6
Adopt an Animal Patron $2,000.00 $2,000.00 2
Adopt an Animal Couple $50.00 $250.00
Adopt an Animal Contributor $250.00 £250.00 2
Adopt an Animal Sustainer $2,000.00 $2,000.00 2
At o hon ee0n evcon ] Bl
™ Displap active membership categories only
Membership Categories
Define the level of giving required for a constituent to gain membership in one of your organization's categories or clubs

3. On the action bar, click New Category. The New Membership Category screen appears.

4. Select the Default Settings tab.

HNew Membership Category
File Edit “iew Category Help

ESaveandClose'|u 'X| 4 » | ? -

ﬁenerallnfomationlQefault Benefitz  Default Settings |Eenewallnformation|

Card/Renewal Defaults

Diefault renewal card status to: IF'linted vl Diefault no. of cards to print: I‘I

Expiration Defaults

Default 'Expires’ to: IEnd of month =] I

Mew memberships expire after: I‘I_ IYea[[s] VI
Renewed memberzhips expire after: |1_ IYear[s] vI
Rejoined memberships expire after: I‘I_ IYear[g] VI

=1

Default Information for Memberships Linked to Gifts

Gift Defaults “ g Default Receipt Amount Options——————

* Gift Amaunt - Benefits

= Do not default receipt amount

™ Other Amaunt I EI

5. Under Card/Renewal Defaults, in the Default renewal card status to field, select a default card status for
when you renew a membership. You can select “Not Printed”, “Do Not Print”, “Lost”, or “Printed”.

6. In the Default no. of cards to print field, enter the number of memberships to which a category member

is entitled.

7. Under Expiration Defaults, in the Default ‘Expires’ to field, select the default expiration date for the

membership.

Note: To enter an expiration date on each membership card individually, select “No default” as your entry in

the Default ‘Expires’ to field.
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¢ To enter each expiration date individually, select “No default”.

¢ To default the expiration to the first of the next month for a membership that expires on any day other
than the first in a month, select “Beginning of Month”. For example, if a membership starts on
2-15-2007 and is supposed to last twelve months, it normally expires on 1-15-2008. If you select this
option, the expiration defaults to 2-1-2008.

¢ To default the expiration to the last day of the current membership month for a membership that
expires on any day other than the last in a month, select “End of Month”. For example, select this
option if your organization only drops memberships or sends out expiration notices at the end of the
month. For example, if the membership starts on 1/15/2007, the expiration defaults to 1/31/2008 if
Category is set at twelve months and “End of Month” is selected as the default expiration date.

¢ To have every membership expire at the end of the annual (not fiscal) quarter in which it began, select
“End of Quarter”.

¢ To have every membership expire on the same month and day as it began (the ‘Joined on,’ ‘Renewed
on,’ or in some cases ‘Rejoined on’ date), select “Same Month/Day as Cycle Start Date”.

¢ To have every membership expire on the same month, day, and year, select “Specific Date” and enter
the date in the provided field. For example, you can make all memberships expire at the end of the
year, so even if a member joined, renewed, or rejoined in June or July, the expiration date is always
12/31. If you select this option, you must change the year in the corresponding field entry at the
beginning of each new membership year, whether it be calendar or fiscal.

Note: You must make an entry in the New memberships expire after and Renewed memberships expire after
fields before you can save a membership category; however, the entries can be overwritten on individual
records.

8.

10.

Select a default for the amount of time that New memberships expire after. You must make an entry here
before you can save the new category, but users can override the default when they enter membership
transactions. If you select “Specific Date” in the Default ‘Expires’ to field, this field is disabled.

Select a default for the amount of time that Renewed memberships expire after. This is required to save
a category and can be overwritten. If you select “Specific Date” in the Default ‘Expires’ to field, this field
is disabled.

Select a default for the amount of time Rejoined memberships expire after. This can also be overwritten
but is not required because your organization may not ever drop memberships. If you select “Specific
Date” in the Default ‘Expires’ to field, this field is disabled.

New and renewed memberships are separated because, for example, you may want to give new members
a thirteen month membership as a bonus for joining, but renewed memberships last the standard twelve
months.

Note: Default sets can contain default entries for almost every field on a record. When you load a default set
into a record, the values entered for the set can automatically default into the record. This saves you time
during data entry. For more information about default sets, see the “Program Basics” chapter of the Program
Basics Guide.

11.

12.

Under Default Information For Memberships Linked to Gifts, specify the gift field default set. To select an
existing default set or create a new one, click Gift Defaults. To select a default set, enter the name directly
into the field. When you leave the field, the program searches for a match. If a match is found, the link is
made. If a match is not found, a message appears to ask whether to create a new default set. If you
specify a valid default set, the magnifying glass is available to view details of it.

Under Default Receipt Amount Options, specify whether to default the receipt amount of memberships
linked to gifts based on the gift amount and benefits received or another amount.

¢ To default the receipt amount of a membership linked to a gift based on the membership benefits
loaded into the gift record Benefits grid, select Gift Amount - Benefits.

¢ If you do not want a default receipt amount, select Do not default receipt amount option. This affects
only gifts linked through membership.
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¢ To default another amount as the receipt amount of a membership linked to a gift, select Other
Amount and enter an amount. If this field is already populated in the gift record, it is not overwritten

by the default values you set here.

13. Click Save on the toolbar and proceed to the next tab on the record or, to save the record and return to

the Membership Categories page, click Save and Close.

» Assign renewal information for a membership category

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

Configuration | | ] NewCategory 51 Open @ Inset 3¢ Delete... <3Copy Sort.. 4 Up ¥ Down
General
Program T Category Minimum Dues Maximum D... Members per Me... ﬂ
Tables Young Explorers Young Benefactor $500.00 $500.00 1
Addressees / e 7 . pugos — .
Saltations Young Explorers Young Maestros $750.00 $750.00 3
Young Explorers Aqua Kids £100.00 $100.00 4
Attributes . .
Individual Lifetime $5,000.00  $5,000.00 1
Financial
KeAtutions Friends of the ... Patron
P Friends of the ... Individual $50.00 $250.00
i Education Pro... Family $85.00 $85.00 5
== Education Pro... Sustainer $2,000.00 $2,000.00
bntorasiort Education Pro... Indiidual $25.00  §50.00
Business Rules Business Level  Not-for-profit $250.00 $500.00
Fields Business Level  Corporate £500.00 $500.00 25
Arts Program  Student $25.00  $25.00 1
i Arts Program Lifetime
Custom Views Arts Program  Senior $40.00 $40.00 2
Reporting Arts Program Benefactor $5,000.00 $5,000.00
Hierarchies
Arts Program Patron £2,000.00  $2,000.00 2
Arts Program Famity $85.00 $85.00 6
Adopt an Animal Patron $2,000.00 $2,000.00 2
Adopt an Animal Couple $50.00 $250.00
Adopt an Animal Contributor $250.00 £250.00 2
Adopt an Animal Sustainer $2,000.00 $2,000.00 2
At o hon ee0n evcon ] Bl
™ Displap active membership categories only
Membership Categories
Define the level of giving required for a constituent to gain membership in one of your organization's categories or clubs

3. On the action bar, click New Category. The New Membership Category screen appears.

4. Select the Renewal Information tab.

HNew Membership Category
File  Edit

ESaveandClose'|u 'X| 4 » | ? -

Wiew Category Help

ﬁenerallnfomationl Default Benefitz | Default Setting: Benewal Infarmation |

Drop this membership after being lapsed for; IE_ IMDn[h[s] vI

Regular Renewal Motice Information

Letkers Comments | Mo, | Frequency |

Before/Afker

|_|American Arts First Matice Try upgrading to Friend 5 Dayis)

Renewal Motice Information When There Are Giftz of Membership

Before Expiration

Letters Corrments

Send To | Mo, | Frequency | Before/after |

|__|American Arts First... Try upgrading to ... Donor 1 Dayis)

Before Expir...
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5.

8.

In the Drop this membership after being lapsed for field, enter a grace period (the amount of time a
membership can be lapsed before it is dropped). Enter a number up to 99 followed by a selection of
Day(s), Week(s), Month(s), or Year(s) from the table.

In the Regular Renewal Notice Information grid, enter the renewal notices to use with the membership
category.

a. In the Letters column, select which letter to send for the renewal notice.
b. In the Comments column, enter additional comments to include with the renewal.

c. Inthe No., Frequency, and Before/After columns, enter the number of days, weeks, months, or
years before or after expiration that a renewal notice should be sent.

In the Renewal Notice Information When There Are Gifts of Membership grid, enter the renewal notices
to use with the membership category when there are gifts of membership. In the Send to column, select
whether the member, the giver of the gift of membership, or both receive renewal notices.

To save the record and return to the Membership Categories page, click Save and Close on the toolbar.

» Edit a membership category

You can change a membership category you have already established, such as to change the renewal
information or default benefits for a membership category. This procedure demonstrates how to assign a new
benefit for a selected category and program.

ua b W N -

Scenario: Your museum wants to assign a new benefit to the Lifetime category, Individual program.
You want to give four free admission passes as a benefit for this category.

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

Click Membership Categories. The Membership Categories page appears.

In the Membership Categories grid, select the Individual program, Lifetime category.
On the action bar, click Open. The Individual - Lifetime screen appears.

Select the Default Benefits tab.

Individual - Lifetime [ x|
File Edit “iew Category Help

ESaveandCIose'|n X| 1 b | o ‘

General Infomation  Default Benefits |Default§ettings |Eenewal|nfolmati0n|

Enter the benefits received for thiz membership and the azsociated value.

Benefit | Cc-untl Uik Cosk | Tokal Benefit Y alue | Sent,l'FuIFiIIedl Comments = |

- Parking Pass 2 $15.00 $30.00 —
| |50% of f Guest Pas. .. $10.00 $10.00
| T-shirk Z $12.50 $25.00
Membership Pin 2 $6.00 $1Z2.00

[ - 1 &7 5 &7 5 LI

For gifts of membership send benefits to: (¢ Primary Member " Dornor

Mates:
Al Lifetime rembership benefitz should be given directly ta the donar at that time ar mailed within bao
buziness days.
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6. By default, a blank row appears at the bottom of the grid. Scroll to the bottom of the grid and in the blank
row, enter “Free Admission” as the Benefit.

In the Count column, enter 4.
In the Unit Cost column, enter the amount $8. The Total Benefit/Value column entry defaults to $32.
Because you have not yet given out the passes, leave the Sent/Fulfilled column blank.
10. In the Comments column, enter any important comments about the benefit.
11. On the toolbar, click Save and Close. You return to the Membership Categories page.
“Delete a membership category” on page 143

» Delete a membership category

Note: To ensure a category is not used further on any records without deleting it from your database, mark
Membership category is inactive on the General Information tab and Display active membership categories
only on the Membership Categories screen.

You can remove a membership category from your database. You can delete only categories that are not
currently in use on any records.

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

Configuration "] New Category _5)Open @ Inset 3¢ Delete . -3 Copy Sort 4 Up ¥ Down
General T D
Program T Category Minimum Dues Maximum D... Members per Me... ﬂ
ke Young Explorers Young Benefactor £500.00 $500.00 1
Addressess / i Feme e s .
iy Young Explorers Young Maestros $750.00 $750.00 3,
Young Explorers Aqua Kids $100.00 $100.00 4
Attributes
= ; Indwvidual Lifetime $5,000.00  $5,000.00 1
inancil
keifiubons Friends of the ... Pat.ro.n
Eoadtaden Friends of the ... Individual $50.00 $250.00
s Education Pro... Family $85.00 $85.00 5
i Education Pro... Sustainer £2,000.00  $2,000.00
b Education Pro... Individual $25.00 £50.00
Business Rules Business Level  Not-for-profit £250.00 $500.00
Figlds Business Level  Corporate $500.00 $500.00 25
Arts Program  Student $25.00 $25.00 1
Categories Arts Program Lifetime
o Arts Program  Senior $40.00  $40.00 2
Reporting Arts Program Benefactor £5,000.00 $5,000.00
Hierarchies
Arts Program Patron $2,000.00 $2,000.00 2
Arts Program Family $85.00 $85.00 6
Adopt an Animal Patron £2,000.00  $2,000.00 2
Adopt an Animal Couple $50.00 $250.00
Adopt an Animal Contributor $250.00 $250.00 2
Adopt an Animal Sustainer £2,000.00  $2,000.00 2
Nuit of Aran &2 nn £28 nn 1 ;I
[ Display active membership categaries only
Membership Categories
Define the level of giving required for a constituent to gain membership in one of your organization's categories or clubs

3. Inthe Membership Categories grid, select the category to delete.
On the action bar, click Delete. A verification message appears.
5. To delete the category, click Yes. You return to the Membership Categories page. In the grid, the deleted
category no longer appears.
» Copy information from a membership category into a new membership category

You can use the information from an existing category to create a new membership category. If two of your
categories are similar, this option can save time as you create your categories.

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

Configuration "] New Category _/Open @ |nsert ¢ Delete.. <3Copy Sott.. 4 Up ¥ Down
General
Program T Category Minimum Dues Maximum D... Members per Me... ﬂ
iz Young Explorers Young Benefactor $500.00 $500.00 1
Addressees / e 7 . pugos — .
Saltations Young Explorers Young Maestros $750.00 $750.00 3
Young Explorers Aqua Kids £100.00 $100.00 4
Attributes . .
Individual Lifetime $5,000.00  $5,000.00 1
Financial
KeAtutions Friends of the ... Patron
P Friends of the ... Individual $50.00 $250.00
i Education Pro... Family $85.00 $85.00 5
== Education Pro... Sustainer $2,000.00 $2,000.00
bntorasiort Education Pro... Indiidual $25.00  §50.00
Business Rules Business Level  Not-for-profit $250.00 $500.00
Fields Business Level  Corporate £500.00 $500.00 25
Arts Program  Student $25.00  $25.00 1
i Arts Program Lifetime
Custom Views Arts Program  Senior $40.00 $40.00 2
Reporting Arts Program Benefactor $5,000.00 $5,000.00
Hierarchies
Arts Program Patron £2,000.00  $2,000.00 2
Arts Program Famity $85.00 $85.00 6
Adopt an Animal Patron $2,000.00 $2,000.00 2
Adopt an Animal Couple $50.00 $250.00
Adopt an Animal Contributor $250.00 £250.00 2
Adopt an Animal Sustainer $2,000.00 $2,000.00 2
At o hon ee0n evcon ] Bl
™ Displap active membership categories only
Membership Categories
Define the level of giving required for a constituent to gain membership in one of your organization's categories or clubs

3. Select the category from which you want to copy information.

On the action bar, click Copy. The New Membership Category screen appears with information from the
selected category automatically filled in.

5. Before you can save the category, change either the Program or Category field to make the new category
unique.

6. On the toolbar, click Save and Close. You return to the Membership Categories page.

» Find a membership category

You can find an established membership category. If you define numerous categories, you may find it easier to
locate a specific category this way rather than scroll through all the entries in the grid.

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Membership Categories. The Membership Categories page appears.
3. On the action bar, click Find. The Find screen appears.

Find E
Field: I Fragram |
Find vihat: |ad|:||:|t an animal

Match: IAn_I.J part of field j [ Match case
Fird Flh | Find Next | Close |

4. In the Field field, select to base your search on either the Program, Category, Minimum Dues, or
Maximum Dues.

Ul

In the Find what field, enter the name or several letters of the membership category you want to find.

o

In the Match field, select whether you want your entry in the Find what field to match: Any part of field,
Whole field, or Start of field.

7. If you want the search to match any capitalization in the table name, mark Match case.
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8. To find the first match that meets your search criteria (as it appears in the grid, not alphabetically), click

Find First. The entry appears highlighted in the grid.

9. To find any additional entries that match your Find what criteria, click Find Next.

» Sort and move membership categories in the grid

Tip: You can move your most frequently used entries to the top of the grid. This saves time scrolling through
your less used entries during data entry.

You can arrange the order categories list in the grid. You can place your most popular entries at the top of the
grid to save time scrolling through the entries.

1.
2.
3.

On the Raiser’s Edge bar, click Config. The Configuration page appears.
Click Membership Categories. The Membership Categories page appears.
In the action bar, click Sort. The Sort Membership Categories screen appears.

Sort Membership Categories E3

— Sort Order
0Ok I

s
" Descending Cancel

— Sort By
+ Programn
" Categomny

Under Sort Order, select the order in which to display the categories.

¢ To display the categories in alphabetical order from A-Z, select Ascending.
¢ To display the categories in reverse order from Z-A, select Descending.
Under Sort By, select how to sort the entries.

¢ To sort the entries by program, select Program.

¢ To sort the entries by category, select Category.

To move a selected entry up or down one line in the Membership Categories grid, use the up and down
arrows.

» Print membership categories

You can print a list of all your membership categories or a detailed profile of each category to keep for your
records.

1.
2.
3.

On the Raiser’s Edge bar, click Config. The Configuration page appears.
Click Membership Categories. The Membership Categories page appears.

To print a list of the names of all the categories in the grid, in the Membership Categories grid, right-click
anywhere and select Print, Grid only.

To print a detailed report for a category including default benefit and renewal information, select the
category in the grid, right-click, and select Print, Membership Category Profile.
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Interfund Entries

If you have Blackbaud’s General Ledger and have established a link between it and The Raiser’s Edge from the
General Ledger link of Configuration, the Interfund Entries button appears. You can specify General Ledger
transfer accounts and quickly access and enter them into the GL Distributions grid on fund records.

If the first two numbers of a General Ledger debit and credit account are different, they belong to different
General Ledger funds. In this case, you must specify a transfer account. The interfund transfer ensures that
posted debits and credits associated with a gift are balanced by General Ledger fund when the debit is to one
fund and the credit to another. For example, if you post a debit to the General Ledger Playground Fund and a
credit to the General Ledger Operating Fund both from the The Raiser’s Edge General Fund, an interfund entry is
needed to create an offsetting or balancing credit to the General Ledger Playground Fund and a balancing debit
to the General Ledger General Operating Fund.

To access account numbers directly from the General Ledger database, click the binoculars or press F7 on your
keyboard. The accounts you define here appear in the list of entries when you click the down arrow in the
Interfund column of GL Distribution grids.
» Add an interfund entry
You can specify a transfer account to link debit and credit accounts from different General Ledger funds.
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click Interfund Entries. The Interfund Entries page appears.

Configuration Interfund ... / | Source Account Source Desc Destination Account Destination Desc I I
General Event 01-111500-00-00  Intercoastal 5... 03-321600-00-03 Southern Dance Tr...
Tables Miscellaneous 01-111400-00-00  Petty Cash 02-214400-00-00 Due To Plant Fund
Addressees /

Salutations

Attributes

Financial
Institutions

General Ledger
Letters
Intemational
Business Rules
Fields

Membership
Categories

Interfund Entries

Custom Yiews

Interfund Entries

Specify Gereraf Ledger transfer accounts

3. In the Interfund Entry column, enter a name of up to thirty characters. This name appears in the list of
possible entries when you click the down arrow in the Transfer column of a GL Distributions grid on a fund
record.

4. |n the Source Account and Destination Account columns, click the binoculars to search the General
Ledger database for account numbers. The account descriptions appear when you enter an account
number. The descriptions are defined in General Ledger and cannot be edited in The Raiser’s Edge. The
source and destination account numbers must be different. If you select the same account numbers, a
message appears.

To return to the Interfund Entries page, click OK.
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Note: You can select which character to use as a placeholder for any missing digits in a General Ledger
account number on the Records tab of User Options.

5. If you click the down arrow in the Source Account or Destination Account columns, a dropdown box
appears. The contents of the box break down a General Ledger account number by segment.

Segment | Yalue I Description I
Fund 01 UMRESTRICTED ...
Account Mumber | 213200

Expense Caktegory 05 Equiprnent Repair
Departrent/Cosk, .. 01 Administration

The Segment column breaks the account number into General Ledger fund (first two numbers), account
number (next six numbers), expense category (the following two numbers), and Department/Cost (last
two numbers). All the segments together make a complete account number. In the Value column, enter a
value for each segment. The Description column displays the description of that value entered in General
Ledger.

When you leave the Interfund Entries page, the program automatically saves the new interfund entry.
“Edit an interfund entry” on page 147
“Delete an interfund entry” on page 148

» Edit an interfund entry

You can change an interfund entry. For example, you may want to change the transfer account used between
two General Ledger funds.

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

Configuration Interfund ... / | Source Account Source Desc Destination Account Destination Desc I I
General Event 01-111500-00-00  Intercoastal 5... 03-321600-00-03 Southern Dance Tr...
Tables Miscellaneous 01-111400-00-00  Petty Cash 02-214400-00-00 Due To Plant Fund
Addressees /

Salutations

Altributes

Financial
Institutions

General Ledger
Letters
Intemational
Business Rules
Fields

Membership
Categories

Interfund Entries

Custom Yiews

Interfund Entries

Specify Gereraf Ledger transfer accounts

3. Select the entry to change.
4. Enter a new Source Account or Destination Account number.
When you leave the Interfund Entries page, the program automatically saves your changes.
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» Delete an interfund entry

You can delete interfund entries that are not in use in any GL Distributions. Deleting the information from The
Raiser’s Edge does not affect the information in General Ledger. If you attempt to delete an entry that is
currently in use in a GL Distribution, a message informs you that it cannot be deleted.

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

Configuration Interfund ... / | Source Account Source Desc Destination Account Destination Desc I I
General Event 01-111500-00-00  Intercoastal 5... 03-321600-00-03 Southern Dance Tr...
Tables Miscellaneous 01-111400-00-00  Petty Cash 02-214400-00-00 Due To Plant Fund
Addressees /

Salutations

Altributes

Financial
Institutions

General Ledger
Letters
Intemational
Business Rules
Fields

Membership
Categories

Interfund Entries

Custom Yiews

Interfund Entries

Specify Gereraf Ledger transfer accounts

3. Inthe grid, click the box on the far left of the entry to delete. The entire row highlights.
Press DELETE on your keyboard. A verification message appears.

5. To delete the interfund entry, click Yes. You return to the Interfund Entries page. The selected entry no
longer appears in the grid.

Reporting Hierarchies

With Reporting Hierarchies, you can group funds into hierarchies that are independent of the Giving Hierarchies
you establish in campaign records. For more information about Giving Hierarchies, click Records, Giving
Hierarchy in the Contents tabsee the Giving Hierarchies chapter of the Campaigns, Funds, & Appeals Data Entry
Guide.

A Reporting Hierarchy provides a framewaork to report on donations and progress against goals (in both summary
and in detail) at any level in the hierarchy or for any category within the hierarchy. For example, your
Development Office may need to provide the Board of Directors with reports that include gift data for funds in
The Raiser’s Edge grouped by various characteristics of the funds, such as scholarship funds. These
characteristics and the groupings based on them may be completely independent of the campaign or campaigns
to which the funds belong. Reporting Hierarchies provide you with the ability to create these custom hierarchical
groupings and use them as the basis of specific reports.

On the Reporting Hierarchy page, you can create and modify Reporting Hierarchies. After you create a Reporting
Hierarchy, you can base Campaign Fund Analysis or Campaign Gift Analysis reports on it.

A Reporting Hierarchy consists of groups of funds you add and “nest” within it. Groups can be created based on a
query, fund or fund category filters, and inclusion or exclusion attributes — a group can even consist of a single
fund. The order in which you nest the groups determines how results are tallied for the hierarchy. For more
information about this, see “Use Reporting Hierarchies” on page 152.
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» Create a reporting hierarchy

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

2. Click Reporting Hierarchies. The Reporting Hierarchies page appears.

Configuration
General
Tables

Addressees /
Salutations

Aftributes

Financial
Institutions

General Ledger
Letters
Intemational
Business Rules
Fields

Membership
Cateqories

Custom Views

Reporting
Hierarchies

1 New Hierarchy =i Open 3 Delete... 8 Find...

Hierarchy 1D ‘4 Description Created by

Campus Building Funds Supervisor 1

S8B Scholarship and Building Funds Supervisar 10/19/2004

Created on
104

™ Only show my Reporting Hierarchies

Reporting Hierarchies

Create Reporting Hierarchies o display Fund data on reperts grouped inte custom arrangements.

In the grid, any previously created Reporting Hierarchies appear. To view only the hierarchies you created,
mark Only show my Reporting Hierarchies at the bottom of the page.

3. On the Action bar, click New Hierarchy. The New Reporting Hierarchy screen appears.

#n Mew Reporting Hierarchy
File  Edit Hierarchy Help

ESaveandElose‘|u 'X| 4 b | ?-

Hierarchy 10: ||

Description: I

ET $ ENENE

ERTELR

------ New Reporting Hierarchy

4. In the Hierarchy ID and Description fields, enter an ID and a description to identify the new hierarchy in
Configuration and on reports. When you open a saved hierarchy, the ID appears in the title bar.

5. To combine gift totals for a group of funds, create groups of funds.
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a.

In the action bar, click New Group. The New Group screen appears.

@ New Group E2
Group Mame: I Goal: |$D.EIEI

Include... | All records
—Filters

Filter I Filter Option Selected Filters

Funds Include All <All Funds>

Fund Cateqgories Include All <All Fund Cateqgaories =

Campaigns Include Al <Al Campaigns =
— Aftributes

I Include Funds with these Attributes

Cakegory Short Desc, Description

[T Exclude Funds with these Attributes

Cakegory Short Desc, Description

ok I Cancel |

Warning: Before you can save a hierarchy, the lowest level fund group in any reporting hierarchy must have
criteria defined.

b. Enter a Group Name and, if necessary, a Goal amount.

c. To select which funds to include in the group, click Include. You can select to include all funds, only

funds that appear in a specific fund query, or only funds associated with gifts that appearin a
specific gift query.

In the Filters grid, filter the funds included in the group. The records you select must meet all criteria
selected on this screen. You can include all records or selected records for each selection in the
Filters grid. The Filters grid contains three columns: Filters, Filter Option, and Selected Filters.

The Filters column lists information you can use to narrow the funds included in the group. The
Filters column selections are Funds, Fund Categories, and Campaigns.

In the Filter Option column, for each selection in the Filters column, select which records in your
database to include. The records to include must meet the criteria you select elsewhere on this
screen. In the Filter Option column, select whether to include all records or selected records.

If you select “Include All” in the Filter Option column, all records for the Filters column selection
which meet the group’s criteria appear in the results. For example, for the Filters column selection
Fund Categories you can select “Include All” in the Filter Option column. All funds in fund categories
meeting the criteria specified elsewhere on this screen will appear in the group. If you choose
“Selected” in the Filter Option column, the Selected Filters column is enabled.

The Selected Filters column displays the records you select to include in the group. To enter
information in the Selected Filters column, select “Selected” in the Filter Option column. Click the
binoculars to open the selection screen. From this screen, you can use the arrow keys to move your
choices from the box of selections on the left to the Include these Funds box on the right. The group
includes the records you select in the Selected Filters column that meet all the criteria.

e. Under Attributes, select whether to Include or Exclude funds with attributes you specify.
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If you mark Include Funds with these Attributes, the Include grid is enabled. Select the attributes of
the fund records to appear in the group.
If you mark Exclude Funds with these Attributes, the Exclude grid is enabled. Select the attributes of
the fund records to not appear in the group.
f. To save the group, click OK. You return to the New Reporting Hierarchy screen. The new group
appears.
#h SB =] E3
File  Edit Hierarchy Help
[ Save and Cloze - | [ )(| 4 & | ? - |

Higrarchy 1D ISB

Description: ISCtharship and Building Funds

& S Pz e Bl e L

[=]- scholarship and Building Funds

= Buildings - Criteria Defined - Goal = $1,000,000.00

L Lacal Buildings - Criteria Defined - Goal = $750,000.00
Scholarships - Criteria Defined - Goal = $5,000,000.00

6. The hierarchy defaults into Design view. To see the funds that make up each group, click Preview in the
action bar.

#h SB M=l 3
File Edit Hierarchy Help
ESave and Cloze '| E * | 4 b | %= |

Higrarchy |D: ISE

Diescription: ISChDIarship and Building Funds

ﬁNewGroup a BT BTy A e g g e

[=-- Scholarship and Building Funds

- ings - Goal = $1,000,000.00

L2004 Library - Goal = $500,000.00

- 2004 Gymnasium - Goal = $100,000.00

- Career Center - Goal = $500,000.00

- Botanical Garden Fund - Goal = $500,000.00

=~ Local Buildings - Goal = $750,000.00

- Media Room - Goal = $200,000.00

- Computer Center - Goal = $75,000.00

-Library Fund - tGoal = $500,000,00

i Training Room - Goal = $2,000,000.00

- Scholarships - Goal = $5,000,000.00

- Annabelle Johnson Endowment - Goal = $500,000,00
- Zamp Kids Scholarship - Goal = $2,000,000.00 ]
- Richard Mosley Memorial Fund - Goal = $1,000,000.00

... Smnith-Rrnwn Srhinlarshin Fund - Gaal = $1.000.000.00 LI

To continue building the Reporting Hierarchy, click Design View.

The lowest level fund groups in any Reporting Hierarchy must have some sort of filtering criteria defined
before you can save a hierarchy. In other words, the lowest level in the hierarchy cannot consist of all your

funds.
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Note: If you remove a group from the hierarchy and the group is parent to other groups, a warning appears.
You can remove just the parent and promote the child groups to the level occupied by the group you remove,
or you can remove the parent along with its child groups.

7. To establish the parent and child relationships among groups in your hierarchy, use the arrows on the
action bar. For more information about how the relationship between child and parent groups of funds in
the hierarchy affects summary totals, see the next section“Use Reporting Hierarchies” on page 152.

8. To save the new Reporting Hierarchy, click Save and Close. You return to the Reporting Hierarchy page.

Use Reporting Hierarchies

The purpose of a fund group in a Reporting Hierarchy is to provide a sum of gift totals for a group of funds. For
example, a “Science Funds” group with criteria that includes all funds associated with the Science Department
displays a summary total gift amount for all these funds, as well as the detail gift amounts for each fund included
in the group.

The placement of funds in groups determines the summary information that appears for the groups in a
Reporting Hierarchy. After you create groups, use the arrows in the action bar to arrange fund groupsin a
particular order to form the hierarchy.

#h SB =] E3

File Edit Hierarchy Help
E]Saveandl:IDSE'|u )(| 4 F| ?- |

Hierarchy 10 ISB
Description: ISCtharship and Building FLrJ .
-ﬁ HEWIGTEUE Sl WREE Hemo* - 9 & ¥ I e
| B Snz:hularsl_ﬂp and Building Funds % | ;|
- Buildings - Goal = $1,000,000.00
R F——

For more information about creating fund groups, see “Create a reporting hierarchy” on page 149.

On the General tab of a Campaign Fund Analysis or Campaign Gift Analysis Report, you can select to base the
report on a Reporting Hierarchy.

lﬂ Mew Campaign Fund Analyzis

File Edit Favortez Help

H RS R - ?-

|2: Filtersl 3 Gifk T_I,Ipesl 4: Attributes

[rate o uge: I Gift date j

[rate:; I Ihichude all dates j

Note: For more detailed information about creating reports, see the Reports Guide.
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When you generate a report, funds are offset to indicate their position in the hierarchy and gift totals “roll up”
through the hierarchy, so that a gift to a fund in a “child” group is also reflected in the totals for the “parent.”

Campaign Fund Analysis

Fund Hierarchy Total Gifts
B $1,433,252.00
Buildings $2815,600.00
Local Buldings $445,450.00
2004 Library $22,200.00
2004 Gymnasium $2,600.00
Career Center $0.00
Botandcal Garden Fund $402_560.00
Media Room $37.005.00
Camputer Center $106,225.00
Children’s Library Fund $44,225.00
Training Room $182,695.00
Scholarships $617,652.00
CAMP $41,317.00
RIMF $136,165.00
SBSF $395,945.00
JOHNS0H $44,22500
Hierarchy Totak $1,433,252.00

A total of 11 Fund(s) Listed

When you create the Reporting Hierarchy, fund groups can be nested. For example, a “Science Funds” group may
not be assigned any criteria, but it may have child groups for “Physics Funds,” “Chemistry Funds,” and “Biology
Funds” that each have their own criteria to filter out any funds not associated with those departments.

In this case, the default criteria of the “Science Funds” group would be the union of the criteria for its child
groups. So, “Physics Funds” would combine the gift totals for each fund associated with the Physics Department,
“Chemistry Funds” would combine the gift totals for each fund associated with the Chemistry Department, and
“Biology Funds” would combine the gift totals for each fund associated with the Biology Department. Science
Funds would then combine the gift totals for funds associated with any of the three departments.
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Security settings define the level of access your users have to all areas of The Raiser’s Edge. These settings
determine which tabs appear for a user; whether the user can view, add, edit, or delete records; and whether the
user can perform various functions throughout the program.

“More About Security” on page 158
“What is Security?” on page 158
“Security Types Overview” on page 160
“Navigate in Security” on page 162
“Security Groups” on page 165
“Security Users” on page 170

More About Security

Security centers around groups you create. You can customize the security settings for a group and then add
members to the group based on the level of access you grant them. For example, you can create a group for your
data entry personnel and give the group all rights necessary to view and change information and perform
functions related to data entry.

Security is closely linked with Configuration to determine how The Raiser’s Edge manages information. We
recommend you limit security access to Configuration to only those users with Supervisor rights. You can assign
Supervisor rights to any user. Only the Supervisor and those users with Supervisor rights have full access to all
areas of the program.

Note: When users log into The Raiser’s Edge, user names and passwords are not case sensitive.

The Raiser’s Edge is shipped with a user name of “Supervisor” and a password of “ADMIN”. We recommend you
change your Supervisor password immediately and make sure that at least one other person in your organization
knows the new password. You can also grant rights to individual users to allow them to change their own
passwords.

“What is Security?” on page 158
“Security Types Overview” on page 160
“Navigate in Security” on page 162
“Security Groups” on page 165
“Security Users” on page 170

What is Security?

Security enables you to ensure the consistency, integrity, and confidentiality of your data by limiting access to
records and functions to only the users who need it. For example, when you limit view rights for your users, you
determine who sees such records as gift amounts from Board Members or sensitive notes and attributes assigned
to constituents. By limiting rights to edit data and perform certain functions, you can control which of your users
can change and delete important records for your organization.

Security in The Raiser’s Edge is based on several ideas: object, system, and field level options; inclusion and
exclusion criteria; and the assignment of rights by security groups. Although the term “object level security”
sounds less widespread than “system level security,” of the two, system level security is actually the smaller or
more precise level of security. For example, if you deny rights to edit constituent records through object level
security, the group cannot edit any constituent records; however, with system level security, you can deny edit
rights to only constituent records with certain codes, while allowing rights to all others. A key difference between
the two types of security is that object level security does not affect the user’s ability to print restricted records in
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reports or mailings, but system level security does prevent restricted records from appearing in reports or
mailings. You can use field level security to deny access to specific fields on certain records. For example, if you
deny rights to credit card information, all fields in the constituent record Credit Card grid are disabled, and credit
card information fields are left blank and disabled on gift records. Like object level security, field level security
does not affect reports or mailings.

“What is Security?” on page 158
“Security Types Overview” on page 160
“Navigate in Security” on page 162
“Security Groups” on page 165
“Security Users” on page 170

Encrypted Information in The Raiser’s Edge

Note: With version 7.81, The Raiser’s Edge employs AES encryption. When you upgrade from version 7.80,
your 3DES-encrypted data is decrypted and encrypted with AES encryption. If you upgrade from a version prior
to 7.80, the social security numbers, bank account, and insurance policy data that was previously not
encrypted is encrypted with AES encryption. With The Raiser’s Edge 7.86, all credit card numbers are
encrypted and associated with token identifiers.

Social security numbers, bank account numbers, and insurance policy numbers are encrypted in The Raiser's
Edge database. Fields that are encrypted can only be searched for with an exact match. Users cannot use partial
matches (such as “begins with,” “contains,” etc.) for encrypted fields.

Credit card numbers are encrypted and cannot be decrypted. To help you comply with the Payment Card Industry
Data Security Standards (PCI DSS), when you enter a credit card number into The Raiser’s Edge, the program
automatically stores the number in the Blackbaud Payment Service for security. In the database, a token identifier
from the Blackbaud Payment Service appears as the credit card number. In The Raiser’s Edge, only the last four
digits of the credit number appear on records, such as on the Bio 2 or Org 2 tab of a constituent record.

For user passwords, a “hash” is used. A hash encrypts the password in a way that cannot be decrypted.

Frequently Used Terms

If you come across an unfamiliar term when you read this or any other chapter in The Raiser’s Edge
documentation, make sure you check the online glossary in the help file. The following terms appear throughout
this chapter.

Security Groups. To control security in The Raiser’s Edge, you create groups with different rights and assign your
users to these groups based on how much access to records and functions you want them to have. In addition
to the creation of new groups, you can edit the rights for existing ones.

Although each user has a unique password, you can use groups to define the functions that users assigned to
a group can perform and the records they can view, add, edit, and delete. For example, to create a group for
workers who add new constituent records but do not edit existing constituent records, you can give add rights
and deny edit rights to constituent records.

Note: Whenever a user attempts to access a record or function for which he does not have security rights, a
message appears to deny authorization.
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Object Level Security. Object level security refers to access rights given to a user based on record type. Data entry
security is based on object level security. For example, if a user does not have rights to edit campaign records,
the user cannot edit campaigns from anywhere in the program. Object level security affects a user in all areas
of the program, except Reports and Mail functions. If you deny a user access to records through object level
security, those records do not appear in queries, exports, global changes, batches, or in search results.
However, if a user has access to a report or mailing type, the user has access to all information in the report or
mailing, including records restricted through object level security. To totally restrict access to certain records,
you must use system level security.

System Level Security. To create system level security, you give or deny rights based on certain characteristics
within a record type. System level security gives users rights to view and edit constituent records based on
constituent code; gift records based on fund; and notepads based on type. For example, if a user does not
have access to gifts given to a fund based on system level security, the user cannot view or edit gifts
associated with this fund in data entry, queries, imports, reports, and mailing functions. Even if the user has
full access to reports and mailings, restricted information does not appear on them. System level security for
constituent codes is based on inclusion and exclusion criteria.

Field Level Security. To create field level security, you grant or deny access to information entered in a specific
field. Fields available for this security level are limited to credit card information and other selected
biographical fields on the constituent record. If you deny access to these fields, they are disabled and appear
with no values on records. For example, if you deny access to credit card information, the Credit Card grid is
disabled on constituent records, and no credit card information appears on gift records. Users cannot use
restricted fields as filter, sort, or output fields when they create queries. Users also cannot run existing queries
that contain the restricted fields. With the exception of profiles, field level security does not affect
information included in mailings and reports.

Inclusion and Exclusion. Inclusion and Exclusion security bases access to constituent records on whether the
record contains one or multiple types of constituent code. Inclusion gives rights to a group for only those
codes specified; exclusion denies rights for those codes specified. For example, with the constituent code of
Alumni, if no exclusion criteria exists for a security group, the users in that group have access to all alumni, no
matter what other constituent codes the record may have. If you then set an exclusion for Board Members,
the users have access to all alumni except those whose records are also coded as Board Members. Using
inclusion criteria, you can allow groups to access constituent records with only certain codes. If you specify
the group has access to only constituents coded as Alumni, users can access only those records that contain
that constituent code. If the record contains other codes in addition to alumni, the user still has access unless
you establish exclusion criteria. If both inclusion and exclusion criteria are set up for the same group, the
exclusion criteria takes precedence over the inclusion criteria. If you do not specify either inclusion or
exclusion criteria, a user has access to all constituent codes.

Security Types Overview

Note: System level security checkboxes default to unmarked because by default, all users have access to all
constituents, gifts, and notepads. Mark these checkboxes only to limit access to these records.

To assign security rights to a group, you mark a series of checkboxes. For some areas of the program such as
Records, you can assign separate view, add, edit, and delete rights. For other areas such as Query, you can only
grant or deny access to an entire module. All checkboxes default to marked (granting access) except the system
security options: Security by Constituency, Gift Security by Fund, and Notepad Security by Type.

Records. You can assign view, add, edit, and delete rights for all record types. For example, you may want to
give a group rights to view constituent records, but not to edit financial institution information, notes, or any
other parts of the constituent record. You can assign field level security for several fields on the constituent
record. Want to know more about “Records Security” on page 179?
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Query. To define query security, you can mark or unmark a single checkbox that gives or denies all rights to
Query. If you deny rights, users can still select queries in other areas of the program and run output and
exception queries in reports. However, they cannot add new queries. System level security affects query
results. Want to know more about “Query Security” on page 201?

Export. To define export security, you can mark or unmark a single checkbox that gives or denies all rights to
Export. Want to know more about “Export Security” on page 202?

Reports. Rights to run reports are defined on two levels. You can assign rights by report type and more
specifically by report name. For example, if you deny rights to analytical reports, a group cannot run any of
them. However, you can grant rights to run analytical reports and deny rights to individual reports such as the
Top Donors Report or LYBUNT Report. Records rights do not affect report rights. If a user has rights to a report,
she has access to all records on that report. However, system level security by constituent code, notepad, or
fund does affect the data that displays in reports. Want to know more about “Reports Security” on page 2027?

Mail. You can define rights to run mailings by mailing types and more specifically by mailing functions. For
example, if you deny rights to letters, the group cannot run any letters in the program. However, you can
assign rights to run letters and still deny rights to individual letters such as Donor Acknowledgement letters
and Follow Up letters. Records rights do not affect mailing options. If a user has rights to a mailing type, he
has rights to all information included in that mailing. As with reports, system level security affects constituent
and gift information in mailings. Want to know more about “Mail Security” on page 203?

Batch. You can assign rights to create, edit, delete, and commit batches. For example, you may want to grant a
group rights to create and edit batches, but not to delete them. Security by Constituency and Gift Security by
Fund affect which constituents and gifts are included in batches. In Batch security, you can also assign rights
to access Electronic Funds Transfer for electronic funds transfers. Want to know more about “Batch Security”
on page 203?

Administration. To assign rights for each administrative function, including data import, global add, and global
delete, you can mark or unmark a checkbox that gives or denies rights. Because so many of these functions
have wide ranging implications, we recommend you limit rights to only experienced users. Want to know
more about “Administration Security” on page 205?

Configuration. To assign rights for each area of configuration, you can mark or unmark a checkbox that grants
or denies rights. Rights to the Fields link of Configuration are automatically available only to users with
Supervisor security rights. We recommend you limit rights to most functions to several key users. Want to
know more about “Configuration Security” on page 206?

Code Tables. Fields with a down arrow to the right, such as Constituent code and School name, are code
tables. When you click the down arrow, you can select from a list of entries. Tables add consistency to your
data entry. You can assign rights to add, edit, and delete entries for each table in The Raiser’s Edge. To keep
your table entries consistent and manageable, we recommend you limit rights to add or change code table
entries to several key users. Want to know more about “Code Tables Security” on page 207?

Personal Information. You can specify whether social security numbers and bank account numbers are
masked or visible to users. Want to know more about “Personal Information Security” on page 208?

Security by Constituency. You can use using inclusion and exclusion criteria to define the constituent records
to which a group has access. For example, you can use inclusion to grant a group rights to only those records
that contain the code Friend and you can use exclusion to deny a group rights to any constituent record
containing the code Trustee. If you restrict rights to a particular code, the user cannot assign the code to any
record. If both inclusion and exclusion rights are set up for the same group, exclusion rights always take
precedence over inclusion rights.

Want to know more about “Security by Constituency” on page 213?

Gift Security by Fund. You can limit the ability of a group to access gifts given to particular funds. For
example, if you deny access to gifts given to your Major Donor Annual fund, these gifts do not appear on
reports, queries, or data entry records. Want to know more about “Gift Security by Fund” on page 216?
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Notepad Security by Type. You can limit view and edit rights to selected notepad types. This can be useful if
you keep sensitive information in a notepad. For example, you can grant view rights to a notepad type named
“Director’s Notes” to only the Director and Assistant Director. Want to know more about “Notepad Security by
Type” on page 218?

Membership Scanning. To define security for Membership Scanning, you can mark or unmark a single
checkbox that gives or denies rights to Membership Scanning. Want to know more about “Membership
Scanning” on page 219 security?

Dashboard. To define Dashboard security, you can mark or unmark a single checkbox that gives or denies rights
to Dashboard. Want to know more about “Dashboard” on page 219 security?

Install Samples. To define security for installing samples, you can mark or unmark a single checkbox that gives
or denies rights to all samples. Sample queries, exports, custom reports, business rules, and more are
available for installation when you select Tools, Install Samples from the shell menu bar. Want to know more
about security to “Install Samples” on page 220?

NetSolutions. To assign rights for each area of NetSolutions, you can mark or unmark a checkbox that grants or
denies rights to a specific area. Want to know more about security for “NetSolutions” on page 220?

Proposal Security by Purpose. You can limit the ability of a group to access proposal records based on the
purpose for which the proposals are targeted. For example, you may have a purpose of “Major Gift” for which
you want to limit access. If you deny access to proposals with a purpose of Major Gift, these proposals do not
appear on reports, queries, or data entry records for a security group.

Want to know more about “Proposal Security by Purpose” on page 220?

Data Health Center. To define Data Health Center security, you can mark or unmark a single checkbox that
gives or denies all rights to the Data Health Center. Want to know more about “Data Health Center” on
page 221 security?

AMPro Integration. You can specify which parts of the AuctionMaestro Pro integration are available to a group.
Want to know more about “AMPro Integration” on page 222 security?

NetCommunity. When you integrate The Raiser’s Edge with Blackbaud NetCommunity, you can specify which
information from Blackbaud NetCommunity is available to a group.

Want to know more about “NetCommunity” on page 222 security?

Action Security by Type. You can limit view and edit rights to selected action types. This can be useful if you
keep sensitive information in an action record. For example, you can grant view rights to a an action type
named “Advocacy” to only the Advocacy Director and Assistant Director. Want to know more about “Action
Security by Type” on page 2237

MatchFinder. You can specify which parts of the optional module MatchFinder are available to agroup. Want to
know more about “MatchFinder” on page 224 security?

Sphere. When you integrate The Raiser’s Edge with Blackbaud Sphere, you can mark or unmark a single
checkbox to give or deny all rights to the information downloaded from Sphere. Want to know more about
“Sphere” on page 225 security?

Navigate in Security

You can access all security options from the Security link of Administration. From this link, you can create security
groups and define the level of access they have in The Raiser’s Edge. You can then add users to the groups based
on the level of access they need to perform their job duties.

To access the Security page, on the Raiser’s Edge bar, click Admin. The Administration page appears.
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“e’  tools. YOU can globally change, delete, and add records, count the records you have in your database, remove dupiicate
information from your database, merge information from two records, drop lapsed members, and validate database indexes.

b System Statistics P Duplicate Constituents
b Import P Merge Constituents
P Globally Add Records » Drop Lapsed Mambers
P Globally Change Records » Security
P Globally Delete Records F Queue
P Globally write Off Pledges b Target Analytics
» Convert Pledges To Recurring Gifts b GiftWrap Integration
P Post to General Ledger » Credit Card Exception Report
Administration =
‘;'\-:j To help you maintain your database, and keep your records up-to-date, The Raiser's Edge 7 includes a number of administrative

=

Note: To return to the main Administration page, click the word “Administration” in the page title bar below
the shell menu bar.

On the main Administration page, click Security. The Security page appears.
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X!
Eﬂ,‘.’ Here you can define groups and users with rights to view, add, edit, and delete information. For more information, see Security.

The tree view on the left lists all established Security Groups and all Users identified in Security. When you select
a group from the tree view, all members of that group list in the box on the right. When you select a user in the
tree view, all groups to which the user belongs list on the right.

“More About Security” on page 158

“Security Types” on page 178

“Security Groups” on page 165

“Security Users” on page 170



164 CHAPTER

Toolbars

Security user and group records contain several toolbar buttons to help you carry out commands quickly and
easily without using the menu bar. You can mark Show Tooltips on the General Tab of User Options so when you
move the cursor over a button, a description of its function displays. Toolbar buttons with a down arrow contain
additional options.

| B5ave and Cloze =

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

=

Save the record and keep the record open

Delete

[]

Go to the previous record

]

Go to the next record

=

View the properties of the current record

[2-]

Access help contents

Manage Security

Your first step to establish security for The Raiser’s Edge is to create security groups. Give the groups descriptive
names you can easily identify. Assign privileges to a group based on the areas of the program to which you want
its members to have access. For example, a group that contains experienced users may have access to
Administration functions such as Import and Globally Delete Records. To avoid accidents in your database, we
recommend you deny any group with less experienced users access to these functions. Create as many different
groups as you need. Then, as you add users to Security, make them members of whichever groups grant them the
level of access needed to perform their job duties. When you add users, you must also decide whether they can
change User Options and their own passwords.

You can assign Supervisor rights to users. Only users with Supervisor rights have full access to all areas of The
Raiser’s Edge. You can also change the Supervisor password. We recommend you do so frequently. At least two
people in your organization should have Supervisor rights and know the Supervisor password.

“Security Groups” on page 165
“Security Users” on page 170
“Supervisor Security Procedures” on page 176
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Security Groups

You can add new security groups and edit the rights and members of groups you already established.

To control security in The Raiser’s Edge, you create groups with different rights and assign your users to these
groups based on how much access to records and functions you want them to have. In addition to the creation of
new groups, you can edit the rights for existing ones.

Although each user has a unique password, you can use groups to define the functions that users assigned to a
group can perform and the records they can view, add, edit, and delete. For example, to create a group for
workers who add new constituent records but do not edit existing constituent records, you can give add rights
and denying edit rights to constituent records.

If you use Active Directory, you can also base your security groups on that structure. For more information, see
“Windows Authentication Security Groups” on page 167.

» Add a security group
1. On the Raiser’s Edge bar, click Admin. The Administration page appears.

2. Click Security. The Security page appears.

Note: You can also access the New Group screen by double-clicking Groups in the treeview.

3. On the action bar, click New Group. The New Group screen appears.

HNew Group I
Fle Edit Group Help

dSaveandCIose'|d | 4 » |':f| ? - |

Group name: IData Entry

Description: IData Entry personnel - Mo delete rights
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v Mail

~
¥

¥

¥

[V Batch

[ Mapping

[V Administration
[+ Configuration

[+ Code Tables

[ Personal Information

I Security by Constituency
[ Gift S ecurity by Fund

[ Notepad Security by Type
[V Membership Scanning 4|

2l [¥lv

Note: We recommend you use descriptive names for your groups. For example, you can create a group called
“Data Entry” with a description of “Data Entry personnel - No delete rights”, that contains security settings
customized for all members of your organization who enter information into the program.

4. In the Group Name and Description fields, enter a unique name and description to identify the new
group. The group name appears in the tree view on the main Security page.

5. Under Group Members, use the arrows to move individuals or the entire group between the Members
and Not Members boxes. Use the single arrow to move one selected name or the double arrow to move
all names from one box to the other. For new groups, all users that you define (including the Supervisor)
are initially in the Not Members box.
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6.

The Group Privileges frame contains a list of the different security types as checkboxes. Initially, the
program grants the group access to all areas except those available to only users with Supervisor rights.
All security type checkboxes default to marked except the system security options: Personal Information,
Security by Constituency, Gift Security by Fund, and Notepad Security by Type. The system security
checkboxes default to unchecked because by default, the group has access to all constituents, gifts, and
notepads; mark these checkboxes only to limit access to these records.

Note: If you add the Supervisor as a member of a security group, Supervisor rights are not affected. For more
information about Supervisor rights, see the Supervisor Procedures section of this chapter.

7.

For a detailed explanation of how to assign group privileges for each type of security in The Raiser’s Edge,
see “Security Types” on page 178.

To save the record, click Save and Close on the toolbar. You return to the Security page.

“Edit basic group information” on page 166

“Delete a group” on page 167

» Edit basic group information

You can change the members and rights of a security group. For example, if a worker gets promoted, you may
want to remove the employee from one group and add him to another. Or, you may want to change the rights
granted to a particular group. This procedure demonstrates how to make all users members of a group called
“Data Entry.”

P wbn PR

Scenario: You decide to give all your users data entry rights. To do this, you will make them all
members of your Data Entry security group.

On the Raiser’s Edge bar, click Admin. The Administration page appears.
Click Security. The Security page appears.
From the tree view, select the Data Entry group. The members already assigned to the group appear.

On the action bar, click Open. The Data Entry screen appears.

Data Entry I
File Edit Group Help

uSaveandclose'|H x| 4 b | ':f| ? - |

Group name: |Data Entry

Description: |Data Entry personnel - Mo delete rights

— Group Privilege: — Group Member

Options | bdembers: Mot Members:
=

Gina
Jennifer
Jenny

Export

Feports

Mail

Batch

Mapping

Adminiztration
Configuration

Code Tables

Perzonal Information
Security by Constituency
Gift Security by Fund
Motepad Security by Type
[+ Membership Scanning ;I

OOORORIRRR R
N




SECURITY 16

5.

6.

Under Group Members, all users added to Security appear in either the Members or Not Members box.
To include all users in the security group, select any name in the Not Members box and click the double
left arrow. All names in the Not Members box move to the Members box. All your users now have the
rights you assigned to the Data Entry group. For information on the types of security rights you can assign
to a group, see “Security Types” on page 178.

To save your changes, click Save and Close on the toolbar. You return to the Security page.

“Delete a group” on page 167

» Delete a group

Warning: Before you delete a security group, we recommend you print a security profile of the group to back
up your data. To print a profile, select File, Print from the menu bar while the group record is open.

You can remove a group from Security. Before you do so, we recommend you print a security profile to back
up your records. Deleting a group does not remove the users who are members of that group from Security.
This procedure demonstrates how to delete a group called “Volunteers.”

o vk wnNR

Scenario: You have a security group for volunteers who have limited rights to enter and view data for
only constituents. You decide to eliminate this group and assign all its members to your Data Entry
group. By doing so, your volunteers can also enter other information such as action records.

On the Raiser’s Edge bar, click Admin. The Administration page appears.
Click Security. The Security page appears.

In the tree view, select Volunteers.

On the action bar, click Delete. A verification message appears.

To delete the group, click Yes. The Security page appears.

From the Security page tree view, click Users. The members of the group appear. You can now assign them
to the Data Entry group.

Windows Authentication Security Groups

If you have well organized and well established Active Directory user/group schemes, you can leverage that
infrastructure when you create groups in The Raiser’s Edge. You can manage your users from a single location
without the need to duplicate your network directory in The Raiser’s Edge.

Warning: The program does not allow duplicate Windows user names in different groups, so you cannot set
users added through Windows security groups to also use Windows authentication as part of another group. If
names in a Windows group match existing users in The Raiser’s Edge, you cannot add the Windows group. So,
it is important to remove any users specified to use Windows authentication from other groups before you
include them in a new Active Directory or LDAP group.

To assign multiple users to a group, you can either add an Active Directory group or use a Lightweight Directory
Access Protocol (LDAP) query. LDAP is an Internet protocol that programs use to look up information from a

server.

» Assign a Windows group to a security group

1.

In the Raiser’s Edge bar, click Admin. The Administration page appears.

2. Click Security. The Security page appears.
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3. On the action bar, click New Windows Group. The New Group screen appears.
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4. Click Synchronize. The Group Browser screen appears.
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5. Select whether to add users through an Active Directory group or LDAP query.

¢ To add an Active Directory group, select Group and click Browse. The Windows Select Group screen
appears. For more information about the items on this screen, click the question mark on the screen
title bar and drag it over an item.

¢ To add users with an LDAP query, select LDAP Query. In the Name field, enter a descriptive name to
identify the query.

To specify where the program should begin to search, click Browse and select the desired location
within your organization’s Active Directory structure. When you select a location, it appears in the Root
field. When you set this “starting point”, you can greatly improve the performance of your LDAP query.
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To manually enter a valid LDAP query, enter the syntax in the Query field. If you are not familiar with
LDAP syntax, click Define to use the LDAP Query Wizard to build a simple query.

6. To view a list of the users included in the group or query specified, click Preview.

7. Toinclude users in any groups within the group or query specified, mark Search for users in
subcontainers. If you unmark the checkbox, the program returns only those users found explicitly within

the specified group or query.
8. Click OK. You return to the New Group screen.
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Under Group Members, the users in your Active Directory group or LDAP query appear. You cannot add or
remove members from the box; membership in this security group is based solely on membership in the
selected Active Directory group or LDAP query.

Initially, the program grants the group access to all areas, except those available to only users with
Supervisor rights. All security type checkboxes default to marked except the system security options:
Personal Information, Security by Constituency, Gift Security by Fund, and Notepad Security by Type.
The system security checkboxes default to unmarked because by default, the group has access to all
constituents, gifts, and notepads. Mark these checkboxes only to limit access to these records.

For a detailed information about how to assign group privileges for each type of security in The Raiser’s
Edge, see “Security Types” on page 178.

9. To save the group, click Save and Close. You return to the Security page.

For information about how to synchronize your Windows users and your security groups in The Raiser’s
Edge, see “Synchronize Users in Windows and The Raiser’s Edge” on page 169.
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Synchronize Users in Windows and The Raiser’s Edge

After you create and save a group, when you click Synchronize on the Groups tab, the program creates a
complete list of users in all specified groups and LDAP query results. The program then updates the group. To
update the group, the program adds the users who are not currently assigned to the role, and removes users who
were previously synchronized but are not currently in the query results.

To automate this process, use the Blackbaud.GroupSync.exe utility (located in “The Raiser’s Edge 7” folder of

your installation), accessed from all common administrative tools (batch files, wscript, at command, etc.). To
schedule regular synchronizations through the GroupSync utility, you can use the Windows Scheduled Task

Wizard.
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Security Users

Note: If a user belongs to multiple groups, the rights in the groups are combined. However, this does not apply
to system level security (Gift Security by Fund, Notepad Security by Type, and Constituent Security by
Constituency). If a user belongs to one group that has system level rights to records and another that does not,
the user does not have rights to those records. We recommend you do not assign users to multiple security
groups.

To add users to Security and define their level of access in The Raiser’s Edge, you can assign them to security
groups. Although you can add users to multiple groups, we recommend you do not. If a user belongs to multiple
groups and one group has system level security rights to an area of the program that the other does not, the user
does not have rights to that area. For example, if a user belongs to two groups, and one group has access to a
certain notepad type or fund, but the other group does not have access to that notepad or fund, the user does
not have access to the record. You can delete users from Security without removing them from your database.

e “Add a user to Security” on page 170
e “Delete a user” on page 172
“Security Groups” on page 165
“Passwords” on page 172

“User Options Security” on page 174

» Add a user to Security
1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
2. Click Security. The Security page appears.
3. On the action bar, click New User. The New User screen appears.
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4. In the User name field, enter the user name the user enters, along with a password, to log into The
Raiser’s Edge. This user name also appears in the Security tree view.

The program reserves certain words, such as “index,” and you cannot use them as user names. If you
enter a reserved word or duplicate name in the User name field, a message appears to inform you the
user name must be unique. To return to the New User screen and enter a new user name, click OK.

5. In the Description field, enter a description to further identify the new user, such as the user’s job title or
full name.
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10.

11.

12.

13.

To link the user to a constituent record, click the binoculars in the Constituent name field. The Open
screen appears so you can select the constituent record. We recommend you create this link, such as to
display action reminders for solicitors who are also users in The Raiser’s Edge.

If you have Microsoft Outlook, the Outlook user field appears. To link the user to a contact in Outlook,
enter a name from your Outlook address book in this field, exactly as it appears in Outlook. When you link
users to Outlook, they can receive meeting requests in their Outlook calendars when an action is entered
in The Raiser’s Edge. Users can receive reminders through Outlook, instead of, or in addition to the
reminder from The Raiser’s Edge.

If you use an Oracle database, the Database user and Database user password fields appear. To link the
user to a user in the Oracle database with the BLACKBAUD_USER role, in the Database user field, select
the Oracle database user to link to the user in The Raiser’s Edge.

In the Database user password field, enter the database access password for that user. If you do not map
to a specific database user, “REUSER” (which is a valid login) is the default user and password.

Under Group Assignments, select whether the user has full or limited access.
¢ To assign the user full access to the program, mark Supervisor rights

¢ To limit access for the user, mark Selected group rights. The Member of and Not a member of boxes
are enabled. To include the user in a group, select the group in the Not a member of box and click the
right arrow to move it to the Member of box.

Under Connection Options, select whether the user logs in with The Raiser’s Edge or Windows
authentication.

¢ To allow the user to access The Raiser’s Edge with a password unique to the program, mark RE7
Authentication. In the Password and Confirm fields, enter the password for the user. Your entry in both
fields must be identical.

¢ To base the user’s login information for The Raiser’s Edge on his Windows login information, mark
Windows Authentication. When users log into a workstation through Windows authentication and
then access The Raiser’s Edge, The Raiser’s Edge uses the Windows information to automatically log
the user in so the user does not need to remember a separate password. If a security user’s Windows
authentication information changes, The Raiser’s Edge automatically recognizes the change.

To associate a user’s Windows authentication information with The Raiser’s Edge, click the binoculars
in the Login field. The Select User Account screen appears so you can select the system to which the
user belongs. To add a user, select the user in the Names box and click Add. To return to the New User
screen, click OK.

¢ To store a password for a user even though The Raiser’s Edge typically authenticates the user through
Windows, mark both RE7 Authentication and Windows authentication.This can be useful if, for
example, the user runs the standalone version of The Raiser’s Edge but the network goes down. Even if
Windows authentication fails, the user can still log in to The Raiser’s Edge.

When you mark both checkboxes, you affect only whether The Raiser’s Edge stores a password for the
user. The Raiser’s Edge always tries Windows authentication first, but if that fails for some reason, The
Raiser’s Edge login screen appears.

To allow the user to change various displays, screen appearances, and defaults throughout the program,
mark User can change User Options. These options affect only that user. For more information, see the
“User Options” chapter of the Program Basics Guide.

To specify user options other than the defaults for the user, click Set This User’s Options. The Options
screen appears so you can establish User Options that affect only this user. You can also copy user option
settings from another user. For more information, see “Copy user option settings from one user to
another” on page 175. For information about the tabs on the Options screen, see the “User Options”
chapter of the Program Basics Guide.

To save the new user, click Save and Close on the toolbar. You return to the Security page.



172 CHAPTER

» Delete a user

Warning: Before you delete a user from Security, we recommend you print a security profile of the user to
back up your data. To print a profile, select File, Print from the menu bar while the user record is open.

When you delete a user from Security, if he has a constituent record in your database, it is not removed from
the database. Before you delete the security record, we recommend you print a security profile for the user to
back up your data.

Scenario: Robert Thompson, a member of your Data Entry group, leaves your organization to return to
school. You entered him in your constituent database as a volunteer. You want to remove him from
the Data Entry group but keep his record in your database because he may work with you again next
summer. If he returns, you will reassign him security rights based on his job responsibilities at that
time. The Security treeview lists by User name. Robert Thompson’s user name is Robert.

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

Note: A user cannot delete his own security record.

2. Click Security. The Security page appears.

3. From the Security tree view, select Robertthe user to remove and click Delete in the action bar. A
verification message appears.

4. Click Yes. You return to the Security page. Robert ThompsonThe user no longer appears in the tree view,
and the constituent record remains unchanged.

Passwords

The Raiser’s Edge requires the use of strong and complex passwords. Passwords are case-sensitive and require
numeric and alphabetic characters. Passwords can have up to 50 characters but must have a minimum of eight
characters.

Note: For additional security, you can require users to change their passwords on a regular basis. For
information about how to enable password expiration, see “System Access Options” on page 130.

New passwords cannot match one of the last four passwords used by the user. The Supervisor can change
passwords for users who do not have rights to change their own passwords. For example, the Supervisor may
need to change a password for a user who forgets his current password.

You can select to use a user’s Windows authentication information to log into the program instead of a
The Raiser’s Edge user name and password. For more information, see “Add a user to Security” on page 170.

e “Change a user’s password” on page 172
e “Give a user rights to change her own password” on page 173

» Change a user’s password

The Supervisor can change the password of any user. Other users, even those with Supervisor rights, cannot
change other user’s passwords.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
2. Click Security. The Security page appears.
3. Inthe tree view, select the user with the password to change.
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4. On the action bar, click Open. The user’s security screen appears.
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Note: The actual password does not appear in the Password and Confirm fields. For privacy, only asterisks
appear in the fields.

5. Under Connection Options, the user’s current password appears as asterisks in the Password field. In the
Password and Confirm fields, enter the new password for the user.

6. To save your changes, click Save and Close on the toolbar. You return to the Security page.

If your entries in the Password and Confirm fields are not identical, when you try to save the record, a
message appears to inform you that the passwords entered do not match. Click OK and enter the new
password in the Password and Confirm fields again.

» Give a user rights to change her own password

Note: In Configuration, you can set a business rule to allow passwords to expire after a specific number of
days. If you enable password expiration, all users automatically receive rights to change their passwords. For
information about how to enable password expiration, see “System Access Options” on page 130.

You can allow a user to change his own password. Users with rights can select Edit, Password on the menu bar
change their passwords from anywhere in The Raiser’s Edge.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
2. Click Security. The Security page appears.
3. Inthe tree view, select the user to grant password change rights.
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4. On the action bar, click Open. The user’s security screen appears.
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5. Under Connection Options, mark User can change password.
6. To save your settings, click Save and Close on the toolbar. You return to the Security page.

User Options Security

The Supervisor can determine whether users can change user options. User options affect various display and
data entry preferences throughout the program. You can copy user options established for one user to another

user

» Give a user rights to change user options

You can give a user rights to change various display and data entry preferences throughout the program.
These options affect only that user. For more information, see the “User Options” chapter of the Program

Basics Guide.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
2. Click Security. The Security page appears.

3. Inthe tree view, select the user to grant user options change rights.
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4. On the action bar, click Open. The user’s security screen appears.
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Mark User can change User Options.

To save your settings, click Save and Close on the toolbar. You return to the Security page.

» Copy user option settings from one user to another

On the Raiser’s Edge bar, click Admin. The Administration page appears.

2. Click Security. The Security page appears.
3. Inthe tree view, select the user to grant user options change rights.
4. On the action bar, click Open. The user’s security screen appears.
e~ |
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5. Click Set This User’s Options. The Options screen appears.
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7. Select the user with the user options to copy and click Select. You return to the Options screen. All user

options settings of the selected user appear.
To save the user options, click OK. You return to the Security User screen.
Click Save and Close. You return to the Security page.

Supervisor Security Procedures

The program is shipped with the Supervisor password of “ADMIN”. This password is case sensitive. We strongly
recommend you change the Supervisor password as soon as possible. You can assign Supervisor rights to any
other users. We recommend that at least two members of your organization have full Supervisor rights and know
the Supervisor password.

e “Change the Supervisor password” on page 177
e “Assign Supervisor rights” on page 177
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» Change the Supervisor password

Note: Any user with security rights to security itself can view the Supervisor record, but the File, Delete, and
all Edit menu options are disabled.

On the Raiser’s Edge bar, click Admin. The Administration page appears.

2. Click Security. The Security page appears.
3. Inthe tree view, select Supervisor.
4. On the action bar, click Open. The Supervisor screen appears.

e @]
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Note: The actual password does not appear in the Password and Confirm fields. For privacy, only asterisks
appear.

5. Under Connection Options, enter the new Supervisor password in the Password and Confirm fields. Your
entry in both fields must be identical. If you log in as Supervisor, to change the password from anywhere
in the program, select Edit, Password from the menu bar.

6. To save the new password, click Save and Close on the toolbar. You return to the Security page.

» Assign Supervisor rights

Note: Only users with Supervisor rights have access to all areas of The Raiser’s Edge.

You can assign Supervisor rights to any of your users. Only users with Supervisor rights have full access to all
areas of The Raiser’s Edge.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
2. Click Security. The Security page appears.
3. Inthe tree view, select the user to grant supervisor rights.
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4. On the action bar, click Open. The user’s security screen appears.
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5. Under Group Assignments, select Supervisor rights.

6. On the toolbar, click Save and Close. You return to the Security page.

Security Types

Once you enter the basic information for a new security group, you can define the security privileges for the
group by type. Some security types, such as records, have separate checkboxes to allow users to view, add, edit,
or delete a record. Other types, such as Administration, contain checkboxes to allow access to each function
contained in that area of the program. Finally, some types, such as Query, consist of a single checkbox which you
mark or unmark to grant or deny access to that particular area or function of The Raiser’s Edge. Use these
options to specify the level of access for each of your groups.

The security types are:

“Records Security” on page 179
“Reports Security” on page 202

“Mai | Security” on page 203

“Query Security” on page 201

“Export Security” on page 202

“Batch Security” on page 203
“Configuration Security” on page 206
“Code Tables Security” on page 207
“Personal Information Security” on page 208
“Security by Constituency” on page 213
“Gift Security by Fund” on page 216
“Notepad Security by Type” on page 218
“Membership Scanning” on page 219
“Dashboard” on page 219
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¢ “Install Samples” on page 220

e “NetSolutions” on page 220

e “Proposal Security by Purpose” on page 220
¢ “Data Health Center” on page 221

e “AMPro Integration” on page 222

e “Action Security by Type” on page 223

Records Security

Warning: Even if you limit rights to records here, users can still globally delete records in Administration unless
you deny security rights to that function. We strongly recommend you grant Administration rights only to key,
experienced users. For more information, see “Administration Security” on page 205.

All record types default to marked to grant full access to the security group. If you unmark a checkbox, you deny
all access to that record type, such as the right to view the record. When you mark the checkbox for a particular
record type, you can make security access even more specific by allowing a user rights to a record type while at
the same time restricting rights to tabs within that record type. For example, you can specify that a group have
rights to view, add, edit, and delete constituent records in general, but only rights to view the Attributes tab of
the constituent record specifically. You can assign security for several specific fields on the constituent record.

The rights you assign here affect the users’ ability to access this data from the Records page and from anywhere
in the program that a record can be opened. These rights affect the ability to access data from queries, global
changes, and exports. Rights you assign here affect group add functionality and the ability to import information.
If a user is restricted from certain records, he cannot update or import those record types. The rights you assign
here do not affect the ability to print record information on reports, mail forms, or labels. To completely block
record information from a user, you must set system level restrictions. For more information about system level
security, see “Security by Constituency” on page 213, “Gift Security by Fund” on page 216, or “Notepad Security
by Type” on page 218. To completely block access to records in an Administration function such as global delete,
you should restrict access to that function. For more information, see “Administration Security” on page 205.

You can assign security for the following record types:
e “Constituents Security” on page 181

e “Gifts Security” on page 187

e “Actions (Constituent) Security” on page 188

¢ “Jobs Security” on page 189

e “Memberships Security” on page 190

e “Campaigns Security” on page 191

e “Funds Security” on page 192

e “Appeals Security” on page 194

e “Events Security” on page 195

e “Actions (Events) Security” on page 196

¢ “Jobs (Events) Security” on page 197

e “Participants (Events) Security” on page 198

e “Actions (Appeals) Security” on page 199

¢ “Planned Gifts Security” on page 200

Want to see a general procedure for “Assign records security privileges” on page 1807?
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» Assign records security privileges

Many record types contain specific and unique security options. This procedure examines security for records
in general. Then, each record type is discussed in detail under a separate heading.

On the Raiser’s Edge bar, click Admin. The Administration page appears.

W

Note:

Click Security. The Security page appears.

5. Click Options. The Security Options screen appears.

On the action bar, click New Group. The New Group screen appears.
Select Records. The checkbox defaults to marked and the Options button is enabled.

If you unmark the Records checkbox, you deny all rights to all records for the group.

[¥ Gifts

[v actions [Constituent]

[V Jobs

[¥ Memberships

[v Campaigns

[ Funds

[V Appeals

[¥| Events

[V &ctions [Events)
[v| Jobs [Events]
[ Participants [Events)
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e |
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[¥ Target =
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Ok I Cancel |

Note: Locked rows or columns in the grid appear in color and are not editable. You can select the color in
which locked cells display on the Color tab of User Options.

6. The Record Types box lists each record type as a checkbox. Each defaults to marked. You cannot unmark
Campaigns, Funds, or Appeals. Because they are associated with so many other records, view rights for
campaign, fund, and appeal records are automatically given to users when you mark Records on the New

Group screen.

The features you have in The Raiser’s Edge determine the number of record types that appear. For
example, if you have Membership Management, Memberships appears as a record type.

Select a record type to view its corresponding options in the Privileges grid on the right. The actual name
of the grid depends on your selection in the Record Types box. When you unmark a checkbox for a record
type, the Privileges grid is disabled and view rights to that record type are denied for the group.

Note: If a user has only view rights to a record type, all fields for that record type are disabled so the user
cannot enter or edit information.

For some record types, a Miscellaneous Options box appears below the Privileges grid where you can
assign rights for additional functions.

7. Determine whether the group has rights to view, add, edit, and delete record information.
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Even if you limit rights to records here, users can still globally change and globally delete records if they
have rights to those Administration functions. We recommend you limit rights to Administration functions
to only key experienced users. For more information about how to assign security rights in
Administration, see “Administration Security” on page 205.

¢ View - To allow a group to view a record type, but still restrict rights for the group to view tabs within
the record type, mark View. Any tabs for which a user does not have view rights are hidden.

Warning: The rights you assign here do not affect the users’ ability to print the information in reports,
mailings, or labels.

If you unmark the checkbox, a group does not have rights to view a record type.

¢ Add - To allow a group to add information to a record, mark Add.
¢ Edit - To allow a group to change the information in a record, mark Edit.
¢ Delete - To allow a group to remove a record from the database, mark Delete.

If a function is unavailable for a record, N/A appears instead of a checkbox. For example, you
add and delete attributes in Configuration, so N/A appears in the Attributes row in record

security.

8. To save your settings, click OK. You return to the New Group screen.

Constituents Security

Some tabs of the constituent record do not allow all four view, add, edit, and delete options. For example, on the
Attributes tab you can assign only view and edit rights because you set add and delete rights for Attributes in the

Configuration section of Security.
For other tabs, mark or unmark View to give or deny all rights to the entire tab.

All options default to marked, granting full access to the group.

» Assign security rights to constituent records

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
Click Security. The Security page appears.
On the action bar, click New Group. The New Group screen appears.

Under Group Privileges, select Records. The checkbox defaults to marked and the Options button is
enabled.

PwnN
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5. Click Options. The Security Options screen appears.

6.

seurtyoptions |
Record Types Constituents Privileges ﬂ
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In the Record Types box, select Constituents. The Constituents Privileges grid and Miscellaneous
Constituent Options box appear.

Note: If a user does not have access to View rights for a particular tab, the tab does not appear, and the user
cannot perform any actions on it. To select which tabs appear when a group opens a record, use the View

column.

7.

When you mark Constituents, you give access rights for the record type itself. Because a user who has
rights to a record type automatically has view rights to that type, the View column is locked as marked on
the CONSTITUENT row of the Constituents Privileges grid. All other rows represent tabs or other
information within the record type. You can both allow a user to view a record type and restrict view
rights to tabs or information within that type. If this is the case, the restricted tab or information does not
appear on the record.

In the Constituents Privileges grid, assign rights for constituent records:

Note: The Gifts tab is not included as an option here because gifts security access is defined as a separate
record type.

¢ Biographical - In this row, only the Edit checkbox is available. For a detailed explanation of what

happens when you unmark this checkbox, see “Biographical Security Details” on page 184.

Alias - In this row, select whether users can view or edit aliases. An alias is a secondary identification or
acronym used to identify a constituent. For example, an alias for Business Information Systems may be
BIS. Users can use aliases to search for and access a record. Users can access aliases from the Aliases
button on the Bio 1 or Org 1 tab of constituent records.

Address - In this row, select how much access users have to constituent addresses. For a detailed
explanation of what happens when you unmark the checkboxes in this row, see “Address Security
Details” on page 186.

Phone - In this row, only the View and Edit checkboxes are available. Select the user rights to the
constituent phone numbers in the Phones/Email/Links grid on the Bio 1 or Org 1 tab of constituent
records.

Note: Even if a user does not have Edit rights for addressee/salutations, the user can still view the Label
Truncation Report in Mail.
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Addressee/Salutation - In this row, only the Edit checkbox is available. For a detailed explanation of
what happens when you unmark this checkbox, see “Addressee/Salutation Security Details” on
page 187.

Solicitor Details - In this row, select how much access users have to the information gained through the
solicitor Details button on the Bio 1 or Org 1 tab.

Relationships - Individuals - In this row, select how much access users have to individual constituent
relationships. If you mark Add, the user can access all information except for that on the Business and
Education screens (based on rights to Relationships - Organizations and Education/Schools), and that
which may be limited due to Biographical, Address, or Addressee/Salutation security settings.

Relationships - Organizations - In this row, select how much access users have to information gained
through the Business button on the Bio 1 tab.

Relationships - Funds - In this row, select how much access users have to information about the fund
relationships of the constituent.

Note: Any function for which a user does not have rights is disabled during the login process. If you change
user rights while the user is logged in, the changes do not take effect until the user closes and opens that area
of the program again.

Banks/Financial Institutions - In this row, select how much access users have to the information
through the Bank button on the Bio 1 tab.

Education/Schools - In this row, select how much access users have to the information gained through
the Education button on the Bio 1 tab.

Assigned Solicitors - In this row, select how much access users have to the solicitor hierarchy for the
constituent.

Appeals - In this row, only the View and Edit checkboxes are available. Select the user rights to the
Appeals tab on the constituent record.

Notes - In this row, select how much access users have to notes your organization adds about
constituents. You can use Notepad Security by Type to restrict access to specific notepads, such as
those that contain sensitive subject matter. For more information, see “Notepad Security by Type” on
page 218.

Attributes - In this row, only the View and Edit checkboxes are available. Select the user rights to the
Attributes tab of the constituent record.

Media - In this row, select the access users have to photos and clippings attached to the constituent
record as media objects.

Note: Attributes are added and deleted in Configuration.

Honor/Memorial - In this row, only the View checkbox is available. Select whether users can access the
Honor/Memorial tab of the constituent record. Access to the View Gifts button is based on access to
gifts.

Volunteer - In this row, only the View checkbox is available. Select whether users can access the
Volunteer tab of the constituent record. If you mark View, the Qualifications, Availability/Interests,
Job Assignments, Time Sheets, and Awards rows are enabled so you can define volunteer security in
more detail.

Prospect - In this row, only the View checkbox is available. Select whether users can access the
Prospect tab of the constituent record. If you mark View, the Financial, Proposals, and Ratings rows are
enabled so you can define prospect security in more detail.

Ratings - In this row, select how much access users have to information on the Ratings tab of the
constituent record. The Ratings row only appears if you do no have the optional module RE:Search.

Note: When a constituent record is open, users with rights to Annotations can select Edit, Annotate from the
menu bar or click Annotate on the toolbar to access annotations.
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¢ Annotations - In this row, only the View and Edit checkboxes are available. Select the user rights to the
Annotate menu option on the constituent record.

Reports are unaffected by “object level” security settings such as these. For example, if you grant full
rights on the CONSTITUENT row of the grid, but unmark View in the Appeals and Solicitor Details rows to
deny view rights, when the user opens a constituent record, the Appeals tab does not appear on the
constituent record and the solicitor Details button on the Bio 1 tab is disabled. When the user runs a
query, appeal and solicitor detail information does not appear in filter lists or on results, but the
information does appear in reports.

Note: To enable the Convert to Organization menu item on the Bio 1 tab of the constituent record, users must
have rights to both Ethnicity and Religion. When the user converts an individual record to an organization
record, data from these fields moves to a notepad so the user can access the data. This does not affect the
Convert to Individual menu option on the Org 1 tab.

8. In the Miscellaneous Constituents Options box, assign field level security for selected fields on the
constituent record. To grant the group has total access to a field, mark its checkbox. To deny the group
access to a field, unmark its checkbox.

® Target

* Income

e Ethnicity

¢ Religion

¢ Solicitor Performance Summary
e Gift Summary

If you mark Solicitor Performance Summary or Gift Summary, the user can view the report even if he is
denied rights to run the reports through the Reports checkbox in the Group Privileges grid.

If you use field level security to deny rights to information, the user cannot use that information as filter
or sort criteria in new queries or access existing queries that use the information as filter or sort criteria.
Credit card information does not appear in profiles, but all other reports are unaffected and do contain
information from restricted fields. Mail functions are unaffected by field level security.

Users cannot use a restricted field for data entry in constituent or gift batches or access existing batches
that use restricted fields. Users without access to any of these fields cannot import records that contain
values in the fields. If they try to do so, the records create exceptions. Users cannot export restricted fields
or run existing exports that contain restricted fields.

9. In the Record Types box, select the next record type for which to establish security, or click OK to save
your settings and return to the New Group screen.

Biographical Security Details

Warning: Biographical security is not intended to be program-wide. It affects only records. Users with the
appropriate rights in Query, Export, Reports, Mail, or Administration can view or edit the information in those
areas of the program.

Biographical security limits user access to information from some fields and items on the Bio 1, Bio 2, Org 1, and
Org 2 tabs in constituent records and still provides access to the information in other areas of The Raiser’s Edge.
It is important to keep in mind that even though you may limit access to biographical information in records,
users with the appropriate rights can still view or edit the information in Query, Export, Reports, Mail, or
Administration. Additionally, these settings do not affect VBA for Advanced Customization or API for Advanced
Application Development.
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You can use biographical security in several ways. For example, you can give a group of users rights to add notes
to constituent records, but not give them rights to edit other information on the constituent record. However, to
completely eliminate access to certain constituent records in all areas of The Raiser’s Edge, you can eliminate
access to records with specific constituent codes. For more information about this, see “Security by
Constituency” on page 213.

If you unmark Edit in the Biographical row, users cannot edit this information on the Bio 1 or Org 1 tab:

Last name Marital status

First name Solicit code(s)

Middle name Organization matches gifts
Titles Factor

Suffixes Fiscal year starts

Alias Per gift Minimum

Alias Type Per gift Maximum
Nickname Annual per donor Minimum
Maiden name Annual per donor Maximum
ID Total per donor Minimum
Gender Total per donor Maximum
SSN Is inactive

Birth date Gives anonymously
Deceased? Requests no email
Deceased date Is a solicitor

Because they are controlled by other security options (such as Address and Relationships), these items are still
available: the Spouse field; constituent address fields; the Has no valid addresses checkbox; and the Bank,
Education, and Business buttons. To limit access to these items, unmark the appropriate individual relationship,
organization relationship, or address rights.

If you unmark Edit in the Biographical row, users cannot edit this information on the Bio 2 or Org 2 tab:

Target No. subsidiaries

Income Card Type

Receipt type Credit Card No.

Birthplace Expiration

Religion Reference

Ethnicity Description (Constituent Code)
Industry Code

Parent corp. Date From

No. employees Date To

When you unmark Edit, users can create new gift batches and open existing ones, but all fields in the constituent
window are view only. The information that appears in record searches is unaffected. Participant (if you have
Event Management) and tribute acknowledgee (if you have Honor/Memorial Tracking) information is also not
affected.

If a user does not have full biographical security rights (as well as Address and Addressee/Salutation rights), the
Convert to Organization menu option on the constituent record is not available.

Want to know more about security for “Constituents Security” on page 181?
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Address Security Details

Address security provides increased flexibility to grant rights to address information on the constituent record.
For example, you have a group of workers whose sole function is to update addresses. You can grant them access
to only the Addresses tab of the constituent record. With address security, it is important to note that even
though you may limit access to address information in records, users with the appropriate rights can still view or
edit the information in Query, Export, Reports, Mail, or Administration. Additionally, address security settings do
not affect VBA for Advanced Customization or API for Advanced Application Development.

View Rights

If you unmark View on the Address row:
¢ The Addresses tab does not appear on constituent records.

¢ On the Bio 1 or Org 1 tab, no preferred address information appears, and the Has no valid addresses checkbox
is not enabled.

¢ On relationship and participant records (available in Event Management), information in the address frame is
not visible.

e Acknowledgees for tributes (available in Honor/Memorial Tracking) must be relationships on the
Honor/Memorial’s record, but they do not have to be constituents. If an acknowledgee is not a constituent, the
Address lines field is required to save the relationship record. Users without View rights to addresses cannot
access the Address lines field; therefore, users who do not have address View rights cannot add
non-constituent acknowledgees.

¢ In batches, the Address Lookup and Address Correction menu options are not available. The New Gift Batch
and Open options are available on the action bar, but the constituent window is turned off.

¢ On Open screens, no address information appears in search results. Also, because the default search query
contains address information, users without View rights for addresses cannot use it for searches. When users
without View rights attempt to use the default query, a message appears informing them that they are not
authorized to view fields in the query and that they must select another.

Add Rights

If you unmark Add on the Address row, the File, New menu command and New Address button in the action bar
are disabled. Because users can still edit existing addresses, for consistency we recommend you always unmark
Edit when you unmark Add.

When you unmark Add, you affect only non-preferred addresses. When the user saves a new constituent record
without a user defined address, The Raiser’s Edge creates a default preferred address (which may consist of no
more than the default entry in the Country field). A user without Add rights for addresses who creates a
constituent record can still simply save a record to “add” a preferred address.

The Add checkbox does not affect preferred addresses. Because batches, participants (available in Event
Management), and tribute acknowledgees (available in Honor/Memorial Tracking) use the preferred address,
unmarking the Add checkbox does not affect them.

Edit Rights

When you unmark Edit in the Address row, the user group cannot edit Preferred Address and Has no valid
addresses on the Bio 1 or Org 1 tab or addresses, as well as any additional address or phone information, on the
Addresses tab. On the action bar, Open is available; however, if the user attempts to save an edited address, a
message appears to inform him that he does not have security rights to edit the address.

Edit rights affect all addresses, including business addresses, contact addresses, relationship addresses, and
participant addresses (if you have Event Management). With Honor/Memorial Tracking, addresses for existing
acknowledgees on the Relationships tab are view only. If an acknowledgee is not a constituent, the Address lines
field is required to save the relationship record. Because users cannot edit this field or add information to it,
acknowledgees who are not constituents cannot be added. For participants, the address is view only on existing
records and is not required and cannot be changed on new participants.
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In batches, the Address Lookup and Address Correction menu options are disabled. The New Gift Batch and
Open options on the action bar are enabled, but all fields in the constituent window are view only.

Delete Rights

Because preferred addresses cannot be deleted, the Delete checkbox in the Address row affects only
non-preferred addresses. When you unmark this checkbox, Delete on the action bar, in the menu bar, and on the
toolbar are disabled so users cannot delete addresses.

Unmarking the Delete checkbox does not affect preferred addresses. Therefore, batches, participants (Event
Management), and tribute acknowledgees (Honor/Memorial Tracking) are not affected because they all use the
preferred address.

Want to know more about security for “Constituents Security” on page 181?

Addressee/Salutation Security Details

When you unmark Edit in the Addressee/Salutation row, Primary addressee, Primary salutation, Editable?, and
additional addressee/salutation information are view only. The Test Label Truncation button is still available, but
the fields on the Test Label Truncation screen are view only.

In batches, the New Gift Batch and Open options are available on the action bar, and all fields in the constituent
window are view only.

For tribute acknowledgees (available in Honor/Memorial Tracking), if the relationship is a constituent, the same
fields as on the Addressee/Salutation tab of the constituent record appear on the relationship record. Therefore,
these fields on the General 2 tab are view only: Primary addressee, Primary salutation, Editable?, and additional
addressee/salutation information. The Test Label Truncation button is enabled, but fields on the report are view
only.

Want to know more about security for “Constituents Security” on page 181?

Gifts Security
Note: If a group is given rights to gifts through Records, but denied rights to gifts in a certain fund through Gift
Security by Fund, the group is denied rights to the gifts in that fund.

To assign security rights to gifts for a group, you can grant or deny view, add, edit, or delete rights for the entire
record.

» Assign security rights to gift records
1. On the Raiser’s Edge bar, click Admin. The Administration page appears.

N

Click Security. The Security page appears.

w

On the action bar, click New Group. The New Group screen appears.

B

Under Group Privileges, select Records. The checkbox defaults to marked and the Options button is
enabled.

5. Click Options. The Security Options screen appears.
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6. From the Record Types box, select Gifts. The Gift Privileges grid and Miscellaneous Gifts Options box

appear.

Security Options

]|
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N [ 5
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[ Select "Posted" for GL Post Status

=

)4 I Cancel |

7. In the Gifts Privileges grid, assign view, add, edit, or delete rights for the entire record type. No specific
tab category security is used. All rights default to marked. If you mark Gifts in the Record Types box, then
the group automatically has view rights. If you unmark View, the program automatically unmarks Add,

Edit, and Delete.

8. In the Miscellaneous Gifts Options box, mark checkboxes to grant the user group object level security
rights to gifts. You can mark Adjust Gifts, Sell Stock/Property, Write-Off Pledges, Select “Posted” for GL
Post Status, Select “Do Not Post” for GL Post Status, or Amend Recurring Gifts.

If you grant full rights to gifts through object level security, but limit rights through Fund system level
security, gifts to the restricted fund are restricted in all areas of the program because system level security
takes precedence over object level security.

If you use object level security to deny rights to gifts through Gifts in the Record Types box, you can still
allow users to access some gifts. For example, even if you unmark Gifts in the Record Types box to deny
View rights, you can still allow users to view gifts to campaigns (or funds and appeals). When you mark
Campaigns in the Record Types box, mark View Gifts in the Miscellaneous Campaigns Options box so
users can view gifts for a campaign.

9. In the Record Types box, select the next record type for which to establish security, or click OK to save
your settings and return to the New Group screen.

Actions (Constituent) Security

To assign security for constituent actions, you can grant or deny view, add, edit, or delete rights for the entire

record. You can also specify security for constituent action tracks.

Note: To enable synchronization with Microsoft Outlook 2000 or greater tasks and calendar appointments,
users must have full security rights to action records.

Users with Microsoft Outlook 2000 or greater can synchronize Raiser’s Edge action records with Outlook tasks
and calendar appointments. To enable synchronization with these records, users must have full security rights to

action records.

» Assign security rights to constituent actions

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
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Click Security. The Security page appears.
On the action bar, click New Group. The New Group screen appears.

Under Group Privileges, select Records. The checkbox defaults to marked and the Options button is
enabled.

Click Options. The Security Options screen appears.

Security Options I
Record Types I Actions (Constituent) Privileges
[V Constituents view | Add | Edit |Delete |

[V o Actions (Constituent) ™ v ™ Ird
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[¥] Planned Gifts tizcelaneous Actions [Conztituent] Options
[V Assign Constituent Action Tracks

[¥! Define Constituent Action Tracks

)4 I Cancel |

In the Record Types box, select Actions (Constituent). The Actions (Constituent) Privileges grid and
Miscellaneous Actions (Constituent) Options box appear.

In the Actions (Constituent) Privileges grid, assign view, add, edit, or delete rights for the entire record
type. No specific tab category security is used. All rights default to marked. If you mark Actions
(Constituents) in the Record Types box, the group automatically has view rights. If you unmark View, the
program automatically unmarks Add, Edit, and Delete.

In the Miscellaneous Actions (Constituent) Options box, select whether the user group can assign or
define constituent action tracks. If you do not mark Add in the Actions (Constituent) Privileges grid,
Assign Constituent Action Tracks is locked as unmarked.

In the Record Types box, select the next record type for which to establish security, or click OK to save
your settings and return to the New Group screen.

Jobs Security

If you have Volunteer Management, job records are available. To assign security for jobs, you can grant or deny
view, add, edit, or delete rights for the entire record.

» Assign security rights to job records

BownN

On the Raiser’s Edge bar, click Admin. The Administration page appears.
Click Security. The Security page appears.
On the action bar, click New Group. The New Group screen appears.

Under Group Privileges, select Records. The checkbox defaults to marked and the Options button is
enabled.
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5. Click Options. The Security Options screen appears.

Seamtyopions |
Record Types I Jobs Privieges

[V Carstituents view | add | Edit |pelete |

[¥ Gifts _ Jobs VP R "
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6. Inthe Record Types box, select Jobs. The Jobs Privileges grid appears.

7. Inthe Jobs Privileges grid, assign view, add, edit, and delete rights for the entire record type. No specific
tab category security is used. All rights default to marked. If you mar Jobs in the Record Types box, then
the group automatically has view rights. If you unmark View, the program automatically unmarks Add,
Edit, and Delete.

8. In the Record Types box, select the next record type for which to establish security, or click OK to save
your settings and return to the New Group screen.

Memberships Security

If you have Membership Management, membership records are available. To assign security for memberships,
you can grant or deny view, add, edit, or delete rights for the entire record.

» Assign security rights to membership records
1. On the Raiser’s Edge bar, click Admin. The Administration page appears.

2. Click Security. The Security page appears.
3. On the action bar, click New Group. The New Group screen appears.
4. Under Group Privileges, select Records. The checkbox defaults to marked and the Options button is

enabled.
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5. Click Options. The Security Options screen appears.

security Options [ x| I

Record Types I

Memberships Privieges
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[ Gifts
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[ Jobs

[Ed Memberships
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6. From the Record Types box, select Memberships. The Memberships Privileges grid appears on the right.

7.

In the Memberships Privileges grid, assign view, edit, add, or delete rights for the entire record type. No
specific tab category security is used. All rights default to marked. If you mark Memberships in the Record
Types box, the group automatically has view rights. If you unmark View, the program automatically

unmarks Add, Edit, and Delete.

In the Record Types box, select the next record type for which to establish security, or click OK to save
your settings and return to the New Group screen.

Campaigns Security

You can assign rights to the solicitor hierarchy, gifts, and summaries for a campaign.

You can also assign rights for the Giving Hierarchy.

» Assign security rights for campaign records

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

W

Click Security. The Security page appears.

On the action bar, click New Group. The New Group screen appears.

Under Group Privileges, select Records. The checkbox defaults to marked and the Options button is

enabled.
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5. Click Options. The Security Options screen appears.

6.

security Options [ x| I
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)4 I Cancel |

In the Record Types box, select Campaigns. The Campaigns Privileges grid and Miscellaneous Campaigns
Options box appear.

Note: To give a group rights to campaigns, funds, or appeals, but not to other records, unmark all other
checkboxes in the Record Types box on the Security Options screen.

Because campaigns are associated with so many other records, when you mark Records on the New
Group screen, users automatically receive view rights for campaign records. In the Campaigns Privileges
grid, the View column is locked as N/A (not applicable) in the CAMPAIGNS row.

In the Campaigns Privileges grid, assign rights to campaigns.
¢ In the CAMPAIGNS row, assign rights to add, edit, and delete campaigns.

¢ In the Solicitor Hierarchy row, assign rights to view, add, edit, and delete entries on the tree view that
lists solicitors for a campaign.

¢ In the Giving Hierarchy row, assign rights to view or edit the Giving Hierarchy. If you do not mark View,
the Giving Hierarchy tab does not appear on campaign records.

Note: If system level restrictions are set on gifts by funds, users cannot view gifts for funds associated with the
campaign, and the gifts do not appear on campaign summaries.

8.

10.

To give the group security rights to view gifts, in the Miscellaneous Campaigns Options box, mark View
gifts. With these rights, a user can view gifts to campaigns, even if view rights in Gifts are not granted.

To give the group security rights to view fund summaries, mark View Campaign Summary. With these
rights, a user can view a Campaign Summary even if he is denied rights to run the report.

In the Record Types box, select the next record type for which to establish security, or click OK to save
your settings and return to the New Group screen.

Funds Security

You can assign rights to the solicitor hierarchy, gifts, and summaries for a fund. You can also specify rights for
fund relationships with constituents.
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» Assign security rights for fund records

W N

6.

On the Raiser’s Edge bar, click Admin. The Administration page appears.
Click Security. The Security page appears.
On the action bar, click New Group. The New Group screen appears.

Under Group Privileges, select Records. The checkbox defaults to marked and the Options button is
enabled.

Click Options. The Security Options screen appears.

seurtyoptions |
Record Types I Funds Privileges

[¥! Canstituents view | add | Edit |Delete |
[ Gifts _ FUNDS Na W |
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Ok I Cancel |

In the Record Types box, select Funds. The Funds Privileges grid and Miscellaneous Funds Options box
appear.

Note: To give a group rights to campaigns, funds, or appeals, but not to other records, unmark all the
checkboxes in the Record Types box on the Security Options screen.

10.

Because funds are associated with so many other records, when you mark Records on the New Group
screen, users automatically receive view rights for fund records. In the Funds Privileges grid, the View
column is locked as N/A (not applicable) in the FUNDS row.

In the Funds Privileges grid, assign rights to funds:
¢ In the FUNDS row, assign rights to add, edit, and delete funds.

¢ In the Solicitor Hierarchy row, assign rights to view, add, edit, and delete entries on the tree view that
lists solicitors for a fund.

¢ In the Relationships - Individuals and Relationships - Organizations rows, assign rights for these
relationships with fund records. If you unmark View on both rows, the Relationships tab does not
appear on fund records for users in this group.

To give the group security rights to view gifts, in the Miscellaneous Funds Options box, mark View gifts.
With these rights, a user can view gifts to funds, even if view rights in Gifts are not granted.

To give the group security rights to view fund summaries, mark View Fund Summary. With these rights, a
user can view a Fund Summary even if he is denied rights to run the report.

In the Record Types box, select the next record type for which to establish security, or click OK to save
your settings and return to the New Group screen.
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Appeals Security

You can assign rights to the solicitor hierarchy, gifts, and summaries for an appeal.

» Assign security rights for appeal records

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
Click Security. The Security page appears.
On the action bar, click New Group. The New Group screen appears.

Under Group Privileges, select Records. The checkbox defaults to marked and the Options button is
enabled.

5. Click Options. The Security Options screen appears.

seamyopions

Record Types I Appeals Privileges
[V Constituents view | Add | Edit |Delete |

[¥ Gifts APPEALS Na | MR
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6. Inthe Record Types box, select Appeals. The Appeals Privileges grid and Miscellaneous Appeals Options
box appear.
Because appeals are associated with so many other records, when you mark Records on the New Group

screen, users automatically receive view rights for appeal records. In the Appeals Privileges grid, the View
column is locked as N/A (not applicable) in the APPEALS row.

Note: To give a group rights to campaigns, funds, or appeals, but not to other records, unmark all the
checkboxes in the Record Types box on the Security Options screen.
7. Inthe Appeals Privileges grid, assign rights to appeals:
¢ In the APPEALS row, assign add, edit, or delete rights for appeals.

¢ In the Solicitor Hierarchy row, assign rights to view, add, edit, and delete entries on the tree view that
lists solicitors for an appeal.

8. To give the group security rights to view gifts, in the Miscellaneous Appeals Options box, mark View gifts.
With these rights, a user can view gifts to appeals, even if view rights in Gifts are not granted.

9. To give the group security rights to view appeal summaries, mark View Appeal Summary. With these
rights, a user can view an Appeal Summary even if he is denied rights to run the report.

10. In the Record Types box, select the next record type for which to establish security, or click OK to save
your settings and return to the New Group screen.
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Events Security

If you have Event Management, event records are available. For event records, you can set tab level security
privileges. You can also set view rights for event summaries.

» Assign security rights for event records

PwnN

Note:

On the Raiser’s Edge bar, click Admin. The Administration page appears.
Click Security. The Security page appears.
On the action bar, click New Group. The New Group screen appears.

Under Group Privileges, select Records. The checkbox defaults to marked and the Options button is
enabled.

Click Options. The Security Options screen appears.

security Options [ x| I
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In the Record Types box, select Events. The Events Privileges grid and Miscellaneous Events Options box
appear.
In the Events Privileges grid, assign view, add, edit, or delete rights for the entire record type. If you mark

Events in the Record Types box, then the group automatically has view rights. If you unmark View in the
EVENTS row, the program automatically unmarks Add, Edit, and Delete.

Rights to view actions control the access to the Event Tickler Report. Access to the Event Count

Summary is based on rights to the Event Tally Report assigned through the Reports checkbox in the Group
Privileges grid.

All other rows represent tabs within the record type. You can allow a user to view a record type while at

the same time restricting access to tabs within that record type. If this is the case, restricted tabs do not

appear on the event record. In the grid, if users do not have access to View rights to a tab, they cannot

perform any actions on that tab. For event records, assign rights to view, add, edit, and delete the

following:

¢ Events - you can assign rights to the Events tab, and the Menu, Benefits, and Awards options on the
Events menu.

¢ Prices
e Expenses
¢ Attributes
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¢ Media

¢ Notes

¢ Annotations
e Awards

e Dinner Menu
e Seating

Note: Access to the Actions and Jobs tabs from the event record is controlled by your settings for those record
types. For example, if a user does not have rights to view event actions, the Actions tab does not display on the
event record.

8. In the Miscellaneous Events Options box, mark checkboxes to grant the user group object level security
rights to gifts. You can mark View Goal Summary, View Financial Summary, Calendar, Gift Defaults, and
Update Participants.

9. In the Record Types box, select the next record type for which to establish security, or click OK to save
your settings and return to the New Group screen.

Actions (Events) Security

If you have Event Management, actions for event records are available. To assign security for actions for events,
you can grant or deny view, add, edit, or delete rights for the entire record. You can also specify security for event
action tracks.

Note: To enable synchronization with Microsoft Outlook 2000 or higher tasks and calendar appointments,
users must have full security rights to action records.

Users with Microsoft Outlook 2000 or higher can synchronize Raiser’s Edge action records with Outlook tasks and
calendar appointments. To enable synchronization with these records, users must have full security rights to
action records.

» Assign security rights to event actions

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

2. Click Security. The Security page appears.
3. On the action bar, click New Group. The New Group screen appears.
4. Under Group Privileges, select Records. The checkbox defaults to marked and the Options button is

enabled.
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5.

6.

Click Options. The Security Options screen appears.

e |
Record Types I Actions {Events) Privileges
[V Carstituents view | add | Edit |pelete |
[ Gifts Actions {Events) v [ v v
[v actions [Constituent]
[V Jabs

[¥ Memberships
[ Campaigns
[v Funds

[ &ppeals

[V Everts

[V Jobs [Events]

[v| Participarits [Events)
[ Actions [Appeals)
[V Planned Gifts tizcelaneous Actions [Events) O ptions
[ dszign Event Action Tracks

[¥! Define Event Action Tracks

)4 I Cancel |

In the Record Types box, select Actions (Events). The Actions (Events) Privileges grid and Miscellaneous
Actions (Events) Options box appear.

In the Actions (Events) Privileges grid, assign view, add, edit, or delete rights for the entire record type.
No specific tab category security is used. If you mark Actions (Events) in the Record Types box, the group
automatically has view rights. If you unmark View, the program automatically unmarks Add, Edit, and
Delete.

In the Miscellaneous Actions (Events) Options box, select whether the user group can assign or define
event action tracks. If you do not mark Add in the Actions (Events) Privileges grid, these checkboxes are
locked as unmarked.

In the Record Types box, select the next record type for which to establish security, or click OK to save
your settings and return to the New Group screen.

Jobs (Events) Security

If you have Event Management and Volunteer Management, jobs for event records are available. To assign
security for jobs for events, you can grant or deny view, add, edit, or delete rights for the entire record.

» Assign security rights to event job records

B wnN

On the Raiser’s Edge bar, click Admin. The Administration page appears.
Click Security. The Security page appears.
On the action bar, click New Group. The New Group screen appears.

Under Group Privileges, select Records. The checkbox defaults to marked and the Options button is
enabled.
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5. Click Options. The Security Options screen appears.

Seamtyopions |
Record Types I Jobs (Events) Privileges
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6. Inthe Record Types box, select Jobs (Events). The Jobs (Events) Privileges grid appears.

7. Inthe Jobs (Events) Privileges grid, assign view, add, edit, or design rights for the entire record type. No
specific tab category security is used. If you mark Jobs (Events) in the Record Types box, the group
automatically has view rights. If you unmark View, the program automatically unmarks Add, Edit, and
Delete.

8. In the Record Types box, select the next record type for which to establish security, or click OK to save
your settings and return to the New Group screen.

Participants (Events) Security

If you have Event Management, participant records are available. For participant records for your events, you can
set tab level security privileges.

» Assign security rights for participant records
1. On the Raiser’s Edge bar, click Admin. The Administration page appears.

2. Click Security. The Security page appears.
3. On the action bar, click New Group. The New Group screen appears.
4. Under Group Privileges, select Records. The checkbox defaults to marked and the Options button is

enabled.
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5. Click Options. The Security Options screen appears.
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In the Record Types box, select Participants (Events). The Participants (Events) Privileges grid appears.

In the Participants (Events) Privileges grid, assign view, add, edit, or delete rights for the entire record
type. If you mark Participants (Events) in the Record Types box, the group automatically has view rights. If
you unmark View in the PARTICIPANTS row, the program automatically unmarks Add, Edit, and Delete.

All other rows represent tabs within the record type. You can allow a user to view a record type while at
the same time restricting access to tabs within that record type. If this is the case, restricted tabs do not
appear on the participant record. In the grid, if users do not have access to View rights to a tab, they
cannot perform any actions on that tab. For participant records, you can assign rights to view, add, edit,
and delete the following:

e General

¢ Travel

¢ Participation

® Registration Fees

¢ Donations

* Sponsoring Pledges
e Attributes

* Notes

8. In the Record Types box, select the next record type for which to establish security, or click OK to save
your settings and return to the New Group screen.

Actions (Appeals) Security

To assign security for actions for appeals, you can grant or deny view, add, edit, or delete rights for the entire
record. You can also specify security for event action tracks.

Note: To enable synchronization with Microsoft Outlook 2000 or greater tasks and calendar appointments,
users must have full security rights to action records.

Users with Microsoft Outlook 2000 or greater can synchronize action records in The Raiser’s Edge with tasks and
calendar appointments in Outlook. To enable synchronization with these records, users must have full security
rights to action records.
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» Assign security rights for appeal actions
1. On the Raiser’s Edge bar, click Admin. The Administration page appears.

W N

Click Security. The Security page appears.
On the action bar, click New Group. The New Group screen appears.

Under Group Privileges, select Records. The checkbox defaults to marked and the Options button is
enabled.

Click Options. The Security Options screen appears.
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In the Record Types box, select Actions (Appeals). The Actions (Appeals) Privileges grid and
Miscellaneous Actions (Appeals) Options box appear.

In the Actions (Appeals) Privileges grid, assign view, add, edit, or delete rights for the entire record type.
No specific tab category security is used. If you mark Actions (Appeals) in the Record Types box, the
group automatically has view rights. If you unmark View, the program automatically unmarks Add, Edit,
and Delete.

In the Miscellaneous Actions (Appeals) Options box, select whether the user group can assign or define
appeal action tracks. If you do not mark Add in the Actions (Appeals) Privileges grid, these checkboxes
are locked as unmarked.

In the Record Types box, select the next record type for which to establish security, or click OK to save
your settings and return to the New Group screen.

Planned Gifts Security

Note: If a user who does not have security rights to planned gifts attempts to create a new gift with a default
set that includes the planned gift type, a message appears to allow the user to select whether to create the gift
without that gift type or not create the gift at all.

If you have Planned Giving, planned gift records are available. To assign security for planned gifts, you can grant
or deny view, add, edit, or delete rights for this gift type. These privileges enable you to prevent unauthorized
users from viewing or editing gifts with the gift type of “Planned Gift.” The default setting is for users to have only
view rights; if you change this to deny users view rights to these gifts, they are not included in queries, reports or
dashboards for those users.
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View rights for constituent relationship types (such as individual, organization, bank, or education) are bypassed
when looking at the relationships/beneficiaries grid on a planned gift. For example, a user without view rights to
a certain relationship type cannot access that type on the Relationships tab on the constituent record, but the
user can still see them in the Relationship/Beneficiary grid on a planned gift. This is consistent with how security
is handled in other areas (for example, a user without view rights for events can still see event data from the Gift,
Link to Event menu item). We recommend that if you allow users rights to view planned gifts, that you also allow
rights to view relationships.

» Assign security rights for planned gifts
On the Raiser’s Edge bar, click Admin. The Administration page appears.

2. Click Security. The Security page appears.
3. On the action bar, click New Group. The New Group screen appears.
4. Under Group Privileges, select Records. The checkbox defaults to marked and the Options button is

enabled.
5. Click Options. The Security Options screen appears.

scamyopons )
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In the Record Types box, select Planned Gifts. The Planned Gifts Privileges grid appears.

In the Planned Gifts Privileges grid, assign view, add, edit, or delete rights for the entire record type. All
rights default to unmarked.

8. In the Record Types box, select the next record type for which to establish security, or click OK to save
your settings and return to the New Group screen.

Query Security

Security for Query is defined on only one level. If you mark Query in the Group Privileges box on the New Group
screen, the members of the new group have access to Query.

Unmarking the checkbox does not affect the ability of group members to select queries in other areas of the
program, but the users cannot add a new query from the Open screen. The group members can still create an
output or exception query from reports and other processes.

Want to see the other “Security Types” on page 178?
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Export Security

Security for Export is defined on only one level. If you mark Export in the Group Privileges box on the New Group
screen, the members of the group can access Export.

Want to see the other “Security Types” on page 178?

Reports Security

Note: Security for reports controls the ability of a user to run them from anywhere in the program.

You can control which reports a security group can run. Data entry and view rights do not affect the information
that appears on reports. If a user has rights to run a report, the user has rights to all information on that report,
including records restricted through object level security (such as Records). However, system level security
restrictions (such as Gift Security by Fund for example) do limit the information that appears on reports.

» Assign reports security privileges
On the Raiser’s Edge bar, click Admin. The Administration page appears.

2. Click Security. The Security page appears.
3. On the action bar, click New Group. The New Group screen appears.
4. Under Group Privileges, select Reports. The checkbox defaults to marked and the Options button is

enabled.
5. Click Options. The Security Options screen appears.

Security Options I

epart Types Feport Hames |
[V &ction Detail Repart
[V Tribute Feparts [V éction Surmmary Feport
[ Campaigns, Funds, and Appeals Feports [ &dvocacy Detail Report
[V énalytical Feports [V Tickler Report
[V Event Management Feparts
[v! Pledge and Recuring Gitt Feports
[+ Financial Feports
[V Prospect Research Reports
[¥ Membership Feports
[ Frofiles, Lists, and Directories
[V "olunteer Feports LI

Select &l | Deselect Al | Select&ll | Deselect Al

Cancel |

6. Select the reports the user group can run. By default, a new group can run all reports.
a. In the Report Types box, select the type of report to select.

b. In the Report Names box, mark the checkbox for the reports the group can run. for that type list in
the box on the right. For more information the report types and individual reports within each type,
see the Reports Guide.

7. To save your settings, click OK. You return to the New Group screen.

Warning: Records restricted through object level security still appear in reports; however, records restricted
by system level security do not appear in reports.
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Records restricted through object level security still appear in reports, and records restricted by system
level security do not. For example, if a user has rights to the First/Latest/Greatest Gift Report in Analytical
Reports, but does not have view rights to gifts through records security, all gifts that meet the criteria for
the report appear in the report anyway. However, if a user has system level restrictions through Gift
Security by Fund or Security by Constituency, gifts associated with restricted funds and with constituents
with restricted codes do not appear on the report. If the restricted code appears only on the gift record,
not the constituent record, the gift appears in reports.

If you deny rights to certain reports, the user cannot run them from anywhere in the program. For
example, if you select Campaign, Fund, and Appeal Reports and unmark the Appeal Summary List, the
user cannot run the report. To allow users to view, but not run, appeal summaries, mark View Appeal
Summary on the Security Options screen for appeals.

Mail Security

You can assign security for all mailing functions in The Raiser’s Edge. Data entry and view rights do not affect
rights to information in mailing options. If a user has rights to perform a mailing function, the user has rights to all
information included in that function, including records restricted through object level security. However, system
level security restrictions do limit the information that appears in mailings.

» Assign mail security privileges

6.

7.

On the Raiser’s Edge bar, click Admin. The Administration page appears.
Click Security. The Security page appears.
On the action bar, click New Group. The New Group screen appears.

If you unmark Mail on the New Group screen, you deny all rights to all mailing functions for the group.

Under Group Privileges, select Mail. The checkbox defaults to marked and the Options button is enabled.
Click Options. The Security Options screen appears.
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Select the mailing functions the security group can access. For more information about mailing functions
in The Raiser’s Edge and what each does, see the Mail Guide.

To save your settings, click OK. You return to the New Group screen.

Batch Security

You can assign security rights for constituent and gift batches. If you have Volunteer Management, you can assign
rights for time sheet batches. You can also assign rights to access Electronic Funds Transfer to process credit card
and direct debit transactions.
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» Assign batch security privileges
1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
2. Click Security. The Security page appears.
3. On the action bar, click New Group. The New Group screen appears.

Note: If you unmark Batch, you deny rights to all batch functions for the group.

4. Under Group Privileges, select Batch. The checkbox defaults to marked and the Options button is
enabled.

5. Click Options. The Security Options screen appears.

Security Oplions I
Batch Types Batch Privileges I
] [ Create Batch
[V Gift [ Edit Batch
[V Time Shest [V Delete Batch
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Note: The options in the Batch Privileges box are the same for both constituent and gift batches except you
can Change Batch Projections only for gift batches.
6. Set the security rights for constituent batches.
a. In the Batch Types box, select Constituent.

b. Inthe Batch Privileges box, select whether the group can create, edit, delete, or commit constituent
batches.

To deny all rights to constituent batches, unmark Constituent in the Batch Types box.
7. Set the security rights for gift batches.
a. In the Batch Types box, select Gift.

Security Options I
Batch Types I Batch Prvileges I
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b. Inthe Batch Privileges box, select whether the group can create, edit, delete, or commit gift batches
or change batch projections. If you use Electronic Funds Transfer, select whether the group can
automatically generate transactions and payments or create transmission files.

To deny all rights to gift batches and Electronic Funds Transfer, unmark Gift in the Batch Types box.
8. If you have Volunteer Management, set the security rights for time sheet batches.
a. In the Batch Types box, select Time Sheet.

Security Oplions I
Batch Types I Batch Privileges I

[ Constituent [ Create Batch

[V Gift [ Edit Batch
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[ Commit Batch
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b. In the Batch Privileges box, select whether the group can create, edit, delete, or commit time sheet
batches.

To deny all rights to time sheet batches, unmark Time Sheet in the Batch Types box.
9. To save your settings, click OK. You return to the New Group screen.

Administration Security

Warning: Because Administration functions have far reaching implications, we recommend that you grant
only experienced users access to this area of the program. If you grant any users access to Administration, you
should unmark Security so they cannot enter Security and change their own rights.

You can assign security rights for all administrative functions, including to import data, add security groups, and
globally delete data.

» Assign administration security privileges
On the Raiser’s Edge bar, click Admin. The Administration page appears.

2. Click Security. The Security page appears.
3. On the action bar, click New Group. The New Group screen appears.
4. Under Group Privileges, select Administration. The checkbox defaults to marked and the Options button

is enabled.



206 CHAPTER

5. Click Options. The Security Options screen appears.

Security Options I

Administration Security Options

Globally Add Actiohs to Constituents
[¥ Globally 4dd Sppeals to Constituents
[¥ Globally &dd Attributes ta Constituents
[¥ Globally 4dd Businesses to Constituents
[¥ Globally &dd Constituent Codes to Constituents
[¥ Globally &dd E ducation ta Constituents
[¥ Globally 4dd Emails to Constituents
[¥ Globally &dd Financial Institutions to Constituents
[ Globally Add Memberships to Constituents [RE:Member only]
[ Globally Add Notepads
[ Globally Add Participants to Event [RE:Event anly)
[ Globally Add Proposals to Constituents [RE:Search only) ;I

ok | Cancel | Select&l | Deseleot Al |

Note: Even if you mark Import in the Administration Security Options box, the Import link does not appear on
the Administration page if the user does not have rights to data based on object level, system level, or field
level security.

6. The Administration Security Options box lists each administration function as a checkbox. Each defaults
to marked, giving access rights to the group. To deny the group rights to a function, unmark its checkbox.
The checkboxes in the Administration Security Options box vary depending on the features you have. For
example, if you have Queue for Task Scheduling, it appears as a checkbox.

Even if you mark Administration in the Group Privileges grid, system level security can limit the
effectiveness of the functions. For example, if you grant rights to Globally Write Off Pledges, but restrict
access to constituents through inclusion or exclusion or to gifts through Fund security, the user group
cannot write off pledges associated with restricted constituents or funds. When the users try to globally
write off pledges, a warning message appears to state that system level security restricts their access to
some records in The Raiser’s Edge and that Globally Write Off Pledges will not affect records the user
cannot access.

Warning: If a user has rights to Post to General Ledger, but restricted rights to gifts, the user may still be able
to view some restricted gift information. We recommend any users who are restricted from gift privileges in
any way not have rights to Post to GL.

If the user runs the Globally Write Off Pledges function anyway, a warning message appears at the
bottom of exception reports to state that some information has not been written off due to security
restrictions.

7. To save your settings, click OK. You return to the New Group screen.

Configuration Security

You can assign the group rights to configuration options. Take special care to limit configuration access to only
several key users.

Warning: Because the Fields link in Configuration is available to only those users with Supervisor rights, it does
not appear as a checkbox in the Configuration box. If you unmark Configuration on the New Group screen, you
deny rights to all configuration functions for the group.

» Assign configuration security privileges
1. On the Raiser’s Edge bar, click Admin. The Administration page appears.



SECURITY 20

Click Security. The Security page appears.
On the action bar, click New Group. The New Group screen appears.

Under Group Privileges, select Configuration. The checkbox defaults to marked and the Options button is
enabled.

5. Click Options. The Security Options screen appears.

scmyopuons @

iguration Securty Options

[v] attibutes
[ Business Rules

[¥] Delete uzer-defined tables
[¥| Financial Institutions

[v] General

[v| General Ledger

[¥ International

[ Letters

[v] Membership Categories
[¥| Rieporting Hierarchies

ok | Cancel | Select &l | Deselect 4l |

Note: If you restrict rights to the Financial Institutions link of Configuration, members of the group cannot add
banks in Configuration or on the Relationships tab during data entry.

6. The Configuration Security Options box lists each configuration security option as a checkbox. Each
defaults to marked, giving access rights to the group. To deny the group rights to an option, unmark its
checkbox. For information on configuration options and what each does, see the “Configuration” chapter
of this book.

7. To save your settings, click OK. You return to the New Group screen.

Code Tables Security

You can control whether users can add and edit code table entries. Code tables are fields with a down arrow.
When you click the arrow, you can select from a list of entries to place in the field. To help speed and add
consistency to your data entry, tables allow users to select an entry in a field rather than type it in manually. If
you grant rights to change tables, users can press F7 on the keyboard while the cursor is in a field to add and edit
its table. To limit your table entries to a reasonable number and protect the consistency of your database, we
recommend you limit the ability to change tables among your users.

Want to see a “Code Table Example” on page 208?

» Assign security privileges for code tables
1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
2. Click Security. The Security page appears.
3. On the action bar, click New Group. The New Group screen appears.

Note: If you unmark Code Tables on the New Group screen, you deny the group rights to edit and add entries
for all tables in The Raiser’s Edge. The group can still enter information in the table field, but can only select
from entries that have already been defined.

4. Under Group Privileges, select Code Tables. The checkbox defaults to marked and the Options button is
enabled.
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5. Click Options. The Security Options screen appears.

Security Options I

Code T able Change Privileges

[ Action Alert Title
[ Action Delivery Method

[ &ction |ssues

[ &ction Locations

[¥ Action Matepad Types

[ &ction Status

[ Actions

[v Addi/Sal Types

[v] address Info Sources

[v] addiess Types

[ &dopt &n Animnal

[ &liaz Tupes LI

ok | Cancel | Select&l | Deseleot Al |

Note: You can make a field a lookup in the Fields option of Configuration. When a field is made into a lookup,
you can define entries for it like a table. The lookup field also appears in the list of code tables in both
Configuration and Security. The new lookup defaults to marked in Security, giving users rights to add, edit, and
delete entries for it.

6. The Code Table Change Privileges box lists each code table in the program as a checkbox. Each defaults to
marked, giving access rights to the group to change the table. To deny the group rights to a table, unmark
its checkbox.

7. Click OK to automatically save your settings and return to the New Group screen.

Code Table Example

If you unmark Actions, when a user enters an action such as Phone call or Lunch meeting, he can only select from
the entries already defined. To access the list, the user clicks the down arrow or puts the cursor in the field and
presses the up or down arrow on the keyboard.

Want to know more about “Code Tables Security” on page 207 security?

Personal Information Security

Use the personal information security options to determine the rights members of a group have to view and edit
personal information such as social security numbers, bank account, and insurance policy information. For
detailed information about the areas affected by personal information security, see “Personal Information
Security Details” on page 209.

We recommend you assign users as few right to personal information as possible to enable them to perform their
job functions. For information about best practices when assigning rights to personal information, see “Personal
Information Best Practices” on page 212.

» Assign personal information security
On the Raiser’s Edge bar, click Admin. The Administration page appears.

2. Click Security. The Security page appears.
3. On the action bar, click New Group. The New Group screen appears.
4. Under Group Privileges, select Personal Information Security. The checkbox defaults to marked and

Options is enabled.
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5. Click Options. The Security Options screen appears.

Security Options I

Fersanal Information

[ Perzonal Infarmation Output
[ Perzonal Information 'Wisw
[ Credit Card Feport

ok | Cancel | Select&l | Deseleot Al |

6. Under Personal Information, mark the checkboxes to specify rights to personal information. For details
about how each of these checkboxes affects the information users can view and edit, see the next
section“Personal Information Security Details” on page 209.

7. To save your settings, click OK. You return to the New Group screen.
Personal Information Security Details

Note: To help you comply with the Payment Card Industry Data Security Standards (PCI DSS), credit card
numbers are always masked in The Raiser’s Edge, regardless of the personal information security settings.

The following sections detail the areas affected by the four personal information security options.

Personal Information Data Entry Rights

When you mark Personal Information Data Entry on the Security Options screen for Personal Information, users
can add, delete, or change personal information but not view it after they save or output it, such as to a report or
an export.

Records

Users can:

¢ Add, delete, or change credit card information on a constituent or gift.

¢ Add, delete, or change social security numbers on constituents and relationships.

¢ Add, delete, or change bank account numbers on a financial institution on a constituent.
¢ Add, delete, or change insurance policy numbers on a life insurance planned gift record.

In each of these fields, the number is visible while it is being entered, but once the record is saved, the
field is masked.

Batch

Users can:

¢ Enter, delete, or change credit card numbers in a constituent batch or gift batch.
¢ Enter, delete, or change social security numbers in a constituent batch.

¢ Enter, delete, or change bank account numbers in a constituent batch.
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In each of these fields, the number is visible when entered in the batch. Except for credit card
numbers, once the batch is closed and reopened, the field is masked. For credit card numbers,

The Raiser’s Edge automatically masks the field when the user leaves the row in the batch that contains
the credit card number. Users without these rights can open the batch, but the fields are masked.

Admin

Users can:

¢ Globally change credit card fields.

¢ Globally change social security numbers.

¢ Enter bank account numbers when globally adding banks.

Import

Users can:

¢ Import gift credit card information.
¢ Import social security numbers.

¢ Import insurance policy numbers.

Import bank account numbers (in Bank/Financial Institution Imports).

Configuration

Users can enter, delete, or change bank account numbers on financial institutions.

NetSolutions

Users can import NetSolutions donations.

Personal Information Output Rights

Note: To help you comply with the Payment Card Industry Data Security Standards (PCI DSS), users cannot
output unmasked credit card numbers from The Raiser’s Edge, regardless of the personal information security
settings.

When you mark Personal Information Output on the Security Options screen for Personal Information, a user
can output personal information but not add, remove, change, or view it on records or in batch.
Records

Users can:

¢ Print Letters with an unmasked social security number (from the Letters menu). The number is masked or
unmasked based on the format option in export.

¢ Print Letters with an unmasked bank account number (from the Letters menu). The number is masked or
unmasked based on the format option in export.

All other users can print letters with personal information, but the fields are always masked.

Export

Users can:

¢ Export a file with unmasked social security numbers, unmasked insurance policy numbers, or unmasked bank
account numbers.
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¢ Each of these fields has a format option screen to indicate whether the field should be masked or unmasked.
The format option screen displays only when a user has personal information output rights, and the numbers
are masked or unmasked based on the selected option. For users without output rights, the information is
masked (regardless of the option).

Custom View

Users can:
¢ See social security numbers, insurance policy numbers, and bank account numbers on a custom view.

¢ For users with personal information output rights, the number is masked or unmasked based on the format
option in export. For users without output rights, the information is masked.

Import

Users can:

¢ Run a constituent or gift import file with credit card information.
¢ Run a constituent import file with social security numbers.

¢ Run a bank import with account numbers.

¢ Run a gift import with insurance policy numbers.

¢ If a user does not have Personal Information Output rights, the personal information fields can be selected, but
the personal information is not included in the file (the field is blank).

Personal Information View Rights

Note: To help you comply with the Payment Card Industry Data Security Standards (PCI DSS), credit card
numbers are always masked in The Raiser’s Edge, regardless of the personal information security settings.

When you mark Personal Information View on the Security Options screen for Personal Information, the user
can view personal information on records and in batch, but cannot add, remove, change, or output the
information.

Records

Users can:

¢ View social security numbers on a constituent or relationship record.

¢ View bank account numbers on a financial institution on a constituent record.

¢ View insurance policy numbers on a life insurance planned gift record.

Batch

Users can:
¢ View social security numbers in a constituent batch.
¢ View bank account numbers in a constituent batch.

Configuration

Users can view bank account numbers on a financial institution in Configuration.
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Credit Card Reports Rights

When you mark Credit Card Report on the Security Options screen for Personal Information, the user can select
to preview, print, or export the Credit Card Report or send the Credit Card Report as an email. To help you comply
with the Payment Card Industry Data Security Standards (PCI DSS), the credit card numbers in the report are
masked, regardless of the personal information security settings.

Personal Information Best Practices

To help you comply with the Payment Card Industry Data Security Standards (PCI DSS), The Raiser’s Edge
automatically masks credit cards numbers. In addition, we recommend that you mask social security numbers,
bank account numbers, and insurance policy numbers at all times unless a user has a specific need to see this
information to perform their job duties. This means all screens, reports, queries, and exports should mask the
data unless a direct need is indicated. The cases listed below demonstrate when a user would need access to the
information.

Data Entry

Note: When users edit masked values, the user must replace the entire field so the program can accept the
changes to the field. If a user edits a field and leaves some masked values present, a message appears and they
cannot save the changed record.

Credit card number. Users can enter a credit card number in a gift batch, constituent batch, constituent
record, or gift record. Data entry users need to be able to see a credit card number in a batch or record when
they enter the information, but not when they edit a record. When users add or change a credit card number
on a gift or in batch, a drop-down menu is available with credit card numbers if a constituent has more than
one. The masked credit card number with the last four digits showing appears so the user can select the
correct credit card number.

Data entry personnel may also want to print a Batch Validation Report or Gift Entry Validation Report to
validate data. The masked version of the credit card number is acceptable for this type of validation. Users
cannot print a report with the full credit card number.

Bank account number. users can enter bank account numbers only on a Bank/Financial institution record or a
constituent batch. Users can access the Bank/Financial institution record from a constituent record, gift
record, or gift batch. The Bank/Financial institution information for your organization is entered in
Configuration. Users need to be able to see a bank account number while they enter the information in a
batch, record, or Configuration, but not when they edit. When users add or change a bank (not the bank
account field but the bank itself) on a gift, a drop-down menu is available with the bank name and the bank
account number. The entire bank account number does not need to appear; users can use the masked bank
account number with the last four digits visible to select the correct bank account.

Data entry personnel may also want to print the Batch Validation Report to validate the data (for the
constituent batch only, the gift batch validation report prints the bank name but not the bank account
number). The masked version of the bank account number is acceptable for this type of validation. It is not a
best practice to print a report with the full bank account number.

Social security number. Users can enter social security numbers only on constituent or relationship records,
or a constituent batch. When users enter social security numbers in a batch or record, they need to be able to
see the number while they enter the information but not when they edit the record.

Insurance policy number. Users can enter insurance policy numbers only on life insurance planned gift
records. When users enter insurance policy numbers on a record, they need to be able to see the number
while they enter the information but not when they edit the record.

Credit Card/Direct Debit Processing

This includes electronic funds transfer (EFT) processes available in The Raiser’s Edge, any reports (such as the
Credit Card Report), and any custom export files used to transfer files.
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Credit card number/Bank account number. When users process EFT transactions with The Raiser’s Edge,
such as to auto-generate transactions and create EFT transmission files, the user cannot view credit card
numbers. Likewise, users do not need to view bank account numbers. The main need to view bank account
numbers is to process exceptions. We recommend you give users who process exceptions view/data
validation rights. The two EFT processes (auto-generate transactions and create EFT transmission files) also
have separate security access options.

Print Credit Card Report. Export with bank account number for file formats that The Raiser’s Edge does not
support. While a user may need to export this information for EFT files, when they print letters or mail
functions, we recommend bank account numbers be masked. To help you comply with the Payment Card
Industry Data Security Standards (PCI DSS), the credit card numbers in the report are masked, regardless of
the personal information security settings.

Social security number. Social security numbers are not used in EFT processing.
Insurance policy number. Insurance policy numbers are not used in EFT processing.

View/Data Validation

Bank account number/social security number/insurance policy number. A user who validates data
entered needs access to full bank account, or insurance policy numbers. This may or may not be the person
who actually enters the data. However, users who process EFT exceptions need to view full bank account
numbers. To help you comply with the Payment Card Industry Data Security Standards (PCI DSS), users
cannot view full credit card numbers, regardless of the personal information security settings.

Security by Constituency

Note: When you enter a new constituent code, you can indicate whether to include or exclude the code from
existing security groups.

To define which groups of constituents users can view or edit, you can use Inclusion and Exclusion criteria. For
example, if you do not want users in your data entry security group to access Trustee records, you can use
exclusion criteria to deny access to any constituent record that contains that code. If both inclusion and exclusion
rights are set up for the same group, exclusion rights take precedence over inclusion rights.

By default, all users have rights to view and edit all constituents.
Want to see some “Security by Constituency Examples” on page 215?

» Assign security by constituency
On the Raiser’s Edge bar, click Admin. The Administration page appears.

2. Click Security. The Security page appears.
3. On the action bar, click New Group. The New Group screen appears.
4. Under Group Privileges, mark and select Security by Constituency. The Options button is enabled.
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5. Click Options. The Security by Constituency screen appears.

Security by Constituency I

By default. all uzers will have rights to edit and view all constituentz. This Feature will limit thizs group’s
access to constituent records. Access will be limited in various places throughout The Raiser's Edge.

v Allow access to only zelected constituents

Llze thiz option ta limit access to only constituents with selected constituent codes. MOTE: Only use this option when
you heed ba allow access to certain twpes of constituants.

Select Constituent Codes....

v Restrict access from selected constituents

Llze thiz option ta restrict access to constituents with selected constituent codes. NOTE: Resticting access always
takes precedence over allowing acces:. Group members will newer have access to constituents restricted in thiz wa.

Select Constituent Codes.... |

Cancel | Help |

6. Under Allow Access to Only Selected Constituent Codes, establish the inclusion criteria.

a. To limit access to only selected constituent codes, mark Allow access to only selected constituent
codes. The Select Constituent Codes button is enabled.

b. Click Select Constituent Codes. The Selected Constituent Codes screen appears. The grid lists all
constituent codes currently in the program.

Selected Constituent Codes |
‘You can allow access bo constituents bazed on the
@ constituent codes listed below. Designate the constituent
codes that this group can view or edit,
MOTE: Only uge thiz option when pou need ta limit access
to certain types of conifiﬁents.
Constituent Codes Can View | Can Edit ﬂ
Acknowledgee I -
Added in Blackbaud NetComm... - |-
Alumnus [l Il
Board Member [ [l
Corporate Member [ [
Corporation\Business I -
Current Parent - |-
Development Staff I |
Fonce r [l
) of
Ok I Cancel |

c. Inthe grid, select the constituent codes the group can view or edit. For the group to access a
constituent record, it must contain at least one of the selected codes. To mark all checkboxes, click

Select All. To unmark all checkboxes, click Deselect All. To use the Find screen to search for a specific
code, click Find.

d. Click OK. You return to the Security by Constituency screen.
Note: Restricted access takes precedence over granted access. Group members cannot access constituents
restricted through the Restrict Access From Selected Constituent Codes frame.

7. Under Restrict Access From Selected Constituent Codes, establish the exclusion criteria.

a. To restrict user access to constituents with certain codes, mark Restrict access from selected
constituent codes. The Select Constituent Codes button is enabled.
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b. Click Select Constituent Codes. The Selected Constituent Codes screen appears. The grid lists all
constituent codes currently in the program.

Selected Constituent Codes E3 I

@ Y'ou can regtict access bo constituents based on the

constituent codes listed below. Designate the constituent
codes that thiz group cannot view or edit,

MOTE: Restricting access will always take precedence
over allowing accessz. Group members will never have
acceszs bo congtituents resticted in thig way,

Constituent Codes Cannot View I Cannot Edi'ﬂ
Acknowledgee
Added in Blackbaud MetComm...

Alumnus

Board Member
Corporate Member
Caorparation\Business
Current Parent
Development Staff

r;nI:m—

B A o i o A
L N o o o A

B

Ok I Cancel |

c. Inthe grid, select the constituent codes the group cannot view or edit. To mark all checkboxes, click
Select All. To unmark all checkboxes, click Deselect All. To use the Find screen to search for a specific
code, click Find.

d. Click OK. You return to the Security by Constituency screen.
8. To save your settings, click OK. You return to the New Group screen.

Security by Constituency Examples

Inclusion and exclusion security bases access to constituent records on whether the record contains one or
multiple types of constituent code. Inclusion gives rights to a group for only the selected codes; exclusion denies
rights for the selected codes.

For example, with the constituent code of Alumni, if no exclusion criteria exists for a security group, the users in
that group can access all alumni, no matter which other constituent codes the record may have. If you then set an
exclusion for Board Members, the users can access all alumni except those whose records are also coded as
Board Members. With inclusion criteria, you can allow groups to access constituent records with only certain
codes. If you specify the group can access only constituents coded as Alumni, users can access only those records
that contain that constituent code. If the record contains other codes in addition to alumni, the user can still
access the record unless you establish exclusion criteria. If you do not specify either inclusion or exclusion criteria,
a user can access all constituent codes.

Inclusion

If you mark Allow access to only selected constituents and grant access to records with the code “Alumnus” with
inclusion criteria, the user can access only records that contain that code. If a record has two or more codes, the
user has access to it as long as one is “Alumnus.” If a user has inclusion rights for “Alumnus” and opens a
constituent record with “Alumnus”, “Current Parent,” and “Friend” in the Constituent Codes grid of the Bio 2 tab,
in addition to being able to edit the “Alumnus” row, the user can also edit the rows that contain the “Current
Parent” and “Friend” codes, as long as they are not limited through exclusion criteria. All defined codes list when
the user clicks the down arrow in the Code table of the Constituent Codes grid. However, the user cannot save a
record unless it contains the code “Alumnus”.
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You can use inclusion criteria to allow access to only records with certain codes but not exclude access to records
with multiple codes. For example, a large organization with chapters in different states can add state
abbreviations to its entries in the Constituent Code table (for example, a “Friend” in South Carolina can be coded
“FRSC”). The organization can then use inclusion criteria to specify that each chapter can access only records
from its own state. Some records may contain codes for multiple states (a constituent could be listed as a
“Friend” in one state and a “Volunteer” in another). Both state chapters could access the record, but each
chapter could access only those records from another state that also include the code for its own state. To
prevent a group from viewing and editing records with certain constituent codes, you must use exclusion criteria.

Exclusion

If you limit view and edit rights to the constituent code “Trustee” for a group, users in the group cannot open or
delete records that have the code “Trustee”. A user cannot assign the code “Trustee” to a record. It does not
appear in the list of entries for the Constituent Code table when a user clicks the down arrow. Records with the
code “Trustee” do not appear in searches for the group. The user cannot manually add a solicitor,
honor/memorial, matching gift company, or soft credit recipient with a code of “Trustee” to a gift record.
However, any soft credit recipient or matching gift company designated to be automatically added is added even
if they have the code “Trustee”.

The user cannot open or edit gift records to a restricted constituent. However, the user can open and edit gift
records with the code “Trustee” as long as the code appears only on the gift record, not the constituent record.
The user can also open and edit gifts with a Trustee solicitor in the Solicitor grid, a Trustee honor/memorial on
the Honor/Memorials tab, a Trustee matching gift company on the Matching Gifts tab, and a Trustee soft credit
recipient on the Soft Credit tab. Reports and queries do not include gifts to Trustee constituents.

Want to know more about “Security by Constituency” on page 213?

Gift Security by Fund

You can limit the ability of a group to access gifts given to particular funds. Limiting access to gifts through this
option affects reports, queries, and data entry. If a user belongs to multiple groups, and one group can access a
certain fund, but another group cannot access that fund, the user cannot access the gift records for that fund.

Want to see some “Gift Security by Fund Examples” on page 217?

» Assign gift security by fund
On the Raiser’s Edge bar, click Admin. The Administration page appears.

N

Click Security. The Security page appears.

w

On the action bar, click New Group. The New Group screen appears.

B

Under Group Privileges, select Gift Security by Fund. When you mark the checkbox, the Options button
is enabled.
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5. Click Options. The Security Options screen appears.

Security Options I

This feature will limit thiz group’s access to gifts. You can
@ restrict access bo gifts based on the funds listed below.
Designate the funds that this group cannot view or edit.

Funds Cannot View | Cannot Edi'ﬂ
1939 Annual Fund
2000 Annual Fund

Acquisition Fund

Botanical Garden Fund
Building Fund

Matural Disaster Relief Fund
1999 Membership Fund
2000 Membership Fund

Dracidgmt's Navalamesamd EoeA
«IT
ak. I Cancel |

i A i i i e i
i A i i s i

B

Note: When you add a new fund, all groups are automatically given view and edit rights for gifts to that fund.

6. Select the funds the security group cannot view or edit. All funds, both active and inactive, appear in the
grid and default to unmarked. If you mark Cannot View, the Cannot Edit checkbox is locked as marked
since a group cannot edit gifts to a fund for which it does not have view rights.

7. To save your settings, click OK. You return to the New Group screen.

Gift Security by Fund Examples

To limit access to gifts for users, you can limit view and edit rights to funds. For example, your organization can
have a Library Fund to target large gifts for which you do not want all your users to access. If you mark Cannot
View in the Library Fund row on the Security Options screen for Gift Security by Fund, users cannot access any
gift given to this fund. The user cannot open gifts to the Library Fund or assign the Library Fund to gifts. The
Library Fund does not appear in fund searches or as a possible entry when the user clicks the down arrow in the
Fund table field of the gift record. For all show modes except By Fund, gifts to the Library Fund do not appear on
the Gifts tab of a constituent record. When a user selects By Fund, the unrestricted part of a gift lists for viewing
only. Unrestricted parts can include matching gifts or soft credits to other funds. Any part of a split gift that is not
restricted displays the true balance including the restricted amount.

Any constituent, campaign, fund, or appeal summary or gift list run by the user does not show gifts to the Library
Fund. However, any part of a split gift that is not restricted appears in the report. Gifts associated with the Library
fund, including split gifts, do not appear in search results.

Gift security by Fund takes precedence over any object level settings for records or reports, so if the group has full
rights to gifts granted in records, they still cannot view gifts to the Library Fund. For campaigns and appeals with
the Library Fund on the Funds tab, the Library Fund displays in the grid, but a user cannot add the Library Fund to
the grid. If you have Event Management and the default fund for an event is the Library Fund, when a user adds a
gift, the program processes the gift as if the Default fund field is blank. A “Required Field Missing” message
appears, but the gift loads anyway.

Want to know more about “Gift Security by Fund” on page 216?
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Notepad Security by Type

You can define notepad types that a group cannot view or edit. This can be useful if you use notepads to retain
sensitive information, which should not be available to everyone at your organization. For example, you may
want to make a notepad type named “Director’s Notes” accessible to only the Director and Assistant Director, so
you can create a security group with only those two users as members and grant the group rights to this notepad
type and restrict all other groups from this notepad type.

Want to see a “Notepad by Type Security Example” on page 218?

» Assign notepad security by type
1. On the Raiser’s Edge bar, click Admin. The Administration page appears.

N

Click Security. The Security page appears.

w

On the action bar, click New Group. The New Group screen appears.

B

Under Group Privileges, mark and select Notepad Security by Notepad Type. The Options button is
enabled.

5. Click Options. The Security Options screen appears. The grid lists all notepad types.

Security Options I
This feature will limit this group'’s access to notes. You can
@ restr_ict access o notes based on thn_a notepad types b_elow.
Designate the notepad tppes that this group cannot view
or edit.
. S
Motepad Types Cannot View | Cannot Edi'ﬂ
Address Changes [l Il
Alumni Notes Il r
Biographical [ [
Capital Campaign [ [
Career [ I
Confidential [ I
Director's Notes [ [
Finandial [l Il
Dageanal i M [
] o
ak. I Cancel |

Note: If users are not allowed to view or edit a specific notepad type, they can still delete constituent records
with the restricted notepad type through Globally Delete Records in Administration or through Records.

6. Inthe grid, select the notepad types the group cannot view or edit. All checkboxes default to unmarked,
giving access to all notepad types to the group.

7. To save your settings, click OK. You return to the New Group screen.

Notepad by Type Security Example

You can use Notepad security to limit access to sensitive information in your notes. You can set up a notepad type
of Confidential and limit security to only a few key users. Any user who does not have access cannot open or
delete Confidential notepads, including constituent and, if you have Event Management, event notepads. The
user cannot assign the Confidential type to notepads. When the user clicks the down arrow in the Type field of
the New Notepad screen, Confidential does not appear in the list of possible entries. When the user runs a query,
Confidential does not appear in the filter list or on the query itself. The user cannot export the Confidential
notepad type and it does not appear in reports.

Want to know more about “Notepad Security by Type” on page 2187
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Membership Scanning

Security for Membership Scanning is defined on only one level. If you mark Membership Scanning under Group
Privileges on the New Group screen, the members of the group can access Membership Scanning.

Want to see the other “Security Types” on page 178?

Dashboard

You can assign security access to Dashboard. If you mark Dashboard in the Group Privileges box on the New
Group screen, the members of the group can access Dashboard. When you assign security privileges for
Dashboard, you can select whether to enable members to share dashboards. Other Security rights, such as record
and system level settings affect which summaries are available and which records appear as results in Dashboard

summaries.

» Assign security privileges for Dashboard

. On the Raiser’s Edge bar, click Admin. The Administration page appears.

Click Security. The Security page appears.

On the action bar, click New Group. The New Group screen appears.

Under Group Privileges, select Dashboard. When you mark the checkbox, the Options button is enabled.

vk wNn e

To enable members in the group to share dashboards:
a. Click Options. The Security Options screen appears.

scmyopuons @

ok | cancel | Select Al | Deselect Al |

b. Mark Allow to Share Dashboards.
c. Click OK. The group security screen appears.

6. To save your settings, click Save and Close. You return to the Security page.
Want to see the other “Security Types” on page 178?
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Install Samples

Security for installing the samples that come with The Raiser’s Edge is defined on only one level. If you mark
Install Samples under Group Privileges on the New Group screen, the members of the group can access the
samples. Other Security rights, such as record and system level settings, affect which specific samples a user can
view. For example, a user must have access to queries to view query samples. For more information about the
types of samples that are included with The Raiser’s Edge and how to install them, see the Program Basics
chapter of the Program Basics Guide.

Want to see the other “Security Types” on page 1787

NetSolutions

You can assign security access to each area of NetSolutions so users can access some areas but not others. For
example, you may want a security group to manage NetMail pages but not access Configure and Customize.

» Assign security privileges for NetSolutions
On the Raiser’s Edge bar, click Admin. The Administration page appears.

N

Click Security. The Security page appears.

w

On the action bar, click New Group. The New Group screen appears.

E

Under Group Privileges, select NetSolutions. When you mark the checkbox, the Options button is
enabled.

5. Click Options. The Security Options screen appears.

scmyopuons @

MetSalutionz

Download Tranzactions
[v| Manage RE:MetDonors Pages
[v] Manage RE:Mettaill Pages
[¥| Manage RE:MetEvents Pages
[v| Manage RE:MetDirectories Pages
[v| Manage RE:MetWolunteers Pages
[v| Manage RE:Mettdembers Pages

ok | cancel | Select Al | Deselect Al |

6. Select each area of NetSolutions the members of this group can access.

7. Click OK. You return to the group security screen.
8. To save your settings, click Save and Close. You return to the Security page.

Proposal Security by Purpose

You can limit the ability of a group to access proposals with specific purposes. For example, if you have several
fundraisers in your organization, you may want to limit their ability to look at proposals by other fundraisers so
one fundraiser cannot see what another is asking for.
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Limiting access to proposals through this option affects reports, queries, and data entry. If a user belongs to
multiple groups, and one group has access to a certain proposal, but another group does not, the user cannot
access that proposal. Want to see a “Proposal Security by Purpose Example” on page 221?

» Assign proposal security by purpose
1. On the Raiser’s Edge bar, click Admin. The Administration page appears.

PwnN

Click Security. The Security page appears.
On the action bar, click New Group. The New Group screen appears.

Under Group Privileges, select Proposal Security by Purpose. When you mark the checkbox, the Options
button is enabled.

Click Options. The Security Options screen appears.

ccrtyopuons |

@ Thiz feature will limit thiz group's access to propozale. You

can restrict access to proposals based on the purpozes
lizted below, Dezignate the purpozes that this group
cannat view or edit.

Purposes Cannot View I Cannot Edi'ﬂ
Annual Fund

Build new hospital wing
Current Restricted
Current Unrestricted
Discretionary
Education - Current
Education - Endowment

Endowment - Restricted

0 o Y o o o o
o Y o o o o

B

Frdrgrmant - | Inractric-tad

[l
ak I Cahicel |

. Select the proposal purpose types the group cannot view or edit. All purposes appear in the grid and

default to unmarked. If you mark Cannot View, the Cannot Edit checkbox is locked as marked since a
group cannot edit gifts to a fund for which it does not have view rights.

To save your settings, click OK. You return to the New Group screen.

Proposal Security by Purpose Example

Your organization may have a proposal type of “Major Gift” for those efforts that target large gifts. You may not
want all users to access these proposals. If you mark Cannot View in the Major Gift row on the Security Options
screen for Proposal Security by Purpose, users cannot access any proposal with this entry in the Purpose field.
Users cannot open proposals with this purpose or assign this purpose to proposals. Major Gift proposals do not
show in proposal searches.

Want to know more about “Proposal Security by Purpose” on page 220?

Data Health Center

Security for the Data Health Center is defined on only one level. If you mark Data Health Center under Group
Privileges on the New Group screen, the members of the group can access the Data Health Center.

Want to see the other “Security Types” on page 178?
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AMPro Integration

You can assign security access to several areas of the AuctionMaestro Pro integration so users can access some
areas, but not others. For example, you may want a security group to download transactions but not configure
the integration.
» Assign security privileges for AuctionMaestro Pro integration

On the Raiser’s Edge bar, click Admin. The Administration page appears.

2. Click Security. The Security page appears.
3. On the action bar, click New Group. The New Group screen appears.
4. Under Group Privileges, select AMPro Integration. When you mark the checkbox, the Options button is

enabled.

5. Click Options. The Security Options screen appears.

scmyopuons @

[¥ Transfer Constituents to Suctiontd agstro Pro
[v] Download Tranzactions from Auctiont aestio Pro

ok I Cancel | Selectall | Deselectal

6. Select the areas of the AuctionMaestro Pro integration the members of this group can access.

7. Click OK. You return to the group security screen.
8. To save your settings, click Save and Close. You return to the Security page.

NetCommunity

When you integrate The Raiser’s Edge with Blackbaud NetCommunity, you can assign security access to specific
areas of the integration so users can access some areas but not others. For example, a security group may have
access to the NetCommunity button on the Raiser’s Edge bar but not to view user information from Blackbaud
NetCommunity on constituent records. These security settings affect only the group’s ability to access the
NetCommunity integration functions. You also need the applicable rights in The Raiser’s Edge for the functions
you perform with information downloaded from Blackbaud NetCommunity. For example, to view information
about Blackbaud NetCommunity site users on constituent records in The Raiser’s Edge, the user must have
security privileges in Records.

If, on the group screen, NetCommunity is marked under Group Privileges, the members of the group can access
information downloaded from Blackbaud NetCommunity.
» Assign security privileges for the Blackbaud NetCommunity integration

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

2. Click Security. The Security page appears.
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Under groups in the Security tree view list on the left, select the security group to assign access to
NetCommunity Integration. For example, to assign the data entry personnel access to NetCommunity
Integration, select Data Entry.

On the action bar, click Open. The group security screen appears.

Under Group Privileges, mark NetCommunity. When you mark this checkbox, the Options button is
enabled.

Click Options. The Security Options screen appears.

Security Options I

NetCommunity |
[ MetCommunity Interface
ﬂ NetCommunity bab on |

aztituent record

ok | Cancel | Select All | Deselect i |

Select each area of NetCommunity Integration the members of the group can access,.

¢ To enable the group to click the NetCommunity button on the Raiser’s Edge bar to access the
NetCommunity page, mark NetCommunity Interface.

¢ To enable the group to access information about Blackbaud NetCommunity website users on the
constituent records in The Raiser’s Edge, mark NetCommunity tab on Constituent record.

To mark both checkboxes, click Select All. To unmark both checkboxes, click Deselect All.
Click OK. You return to the group security screen.
Click Save and Close. You return to the Security page.

Action Security by Type

You can define action types that a group cannot view or edit. This can be useful if you use actions to retain
sensitive information, which should not be available to everyone at your organization. For example, you may
want to make an action type named “Director’s Actions” accessible to only the Director and Assistant
Director.You can create a security group with only those two users as members and grant the group rights to this
action type and restrict all other groups from this action type.

Want to see a “Action Type Security Example” on page 224?

» Assign action security by type

W N

On the Raiser’s Edge bar, click Admin. The Administration page appears.
Click Security. The Security page appears.
On the action bar, click New Group. The New Group screen appears.

Under Group Privileges, select Action Security by Type. When you mark the checkbox, the Options
button is enabled.
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5. Click Options. The Security Options screen appears. The grid lists all active and inactive action types.

Security Options I

Thizs feature will limit thiz group's access to actions. “rou

@ cah restrict access to actions based on the action tupes
below. Designate the actioh types that this group cannot
wiew ar edit

Action Types Cannot View | Cannot Edi'ﬂ
Advocacy

Birthday
Board Meeting

Brochure
Brochure/Invitation
Correspondence
Dinner Meeting
Follow-Up

Halln | atar
A

L e i e i
o e i o e i

il

(] 4 I Cancel |

Note: If users cannot view or edit a specific action type, they can still delete constituent records with the
restricted action type through Globally Delete Records in Administration or through Records.

6. Select the action types the group cannot view or edit. All default to unmarked, giving access to all action
types to the group.

7. To save your settings, click OK. You return to the New Group screen.

Action Type Security Example

You can use Action security to limit access to sensitive information in your actions. You can set up an action type
of Confidential and limit security to only a few key users. Any user who does not have access cannot open or
delete Confidential actions, including constituent and, if you use Event Management, event actions. The user
cannot assign the Confidential type to actions. When the user clicks the down arrow in the Action type field on
the New Action screen, Confidential does not appear in the list of possible entries. When the user runs a query,
Confidential does not appear in the filter list or on the query itself. The user cannot export the Confidential action
type and it does not appear in reports.

Want to know more about “Action Security by Type” on page 223?

MatchFinder

You can assign security access to several areas of the MatchFinder database so users can access some areas but
not others. For example, a security group can update the MatchFinder database but not launch the
Cross-Reference Tool. These security settings affect only your ability to access the MatchFinder functions. You
also need the applicable rights in The Raiser’s Edge for the functions you perform with the information from the
MatchFinder database. For example, to link MatchFinder records to your records in The Raiser’s Edge, you must
have security privileges in Records.

If, on the group screen, MatchFinder is marked under Group Privileges box, the members of the group can access
MatchFinder.
» Assign security privileges for MatchFinder

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

2. Click Security. The Security page appears.
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Under groups in the Security tree view list on the left, select the security group to assign access to
MatchFinder. For example, to assign the data entry personnel access to MatchFinder, select Data Entry.

4. On the action bar, click Open. The group security screen appears.

Under Group Privileges, mark MatchFinder. The Options button is enabled.

6. Click Options. The Security Options screen appears.

Seamtyopions |

td atchFinder I
[v Edit MatchFinder Lirks
[+ Fiun Crozs Reference Tool

M atchFinder D atabaze

kK I Cancel | SelectAll | Deselect All

Warning: To run the cross-reference tool, the user must have rights to both Edit MatchFinder Links and Run
Cross-Reference Tool.

7. Select each area of MatchFinder the group can access.

8.
9.

¢ To allow members of the security group to create and break links between records in the MatchFinder
database and the database in The Raisers’ Edge, mark Edit MatchFinder Links.

¢ To allow members of the security group to use the cross-reference tool, mark Run Cross-Reference
Tool. To run the cross-reference tool, the user must also have rights to Edit MatchFinder Links.

¢ To allow members of the security group to run the process to update the MatchFinder database, mark
Update MatchFinder Database.

To mark all three checkboxes, click Select All. To unmark all three checkboxes, click Deselect All.
Click OK. You return to the group security screen.
Click Save and Close. You return to the Security page.

Want to know more about “Proposal Security by Purpose” on page 2207?

Sphere

When you integrate The Raiser’s Edge with Blackbaud Sphere, you can assign security access to the integration
on only one level. If you mark Sphere under Group Privileges on the New Group screen, the members of the
group can use the Sphere button on the Raiser’s Edge bar to access the information downloaded from Sphere.
For information about how to integrate The Raiser’s Edge with Sphere, see the Blackbaud Sphere and

The Raiser’s Edge Integration Guide.

Want to see the other “Security Types” on page 178?
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change the word gift 101
class of format 115
code tables 207
security type
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country information, adding 8
fields 131
financial institutions 60
General Ledger 66
interfund entries 146
international settings 82
letters 73
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name display rules 91
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defined 5
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printing 66
General Ledger, interfacing with The Raiser’s
Edge 67
general link 8
interfund entries
adding an entry 146
defined 146
deleting an entry 148
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adding a country 82
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editing a country 85
printing 86
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defined 73
deleting 80
finding 81
inserting 80
printing 81
sorting 81
types 74, 78

membership categories
copying, between categories 143
default benefits 137
default settings 138
defined 134
deleting 143
editing 142
finding 144
general information tab 134
general information, defining 135
printing 145
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opening 6

security type, assigning security privileges 206
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defined 10
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phone type tables 15
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taxes 146
configure
system access options 130
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records, security 181
rules 105
constituent business rules 105
constituent record
duplicate 90
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individual searches 88
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D

data health center

security type 162
deceased constituent business rules 108
deleting
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interfund entries 148
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security group 167
tables 22
users 172
display the word gift 101
donor category tables 13
duplicate
individual search criteria 88
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editing
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security group 166
security groups 166
table entries 21
Electronic Funds Transfer
security 203
embedded addressee/salutations 46
event
business rules 120
events
records security 195
exclusion, security 216
Export
security 202
export
security type 161

F

field level security, defined 160
fields 131

characteristics 131

characteristics, defining 131

finding 133

hidden 132

lookups 133

making required 132
financial institutions 60

adding 60
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deleting 66

editing 65

eliminating duplicates 63

printing 66
foreign information, see international
funds

record

security, assigning 192

G

general business rules 87
General Ledger 66
interfacing with The Raiser’s Edge 67
setting if not present 72
General Ledger
interface with The Raiser’s Edge
local 68
validating information 69
settings 72
general link, Configuration, adding/editing 8
generate IDs 93
gift
business rules 100
security 216
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change the word 101
memberships linked to 117
receipt amount 102
rules for adding 101
rules for updating 101
saving 103
security by fund 216
GiftWrap business rule 104
groups, security
adding 165
defined 159
deleting 167
editing 166

H

hard break 49

IDs, generating 93
inclusion, security 215
individual relationship attributes, defined 55
initial, defined 47
interfund entries 146
adding 146
adding an entry 146
Configuration 7
defined 146

deleting 148

deleting an entry 148

editing 147

editing an entry 147
international 82

adding a country 82

Configuration 7

defined 82

deleting 85
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printing a country 86
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attributes, defined 55

events, security 197
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deleting 80
inserting 80
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letters, Configuration
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deleting 80
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inserting 80
printing 81
sorting 81
types 74, 78
lookup fields 133

M

Mail
security 203
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security type
assigning security privileges 203
defined 161
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attributes, defined 55
business rules 116
categories 134
rules
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activity defaults 118
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adding 135
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default
benefits 137
settings 138
deleting 143
editing 142
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general information 135
printing 145
sorting 145
membership records, constituent security 190
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name display business rules 91
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international 7
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tables 6
toolbars 7
security 162
notepad security 218
notepad security by type
assigning security 218
defined 162
security type 218

O

object level security 160
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P

password 172

passwords
see also security
changing supervisor password 176
expiration options 130
logging in first time 158
user rights to change 173
working with 172
phone numbers, entering 9
phone type tables 15
pledges, memberships linked to 118
post to General Ledger 66
proposal attributes, defined 55

Q

Query
security 201

query
security type 201

R

ratings tables 18
RE:NetSolutions
security 220
record
security 179
records
security type
actions 188
appeals 194
assigning privileges 180
campaigns 191
constituent records 181
defined 160, 179
event 195
event actions 196
event jobs 197
funds 192
gift records 187
jobs 189
memberships 190
rename gift 101
reporting hierarchies 148
Reports
security 202
reports
security type
assigning security privileges 202
defined 161
return address information 9

S

salutations, see addressee/salutations
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searching for duplicate constituents 90 configuration 161, 206
security 155 constituency 161

adding a security group 165
adding a user 170

addressee/salutation on constituent record 187

addresses on constituent record 186
assigning
action security by type 223
administration privileges 205
batch, rights to 204
by constituency 213
by fund 216
campaign records, rights to 191
code tables, rights to 207
configuration, rights to 206
constituent records, rights to 181
event records, rights to 195
gift records, rights to 187
mail, rights to 203
notepad security by type 218
participant records, rights to 198
records privileges 180
reports, rights to 202
supervisor rights 177
bank account information 208
biographical 184
by constituency 213
changing supervisor password 177
code tables 207
credit card numbers 208
defined 158
deleting a security group 167
deleting a user 172
editing a security group 166
exclusion security, defined 160
groups 165
adding 165
defined 159
deleting 167
editing 166
inclusion security, defined 215
NetSolutions 220
object level security, defined 160
opening 162
passwords 172
procedures 164
proposal by purpose 220
rights, assigning 160
social security numbers 208
supervisor 176
system level security, defined 160
toolbars 164
types 178
action security by type 162, 223
administration 161
AM Pro integration 162
batch 161, 203
code tables 161, 207

dashboard 162

data health center 162
electronic funds transfer 203
export 161, 202

gift security by fund 161, 216
install samples 162

mail 161

MatchFinder 162
membership scanning 162
NetCommunity 162
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notepad security by type 162, 218

personal information 161

proposal security by purpose 162

query 161, 201
records 160, 179
reports 161, 202
security by constituency 213

user options 174

user rights to change passwords 173
user rights to change user options 174

users 170
adding 170
deleting 172
Windows authentication 171
working with passwords 172
security by constituency
exclusion 216
inclusion 215
security type
assigning security 213
defined 161
smart, defined 50
soft credits 100
spouse name, updating 105
supervisor rights 176
supervisor, security 176
system level security 160

T

tables 10
adding 11
deleting 22
editing 21
eliminating duplicate entries 19
finding entry 24
inserting new entry 21
moving entries 25
printing list of entries 23
sorting entries 25
viewing descriptions 26
tables, Configuration
adding donor category tables 13
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adding entries 11
awards tables 17
benefits tables 14
defined 6
deleting 22
editing 21
finding an entry 24
inserting 21
moving entries 25
phone type tables 15
printing a list 23
ratings tables 18
sorting entries 25
viewing table descriptions 26
taxes 146
toolbar
Configuration 7

U

user defined business rules 122
user defined rules
actions, adding 127
constituents 123
deleting 129
editing 129
gifts, adding 125
user options
rights to change 174
security 174
users, security
adding 170
deleting 172

W

Windows authentication 171
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