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chapter 1

What Is In This Guide?

In the Custom View Guide, you learn how to create a customized view of individual and organization constituent
records in your database. This makes it possible to view records containing only the information you want to see.
You can also learn about the following:

e “Custom View: Understanding Fields, Objects, and Settings” on page 11

e “Constituent Record” on page 34

e “Custom View Samples” on page 37

e “Setting Properties, Criteria, Grid Design, and Format for a Custom View” on page 53
e “Applying a Custom View” on page 73

e “Printing a Custom View” on page 80

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.



blackbaud

chapter 1

Custom View Quick Start

0 LT ol - T 3
Where is CUSTOM ViEW ? L o .o e e e e e e e e e e e et e e e 3
Building @ Custom View: The BasiCs ... ov vttt it e e et e et et et e et et et e 3
Applying a Custom View to @ ReCOrd . ... oot e e e e e e e e 4
Frequently Used Terms ... ..o iitiiit it iiieitnetenaesnnssonasosnsssnsosnssssnsssnssnnssanssans 5
SBCUNIY it iiiiit ittt ienntenaseneesonesoessoessosnsonnsssnsssasssanssonsssnsssnssssnsonnsas 7
Navigating in CUSEtOM VieW . ... i ittt ittt ittt tennrenaetooesonnsossasssnssnnsssnnsnns 8
ACCESSING @ CUSEOM ViBW . . it e et et e et e e e e e e e 8
Custom View Designer Toolbar . ... ..o e e e e e e e e e 10
USer OPtioNS .. ouiiiiiiiiiiiitiieeineesoensoensosnsonassonesosssosssssnssonssosnsosnssnnsons 11
Custom View: Understanding Fields, Objects, and Settings ............ciiiiiiiiiiiiiiieiinnnnrnnnss 11
Flelds SCrEeN . o e e e e 13
Available Fields . . ... e e 14
Additional ObJeCts ... e e e e 16
CUSEOM VieW DSigNer SCr BN .« . i ottt et e e e e e e et e e e e e e 20
Field Group Properties SCreeN . ..o vt e e e et e et e e e e e 22
Select GroUP StYlE SCrEEN ...ttt e e e e e e e 29
CrIteria SO tINgGS . .o e e e e e e e 31
Editin Grid DS N oottt e e e 32
FOrMat NG . . ottt e e e e e e e 33
Constituent Record . ... ..ottt ittt ittt i ttetteteasessassaseasonsansosssssasansnssnns 34
CUSTOM ViEW MO0 . . e e e e e e e e 36
Eit MOde . .. e e e e 37
Custom View Samples ... ...ttt ittt iie ittt tieeessosssassonssonnsosessonnsennssansss 37
Procedures

Opening an existing CUSTOM ViEW . ... it et et et et et e et e e e e 9



2 CHAPTER

Note: Custom View is shipped with The Raiser’s Edge and is located in Configuration.

With Custom View for The Raiser’s Edge, you can create a customized view of individual and organization
constituent records in your database. This makes it possible to view records containing only the information you
want to see. By creating these customized screens, you can select and view only what is important and functional
for your organization. Every field 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. By using this
customized viewing functionality, you can view constituent records in a way that specifically caters to you. For
example, you want to create a biographical view that includes basic biographical information for a constituent.
You can create a view listing biographical data such as the name, address, ID, and phone number for a
constituent. When you want to view only such information for a constituent, you can apply the basic biographical
custom view.

Warning: The Fields screen for Custom View is a list of export fields available with the Export module.
However, you cannot use existing exports in Custom View. For more information about Export, see the Query &
Export Guide.

To determine what to include in your custom view, use the export field list that already exists in

The Raiser’s Edge. Using the export field list, you can “drag and drop” the fields you want to view onto the
Custom View Designer screen. You can then reorganize and change properties for these fields. You can also use
roll up links, text labels, links to existing custom views, and saved parts to develop the custom view that fits your
needs. Saved parts are parts of a custom view such as a roll up link or a text label that make up the custom view.
You can save these parts to use when creating other custom views. Some saved parts are shipped with

The Raiser’s Edge and are listed under Saved Parts on the Fields screen. Using saved parts as building blocks to
create new custom views and edit existing ones helps you take advantage of useful objects that already exist.
Saved parts can also help you create uniform, consistent custom views, because you are reusing the same saved
parts for new custom views. You can also work with custom parts as building blocks to create new views. To use
advanced custom parts with Custom View, you must use the optional module VBA for Advanced Customization.
With the optional module VBA for Advanced Customization, you can tweak The Raiser’s Edge to design
customized screens that fit the purposes of your organization. The custom parts you create list under Custom
Parts on the Fields screen. For more information about using custom parts, contact Customer Support or see the
VBA/API help file. To view the help file, select Help, RE:VBA/API from the menu bar of The Raiser’s Edge shell.
Custom View is also shipped with sample custom views that you can apply to your constituent records as they
are, or edit them to fit your organization’s needs. To view custom view samples that are shipped with the
program, select Tools, Install Samples from the menu bar of The Raiser’s Edge shell. For more information about
installing and viewing samples, see the Program Basics Guide.

When building custom views, you can also change the look and feel of the images and text included in a custom
view. For example, on the Field Group Properties screen, you can change the font, color, size, and style of the text
in your custom view. You can also specify a background color and indentation. On the criteria screens for a field
group, you can further specify what types of information you want to view for a field group. For grids, you can
reorganize and resize columns.

Once your customized screen is complete, you can then open an individual or organization constituent record
and select a custom view to apply to the constituent record. When you apply a custom view to a constituent
record, you are in Custom view mode and the constituent record appears in a Microsoft Internet Explorer 6
window screen. The screen is view-only, so any changes you need to make to the constituent record must be
done from the normal constituent record view, or Edit mode. It is important to understand that Custom View
does not change the information stored in your database. This functionality simply allows you to view records in a
different way; in a customized way that is beneficial to you and your working needs. You can easily switch back
and forth from Custom view mode to Edit mode using the Run Custom View button on the constituent record
toolbar. Edit mode is the normal viewing mode for a constituent record (without an applied custom view). For
more information about constituent records, see the Constituent Data Entry Guide.

With Custom View, you can also print high-quality hard copies of your custom view screens. When you decide to
print a custom view screen, the information for the custom view becomes print-friendly. You do not need to
worry about how much information you include in a custom view, because when printing, the screen
automatically reformats to make sure all the information appears in the print version.
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The following sections explain the basic functionality, fields, and objects available with Custom View.

Quick Start

You can use Custom View to create view-only screens that matter to you. To help you understand the basics of
Custom View and where it is located in The Raiser’s Edge, use the following quick start sections. The rest of the
Custom View Guide outlines the fields and objects you can use to create a custom view. You will also find
procedures on how to create a custom view from scratch, using a template, and using saved parts. We suggest
reading these sections thoroughly so that you can use Custom View to its full potential.

To successfully build custom views, use the following steps as a general outline for getting started.

¢ Access Custom View by clicking Config on the Raiser’s Edge bar.

¢ Decide what fields and objects you want to include in your custom view.

¢ Drag and drop the selected fields and objects from the Fields screen to the Custom View Designer screen.
¢ Establish criteria for your fields and objects, changes settings, and specify properties.

e Save your custom view.

¢ Open a constituent record and apply a custom view by clicking the Run Custom View button on the constituent
record toolbar.

Where is Custom View?

To access Custom View, on the Raiser’s Edge bar, click Config. The Configuration page appears. Click Custom
Views to access the Custom Views page. From the Custom Views page, you can create custom views, open
existing custom views, and delete custom views.

& The Raiser's Edge =l
File Edit View Go Favortes Tool: Help

4 Back o Forward| Open in separate window

Configuration _ =l
General =
IJJL_ - Create a hew Custom View
Tables
e Click the link. above to create a custom view of a Constituent record.  This view ca
Sl include any information From the Constituent record as well as summary and other:
information,
Attributes
Financial e )
Institutions . Education
General Ledger Blackbaud sample containing education, relationship and giving history information
Letters P Delete this custom view
Inkernational
Busziness Bules e i
Fields . Membership
Membership Elackbaud sample containing membership history and giving history inFormation.
Categories % Delete this custom view
Custom Yiews
Penarting fromes

For more information about accessing Custom View, see “Navigating in Custom View” on page 8.
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Building a Custom View: The Basics

Note: To include a field label with a field, from the Fields screen press the CTRL key on your keyboard and
highlight the field. Once you drag and drop the field onto the Custom View Designer screen, the field and its
field label appear on the screen.

To build custom views, you can use the Fields screen and the Custom View Designer screen. The Fields screen
contains a list of all available export fields that exist in The Raiser’s Edge. The Fields screen also contains
additional objects, such as roll up links and frames, that can be used in creating a custom view. To include a field
or object in a custom view, use your mouse to select the field or object you want to include. Then, drag and drop
the field or object to the Custom View Designer screen. Once you drag and drop your selected fields and objects,
you can organize the fields and objects by selecting property, criteria, and grid design settings.

Fields
révalableFields —————————— {5 Eap view Help

Shnw‘|<A||> j : ESaveandClose'| (=] X|B B ”g

g [ 3

:- |
:

Aliases First Mame:  First MName
Credit Cards
Constitugnt Codes
Solicit Codes Constituent Code: Constituent Code
Solicieor Goals

Prirnary Alurmni information
Primary Business infarmation
Address
Addressee/Salutation
FRelationzhips

Appeals

Notes Membership
Letters Sent
Gifts

Fist Gift Mernbership ID Pragram

Last Gift
[ BTV bR LI

Last Mame: Last Mame

o Date

. Joined

,HHHHHHHHHHHHHHHHHH
e il e e el il o e o e
7 [ E AP AV A ) ) D P P P e

=
o
=

&dditional Objects

=-E Standard Objects

i A Teut Label

Image

Frame

A Roll Up Link

g Lirk to Custom Yiew
& SavedParts

1% Custom Parts | ﬂ

For more information about fields and objects, and choosing settings for them, see “Custom View: Understanding
Fields, Objects, and Settings” on page 11.

Applying a Custom View to a Record

Note: You do not have to close the Custom View Designer screen to apply a custom view to a constituent
record. You can apply custom views to a constituent record while working in Custom View.
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Once you create your custom view, you can apply it to any individual or organization record. When you apply a
custom view, you are in Custom view mode. When you are viewing the constituent record without an applied
custom view you are in Edit mode. To apply a custom view or switch back to Edit mode for a constituent record,
from the constituent record, click the Run Custom View button on the toolbar.

== Max G. Taylor

File Edit “iew Constituent Letter Favortes Tool: Help

ESaveandClose'|u|§'&'@'|N 4« » N|"|2'|?E||| ?'|&'II'
i I Media I v Actions I v Honor/temarial I Wolunteer I v Prospect I v Membel <Edit mode>
v Bio2 | v Addiesses | v AddresseessS alutations | v Relationships | v Appeals | Education
Biographical Preferred Address - Home

. " p Frozpect

Last name: | T aplar Aliages Country: | United States
_ I _I I Standard
First name: |Max Address lines: {3327 Dawson Strest Vil

Middl= name: {5 errene —|-|-I-v
All custom views are view-only. You cannot add, edit, or delete any constituent record information directly from a
custom view unless you are using custom parts with VBA for Advanced Customization. You must switch back to
constituent record mode, or Edit mode, to add or change any information.

For more information about applying custom views, see “Constituent Record” on page 34.

Frequently Used Terms

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

Additional Objects box. The Additional Objects box contains a list of the additional options available for a custom
view. In addition to the fields you can include on the Custom View Designer screen, you can also drag and
drop a text label, image, frame, roll up link; and create a link to an existing custom view. From this box, you
can also select saved parts and work with custom parts.

Available Fields box. The Available Fields box contains a list of all export fields and their parent groups in
The Raiser’s Edge. You can use this export field list to create custom views. The one-to-one and one-to-many
fields are listed as categories of information, which can be expanded to reveal all fields that fall under each
category. You can drag and drop any of these fields onto the Custom View Designer screen to build your
custom view. For more information about one-to-one and one-to-many fields, see “Available Fields” on
page 14.

Building block. A building block is a phrase used to describe a saved part of a custom view, such as a text label or
frame, that you can use in building new custom views. For example, you create a custom view containing a
text label as a header. You want to use the same text label as a header for other custom views. You can save
the text label as a saved part and drag and drop that saved part when building new custom views. This
method of creating custom views is referred to as the “building block” method.

Custom part. To use custom parts, you must use the optional module VBA for Advanced Customization. With VBA
for Advanced Customization, you can use custom parts to enhance the Custom View module further by
tailoring the entire module to suit your working needs. Custom parts you create appear under Custom Parts
in the Additional Objects box. For more information about custom parts, VBA for Advanced Customization,
and how you can use them together, call Customer Support.

Custom view. A custom view is a specific view you create for individual and organization constituent records. You
can create unlimited custom views and use them to view constituent records in your database in a way that
suits your working needs. You create custom views using export fields, roll up links, text labels, frames,
images, saved parts, and custom parts while easily moving back and forth from Custom view and Edit mode
for the constituent record.
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Drag and drop. Drag and drop is the method you use to bring over fields and objects to the Custom View Designer
screen. For example, you can drag and drop one-to-one fields such as Age and Birth date, or one-to-many
field groups such as Gifts and Tributes. You can also drag and drop text labels and frames. Once you select the
desired fields and objects for your custom view, you can establish criteria and properties for those fields and
objects, and view your constituent records using the new, customized view.

Edit mode. Edit mode is the normal view of a constituent record. When you apply a custom view to the
constituent record, you immediately leave Edit mode and enter Custom view mode. Your view varies,
depending on the type of custom view you apply to the constituent record. You can add to and edit a
constituent record only when in Edit mode. Custom view mode is view-only. For more information about
constituent records, see the Constituent Data Entry Guide.

Field label. A field label is the name of the field you drag and drop to the Custom View Designer screen. For
example, you want to drag and drop the First name field to the Custom View Designer screen. In addition to
the First name field, you want to be able to view the name of the field, or “field label”, in your custom view. To
bring over the field and the field label, click CTRL on your keyboard and drag and drop the First name field
onto the Custom View Designer screen. The field and field label display.

Frame. A frame can be used as a border for an object, such as an image or text label. You can drag and drop a
frame to the Custom View Designer screen and then drag and drop an object inside of the frame. The frame
serves as a border to the information you include inside the frame. For example, you drag and drop a frame to
the Custom View Designer screen. You then drag and drop a text label inside the frame and double-click the
text label to change the text. A frame now surrounds the text you included. Once you drag and drop a frame,
you can establish border widths and other properties for your frames. You cannot, however, add text directly
to a frame.

Group. A group is a categorization of the two types of fields you can include in your custom view. In
The Raiser’s Edge, two types of criteria groups exist: one-to-one field groups and one-to-many field groups.
One-to-one and one-to-many field groups illustrate the relationship between groups of fields. A one-to-one
field group is composed of fields for which only one value exists in your database. For example, the Nickname
field is a one-to-one field because only one value can be used for the Nickname field. A one-to-many field
group is composed of fields for which several values exist in your database. Any gift field is an example of a
one-to-many field group because several gifts can exist for one constituent.

Image. An image is a graphic, such as a picture, that you can include in your custom view. For example, you want
to include a small notepad graphic beside each roll up link in your custom view. This is your way of specifying
that additional information exists within the roll up link. Images also provide a way of helping you apply
creativity to your custom views. Not only are you customizing constituent record screens to suit your viewing
needs, you may also choose to add special images that help you work with your constituent records.

Link to custom view. A link to custom view is a link you can include in your custom view that is mapped to an
existing custom view. You can click on the custom view link to access the custom view to which you mapped.
For example, you created a Biographical custom view and a Gift custom view. You want to be able to easily
toggle back and forth between the two views. You can open the Biographical view, add a link, and map to the
Gift custom view. Each time you open the Biographical view for a constituent record, you can click on the Gift
custom view link to immediately access the Gift custom view for the constituent.

One-to-many field group. A one-to-many field group is composed of fields for which several values exist in your
database. For example, the Gifts group is a one-to-many field group because each constituent record can be
associated with more than one gift. Notes is another one-to-many field group because each constituent can
have more than one notepad in the constituent record. You can recognize a one-to-many field group in two
ways. One-to-many field groups display in The Raiser’s Edge as an icon depicting one table related to other
tables in the Available Fields box. You can also recognize one-to-many field groups because when you select
to include a one-to-many field, a screen appears asking you to select a grid or free form layout for the field.
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One-to-one field group. A one-to-one field group is composed of fields for which only one value exists in your
database. For example, the Spouse group is a one-to-one field group because only one relationship in a
constituent’s record is considered a spouse. Preferred Address is another one-to-one field group because
each constituent can have only one preferred address in his record. You can recognize a one-to-one field
group in two ways. One-to-one field groups display in The Raiser’s Edge as a single table icon in the Available
Fields box on the Fields screen. You can also recognize one-to-one field groups because you can drag and
drop the fields under a specific field group without specifying to view the field in a grid or free form layout as
you do with one-to-many fields. For example, unlike one-to-many fields, you can drag and drop the Age field
under the Biographical group without being asked to specify grid or free form layout for the field.

Roll up link. A roll up link is a link you can add to your custom view that can expand to include additional fields,
images, frames, or additional information you want to include. Once you finish adding additional information,
you can collapse the link so it appears as a link only. Collapsing the roll up link saves space on your custom
view, and is easily accessible to expand whenever you need to view the additional information. To collapse a
roll up link, click anywhere outside of the roll up link or click on the link itself.

Saved part. A saved part is an object you can save to use in new or existing custom views. Once you save a part, it
appears under Saved Parts in the Additional Objects box of the Fields screen for any custom view. You can
use one-to-many field groups, text labels, images, frames, roll up links, and links to custom views as saved
parts. Any saved parts that ship with Custom View appear under the Saved Parts. To save a part, simply
right-click on the object and select Save part, or select Edit, Save part from the menu bar on the Custom View
Designer screen.

Text label. A text label is an object you can drag and drop on the Custom View Designer screen and can be used to
add text to the screen of a custom view. For example, if you want to include educational information for a
constituent, you can create a text label that reads “Education”. You can then drag and drop the specific
education fields onto the Custom View Designer screen and position the fields to appear under the text label.
To change the text for a text label, simply double-click the text label. Text labels, as well as all other available
objects, are flexible and can be used in a variety of ways.

Security

Security options ensure the consistency and confidentiality of your data by limiting access to records and
functions to only approved users. For example, by limiting access to constituent record fields, as well as other
functionality in The Raiser’s Edge, you can control who can process, change, or delete information for your
organization.

Custom View respects all security defined in The Raiser’s Edge. For example, when a user has specific legend
colors defined on the Legends screen for gifts, Custom View respects those definitions. Because of this, gifts
appear in any custom view as specified on the Legends screen. It is also important to note that when in Edit mode
(constituent record mode), a user can only view what his security parameters allow. For example, when you are
building custom views, you have access to all export fields. However, when you open a constituent record and
view the constituent record in either Custom view or Edit mode, security respects the settings in

The Raiser’s Edge as defined for you and other users in your organization. Even though you are able to view all
fields when building custom views, when you switch to Edit mode, you may be prohibited from viewing the actual
information entered in those fields. For more information about establishing security options in

The Raiser’s Edge, see the Configuration & Security Guide.
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Navigating in Custom View

From the Custom Views link of Configuration, you can create a new custom view or open existing custom views
for editing. To access the Custom Views page, on the Raiser’s Edge bar, click Config. The Configuration page
appears. Click Custom Views. The Custom Views page appears. From the Custom Views page, you can create and
edit custom views to suit your specific working needs.

i The Raiser's Edge HEE
File Edit “iew Go Favoites Took Help

4 Back Forward| Open in separate windaw

Im H Home
¢
f Configuration i =
e
General IJJL - Create a new Custom View
Tabl
] Click the link above to create a custom view of a Constituent record, This view can
Addressees / include amy information from the Constituent recard as well as summary and other
S alutations infarmation,
Abtributes P
Financial I,]JL * Education
Institutions

EBlackbaud sample containing education, relationship and giving histary infarmation,
General Ledger i X
7 Delete this custom view

Letters

International =

Business Rules ".IL * Membership |
Fields Elackbaud sample containing membership history and giving history information,

Membership ¥ Delete this custom view

Categaries

e
"]L_' Prospect

Reporting
Hierarchies Blackbaud sample containing prospect, proposal, financial, ratings, and giving history information,
% Delete this custom view T
Custom Views
% Creste screens individually tallored to each uzer's rale in your organization
Welcome to The Raizer's Edge 7 o

From the Custom Views page, you can use the Create a new Custom View link to create a customized view of the
constituent records screens in your database. In addition, existing custom views appear as links on the page. To
delete a custom view, click the Delete this custom view link under each existing custom view on the screen.

Accessing a Custom View

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

From the Custom Views page, you can create a new or open an existing custom view. To open and work with
custom views, you must have appropriate security rights. For more information about security, see the
Configuration & Security Guide.
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» Opening an existing custom view
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.

#% The Raiser's Edge M=l 3

File Edit View Go Favortes Took Help

4 Back & Fnrwald| Open in separate window

contigura

Configuration ;I

General b Gereral ¥ International
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Financial b General Ledger ¥ Raporting Hierarchies
Inztitutions

b Leters
General Ledger
Letters
International

Business Rules
Fields

tembership
Categories

Custom Yiews

Fepoiting
Hierarchies

General

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

s [EIEEIE R

‘w/elcome to The Raizer's Edge 7

2. Click Custom Views. The Custom Views page appears.

he Rai Edge
File Edit View Go Favortes Tools Help

4 Back & Folward| Open in separate windouw

@le

Configuration 15
=

EfEreH “JL Create a new Custom View

Tables Click the link above to create a custom view of a Constituent record.  This view can

Addressees # include any information from the Constituent record as well as summary and other

Salutations information.

Attributes P

Financial IJJL Education

Institutions

Blackbaud sample containing education, relationship and giving history information.
General Ledger
K Delete this custom view

Letters

Intemnational e

Business Rules I-IJL * Membership |
Fields Blackbaud sample containing membership history and giving history information.

tembership ¥, Delete this custom view

Categaries

o
“JL Prospect

Reporting
Hierarchies Blackbaud sample containing prospect, proposal, financial, ratings, and giving history information,

K Delete this custom view &

Custom Views

@ Create screens individually tailored to each user's role in your organization

Welcome to The Raiser's Edge 7
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3. Click the link of the custom view you want to open. The custom view appears.

Fields i
rAvalable Fields—————————————[Fj. Fit Wiew Help

Shy I
= = = I Save and Close - | [ 3¢ ‘ L= 1 °4 Hg

~lalx|

x |

First Marne: First Name
Credit Cards
Constituent Codes
Salicit Codes Constituent Code: Constituent Code
Solicitor Goals

Primary Alurani infarmation
Primary Business infarmation
Address

AddressesdS alutation
Relationships

Last Mame: Last Mame

Netes Mermbership

Date

First Gift Mermbership ID Program Tnined

Additional Dbjects
=- Standard Objects
: A TestLabsl

A FollUp Link

i emf Link to Custom View
E2 Saved Parts

L i#) Custom Parts | /|

4. Make any necessary changes to the custom view and click Save and Close on the toolbar. You return to
the Custom Views page.

Custom View Designer Toolbar

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

The toolbar contains buttons representing common commands for a custom view. You can use these buttons as
alternatives to menu commands to save time when creating and working with custom views.

|E Save and Cloze -

Save and close the custom view (Save as can be accessed from the down arrow beside Save and Close.)

Save the custom view

Delete the custom view

Change the criteria applied to a group

Format a field

Enter grid design mode to resize and reorder columns in a group
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Display the Field screen

2

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

User Options

User options are preferences you set that affect how The Raiser’s Edge looks and runs on the workstation you
are using. User options are login-specific, which means if you log into any workstation using your password, your
preferences are active on that workstation. When you log off that workstation, your preferences are not active
for any other user.

Custom View respects all security and user options defined in The Raiser’s Edge. For more information about
User Options, see the User Options chapter of the Program Basics Guide.

Custom View: Understanding Fields, Objects,
and Settings

Custom View for The Raiser’s Edge is a very useful tool to view information stored on an individual or
organization constituent record in a way that suits your working needs. With Custom View, you can view the
constituent record information in a useful, creative way that helps you work faster and more efficiently. The key
to Custom View is that you are in control of creating your own view of a constituent record. Perhaps you and your
colleagues have different tasks, requiring you to use information in The Raiser’s Edge in very specific ways. You
may need a customized view of a constituent record, while your colleague may need to view all available
information. With Custom View, you can build your own view, including the fields and objects you want.
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Custom View is a feature that differs a little from other modules available with The Raiser’s Edge. You can think
of Custom View as a virtual shell of information that you can manipulate to get a desired view. Any view you
create is view-only, allowing you to change only the look of a constituent record, not the data stored on a
constituent record. To create custom views, you work mainly with the Fields screen and the Custom View
Designer screen. To create a custom view, you must first select the types of fields and objects you want to view
for a constituent. The Fields screen lists all export fields in The Raiser’s Edge. For more information about export
fields, see the Query & Export Guide. Once you decide what fields and objects you want, you can drag and drop
them to the Custom View Designer screen, and establish criteria and properties for your selections.

=1olx|

révalable Fislds————————m P e ﬂeln‘

d |<" [ _ ESaveandC\osev| =] X|ﬁ 14 |E

2. |

ey Aliases First Mame: First Mame
Credt Cards
Constituent Codes
Solicit Codes Constituent Code: Congtituent Code
Solicitor Goals

Frimary Alumni information
Frimary Business infarmation
-B Address

-B Addressee/Salutation

-E FRelationships

TRy Appeals

T Motes e mbership
Letters Sent

Last Mame: Last Name

H
H
H
H

Tirnes 35 Date:
Renewe : 1L

Membership 1D Prograrn Joined

Last Gift
B s =
4 Find..|

Additional Objects
=B Standard Objects
o A TestLabel

:Tg Lirk. to Custom Yiew
+-E8 Saved Parts
- #) Custom Paits &

Warning: The Fields screen for Custom View is a list of export fields available with the Export module.
However, you cannot use existing exports in Custom View. For more information about Export, see the Query &
Export Guide.

You can then view your custom view by opening a constituent record and clicking the Run Custom View button
on the constituent record toolbar. Once you click the button, all custom views that you created appear as menu
options. You can then apply the custom view of your choice. The title of the custom view you apply appears in the
title bar of the constituent record. You can easily switch back and forth between Edit mode, or normal
constituent record view, and your own personalized, custom view. While you can build any type of view you
want, it is impossible to disturb any of the information that currently exists on a constituent record. Remember,
Custom View helps you build view-only screens. You never have to worry about tampering with constituent
record data that already exists. Along those same lines, because custom view screens are view-only, you cannot
add or edit the information on a constituent record through a custom view. To add or edit any information on a
constituent record, you must make additions and changes directly from Edit mode.

To successfully use Custom View, use the following steps as a general outline for getting started.

Note: You do not have to close the Custom View Designer screen to apply a custom view to a constituent
record. You can apply custom views to a constituent record while working in Custom View.

Access Custom View by clicking Config on the Raiser’s Edge bar.

Decide what fields and objects you want to include in your custom view.

Drag and drop the selected fields and objects from the Fields screen to the Custom View Designer screen.

Establish criteria for your fields and objects, changes settings, and specify properties.
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e Save your custom view.

¢ Open a constituent record and apply a custom view by clicking the Run Custom View button on the constituent
record toolbar.

Fields Screen

Warning: The Fields screen for Custom View is a list of export fields available with the Export module.
However, you cannot use existing exports in Custom View. For more information about the Export module, see
the Query & Export Guide.

To successfully create functional custom views, you can select from a list of fields to include on the Custom View
Designer screen. The available fields are all export fields that exist in The Raiser’s Edge. When you select to
create a new custom view, the Custom View Designer screen and the Fields screen appear. The Fields screen
includes a list of one-to-one and one-to-many field groups that you can drag and drop onto the Custom View
Designer screen. For more information about these field groups, see “Available Fields” on page 14.

—&vailable Fields

Show. | <Al ]

Spouse
-y Aliases
[#1-Bgy Credit Cards

[-Bgy Constituent Codes
-y Solicit Codes

A-By Solicitor Goals

Primary &lurnni information
Primary Buzsiness information
Addresz
Addrezzes /S alutation
Relationzhips

Appealz

Motes

[+
=l

O
P P ) 0 0 ]

+]--

ol

= Letters Sent
-l Gifts

7 First Gift |

oyl

&

i Find...l

Additiohal Objects

=~ Standard Objects
o b A Test Label
Image

[=] Frame

- A FollUp Link

L 25 Link to Custom Yiew
Saved Parts
f %] Customn Parts

Drag and drop is the method used to bring over fields from the Fields screen to the Custom View Designer screen.
Simply select the field you want to include, drag the field over to the Custom View Designer screen, and drop the
field onto the screen. Once you drag and drop your selected fields, you can organize the fields the way you want
them to appear in the view. For example, on the Fields screen, select the Last Name field and drag and drop it
onto the Custom View Designer screen. Once you drop the field, you can then move the field around and specify
properties, such as font and background, for the field. For more information about the available fields to use, see
“Available Fields” on page 14.
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In addition to the list of export fields you can use to create your custom views, you can also use objects such as
roll up links, text labels, saved parts, and frames to develop customized views suited to your specific working
needs. For example, with a roll up link, you can store additional, useful information related to the constituent
record. A roll up link is designed to expand and collapse so you can view the additional information when you
want and collapse the roll up link when you finish viewing. Images are useful when you need to store specific
graphic files on a constituent record. These objects are designed specifically to help you create customized views.
For a detailed description of the available objects you can use, see “Additional Objects” on page 16.

Available Fields

Using the Available Fields box on the Fields screen, you can select and define any export field to use for your
custom views. When selecting the types of fields you want to include, in the Show field, you can select to show all
available fields, or you can select to show a specific criteria groups of fields. Examples of criteria field groups you
can view include Biographical, Tributes, and Summary information.

Fields |

—Available Fields
Show: | <Al =]

Biographical
Spouse
By Aliazes
By Credit Cards
By Constituent Codes

By Solicit Codes

By Solicitor Goals

Primany Alumni infarmation
Frimarny Buginess information
Address

- AddreszeesSalutation
T

Relationzhips
Appeals
Motes

By Letters Sent

-y Gits
- First Gift =

i Find...l

A Criteria field group is a group of related fields from the same record type. For example, the Biographical group
contains all the fields on the main constituent record and a Gift group contains all the fields contained in a gift
record. In The Raiser’s Edge, two types of criteria field groups exist: one-to-one field groups and one-to-many
field groups. One-to-one and one-to-many field groups illustrate the relationship between groups of fields. Below
is a description of these groups and how they can be used in creating your custom views. For more detailed
information about criteria field groups for export fields, see the Query & Export Guide.




Custom VIEW QuUICK START 15

One-to-One Field Groups

A one-to-one field group is composed of fields for which only one value exists in your database. For example, the
Spouse group is a one-to-one field group because only one relation in a constituent’s record is considered a
spouse. Preferred Address is another one-to-one field group because each constituent can have only one
preferred address in their record. You can recognize a one-to-one field group in two ways. One-to-one field
groups display in The Raiser’s Edge as a single table icon in the Available Fields box on the Fields screen. You can
also recognize one-to-one field groups because you can drag and drop the fields under a specific field group
without being asked to specify grid or free form layout for the field. For example, unlike one-to-many fields, you

can drag and drop the Age field under the Biographical group without being asked to specify grid or free form
layout.

Fiels
—Available Fields
Show: | <Al =]

qraphical =
Academy Date Last Chang
Academy D b
Academy Last Changed By
Added By

One-to-Many Field Groups

A one-to-many field group is composed of fields for which several values exist in your database. For example, the
Gifts group is a one-to-many field group because each constituent record can be associated with more than one
gift. Notes is another one-to-many field group because each constituent can have more than one notepad in the
constituent record. You can recognize a one-to-many field group in two ways. One-to-many field groups display in
The Raiser’s Edge as an icon depicting one table related to other tables in the Available Fields box.

—Available Fields
Show: | <Al =]
: Gt ;I
Acknowledge
----- 0 Acknowledge date J
ol Added By
B Amount

You can also recognize one-to-many field groups because when you select to include a one-to-many field, a screen
appears asking you to select a grid or free form layout for the field. For example, to include gift information for a
constituent, you must first drag and drop the Gifts group or any field under the Gifts group. A screen then
appears asking you to select to view the group as a grid layout or free form layout. Once you decide how you
want to view the gifts, you can begin dragging and dropping additional fields that exist under the Gifts group, and
specifying the criteria for the fields. It is important to remember that you can include only fields for a
one-to-many field group that exist under that group. For example, you cannot include an action-specific field
under the Gifts group.

In addition, when viewing custom views that contain one-to-many field groups, at times, you can click
information included in a custom view. For example, when you create a Gifts grid for a custom view, listing the
Campaign, Fund, and Appeal fields, when you select to apply the custom view, any campaign, fund, or appeal
record shown on the custom view becomes a link. You can then click the link to view the campaign, fund, or
appeal record.
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When you work with primary one-to-many fields that contain secondary one-to-many fields within that group,
you must first include the primary field group as free-form layout before you can include the secondary field
group. For example, if you want to include the Campaigns one-to-many group, you must first include the Gifts
one-to-many group as free form layout. Then, you can select the Campaigns field group as either free form or
grid layout. In this case, the field groups rely on settings from each other. In this example, you cannot include the
Campaigns field group until you include the Gifts field group. For more information about setting up one-to-many
field groups on the Custom View Designer screen, see “Select Group Style Screen” on page 29.

Additional Objects

In addition to the Available Fields box on the Fields screen, the Additional Objects box is also useful in creating a
custom view. In the Additional Objects box, several options exist to help make your custom view easier to view;
more specific; and most importantly, designed to fit your working needs. To view additional objects, click the plus
sign to the left of the group name to reveal available options. For example, click the plus sign next to Standard
Objects to reveal the available standard objects. Available options include Text Label, Image, Frame, Roll Up Link,
and Link to Custom View.

You can also click the plus sign next to Saved Parts to reveal available saved parts you can use. Saved Parts lists
any saved parts you create, as well as saved parts from the sample custom views shipped with Custom View.
Custom parts you create list under Custom Parts. To use custom parts, you must use the optional module VBA for
Advanced Customization. For more information about using custom parts, contact Customer Support or see the
VBA/API help file. To view the help file, select Help, RE:VBA/API from the menu bar of The Raiser’s Edge shell.

Additional

----- A RaollUp Link

----- g5 Link to Custom Yiew

=-Eg Saved Parts b
----- Annotation

----- Buz Phones LI

Text Label

A text label is an object you can drag and drop on the Custom View Designer screen and use to add text to the
screen of a custom view. You can use text labels as header information in your custom view, as well as to help
organize your custom view into chunks of information. For example, you can include a text label called “Bio
Information”. Under “Bio Information”, you can list various biographical fields such as First name, Last name, and
Age. The “Bio Information” text label designates where the biographical information for a constituent is located
in your custom view. To add or edit text in a text label, simply double-click the text label.

i Custom Yiew Designer - Bio Custom Yiew
Eile Edit “iew Help

ESaveandEIDSEv| = }{|ﬁ W

?"’
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Image

An image is a graphic, such as a picture, that you can include in your custom view. For example, you want to
include a small graphic of a book beside each roll up link in your custom view. This is your way of specifying that
additional education information exists within the roll up link. Images also provide a way of helping you apply
creativity to your custom views. Not only are you customizing constituent record screens to suit your viewing
needs, you may also choose to add special images that help you with your constituent records.

File Edit “iew Help

b 5ave and Cloze = [ }(|ﬁ | V4 e 7.
First Mame Last Name
School name Degree
Class
of
@ Pollup Link
Frame

A frame can be used as a border for an object, such as an image or text label. You can drag and drop a frame to
the Custom View Designer screen, and then drag and drop an object inside of the frame. The frame serves as a
border for the information you include inside of the frame. For example, you drag and drop a frame to the
Custom View Designer screen. You then want to include text inside the frame. You can drag and drop a text label,
and then double-click the text label to change the text. You can then establish properties for the frame, such as
border width and color. You can also save the frame block with the fields you selected to include inside the frame

as a saved part. For more information about establishing properties, see “Setting Properties, Criteria, Grid Design,
and Format for a Custom View” on page 53.

i Custom Yiew Designer

File Edt “iew Help

E]Saveandlilnse* u ‘K|ﬁ E e ? h
First Mame Last Name
School name Degree
Class
af

Follup Link
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Roll Up Link

A roll up link is a link you can add to your custom view that can expand to include additional fields, images,
frames, or any additional information you want to include. Once you finish adding additional information, you
can collapse the link so it appears as a link only. The idea of a roll up link is to save space on your screen. With a
roll up link, you always have extra room to add additional information as needed. Collapsing the roll up link saves
space on your custom view, and is easily accessible to expand whenever you need to view the additional
information.

File Edt “iew Help

b 5ave and Cloze = [ }(’|ﬁ V4
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Link to Custom View

A link to custom view is a link you can include in your custom view that is mapped to an existing custom view. You
can click on the custom view link to access the custom view to which you mapped. For example, you created a
Gift custom view and a Membership custom view. You want to easily toggle back and forth between the two
views. You can open the Gift view, add a link, and map to the Membership custom view. Each time you open the
Gift view for a constituent record, you can click on the Membership custom view link to immediately access the
Membership custom view for the constituent. To add or edit text for a link to custom view, simply double-click
the link.

i Custom Yiew Designer

File Edit “iew Help

ESaveandEIDSEv| -] }{|E W

?"’

Saved Parts

A saved part is an object you can save to use in new or existing custom views. Once you save a part, it appears
under Saved Parts in the Additional Objects box of the Fields screen. You can use one-to-many field groups, text
labels, images, frames, roll up links, and links to custom views as saved parts. Any saved parts that ship with
Custom View templates also appear under the Saved Parts group. To save a part, right-click on the object and
select Save part, or select Edit, Save part from the menu bar on the Custom View Designer screen.

Additional Dbjects

= EF Standard Objects -
----- A TestLabel

..... Image

..... & Fall Up Link,
----- g5 Link to Custom Yiew

----- Annatation
----- Buz Phones -
----- Buziness Infao.
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Custom Parts

To use custom parts, you must use the optional module VBA for Advanced Customization. You can use custom
parts to enhance the Custom View module further by tailoring the entire module to suit your working needs. With
the optional module VBA for Advanced Customization, you can tweak The Raiser’s Edge to design customized
screens that fit the purposes of your organization. You can also use custom parts to create links to external
applications and make editable fields. Once you create custom parts, they appear under Custom Parts in the
Additional Objects box of the Fields screen. For more information about custom parts, VBA for Advanced
Customization, and how you can use them together, contact Customer Support or see the VBA/API help file. To
view the help file, select Help, RE:VBA/API from the menu bar of The Raiser’s Edge shell.

Additional Dbjects

----- Preferred Phones LI
----- Propozals

----- Fatings

----- Recent Actions

----- Fecent Mates

----- Felationzhips

----- IJncompleted Actions
----- Yalunteer Info

ztom Parts

Custom View Designer Screen

Note: You can hover your mouse over one-to-one field groups to view the field group path to which a field
group belongs. For example, when you hover over the First Name field, you can see that the path for First
Name is Constituent/ Biographical/ First Name. You can also view paths for one-to-many field groups in free
form layout. Paths can also be viewed in the status bar of a custom view.
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When working with custom views, the Custom View Designer screen is the platform you use to create and change
all custom view designs. You can think of the Custom View Designer screen as a palette for your work. Once you
select the fields you want to appear for a custom view, you can use the Custom View Designer screen to

reorganize the fields, specify properties for those fields, and include objects, such as roll up links and text labels.

i Custom Yiew Designer - Org Contact & Match Gift
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Once you drag and drop the fields you want to appear for the view, you can move the fields around on the screen

by clicking the field. The field is highlighted and you can then move the entire field anywhere on the screen. To
include a field label with a field, press the CTRL key on your keyboard and click both the field label and the field
itself. You can now drag and drop both the field and the field label together onto the Custom View Designer
screen. When you select not to include the field label with a field, and you apply a custom view to a constituent
record, you view only the values for the fields you selected for the custom view.

You may find that once you begin using Custom View, including the field labels on a custom view can be quite
beneficial. Including field labels is also useful when you want to make sure the two items stay equally aligned in
your custom view. You can also move multiple fields at the same time on the Custom View Designer screen. To
move multiple fields at once, highlight a field, and click CTRL on your keyboard. Then, highlight the additional
fields you want to move. It is important to spend time thinking about how you want to design your custom views.
Carefully planning the layout is a key element in using Custom View to its full potential.

When you finish including the fields you want on the Custom View Designer screen, you can establish properties,
set criteria, edit grid blocks, and specify formatting options for your fields. With one-to-many field groups, you
can work with properties and criteria. When you include a one-to-many field group in grid layout, you can also
edit the grid block. When you are working with one-to-one field groups, you can only establish properties for
those fields. You can specify formatting options for fields such as date fields and addressee fields. For example,
when working with date fields, you can specify the date to appear in long or short date format.
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When establishing properties, setting criteria, editing grid blocks, and specifying formats, you must highlight the
item with which you are working. Once you click or highlight the item, a blue, dotted line appears around the
item. The Criteria, Edit, Properties, and Format buttons also appear on the bottom right corner of the item with
which you are working. The following sections describe options you can use to help make your custom views
more specific for your viewing needs.

Field Group Properties Screen

Note: You can also specify properties for a field or field group by selecting Edit, Properties from the menu bar,
or by clicking the Properties button on the toolbar.

You can establish property settings for both one-to-one and one-to-many field groups. For example, when setting
properties, you can change the color and look of the font for a field, change the background color of a grid,
establish border size, and specify indentation for a field. To apply properties to a field group, click the field group
block so the block is highlighted. Once the block is highlighted, click the Properties button located on the bottom
right corner of the field group block.

i Custom Yiew Designer - Basic Bio and Tribute
File Edit Wiew Help
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The Field Group Properties screen appears for the specific field group with which you are working. For one-to-one
field groups, such as First Name or Last Name, you can select to specify the Font, Background, and Edges for a
field group. These same options also appear when you work with one-to-many field groups in a free form layout.
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Font

To work with font and spacing for a field group, from the Field Group Properties screen, click Font on the left of
the screen. Several selections appear on the right side of the screen. For example, you can establish the font,
color, and style for the field group with which you are working. You can view real-time examples of your
selections using the viewing box at the bottom of the screen.

Field Group - <Put Group Hame Here>» E3

. Field Group Properties
Uz the zettings below to change the appearance of this figld in your custom screen. The preview
pane at the bottom shows how the figld will look, when vou apply these settings.

A
AFont Fant[s]: I'Times Mew Roman' - | |

¥ Background
~ Size Small bt Pl
e | =l ot =l
LColor: IEIaCk "I |
Shyle: [ Undeline [ Shikethrough [ Deverline
I ltalic [ Bold [ Bolder [ Small Caps
Alignment: ILeft | |<Not Selb» 7 INnrmaI |

Capitalization. [Nore =]
Indentation: [T [ot =]
Letter spacing: [Nomal = fpz ~]
Line spacing: [Momal = fpz -]
Teut diection: [Lefttoright =)

Freview

First Mame: First Name

Last Mame: Last Mame

ID: ID

0k | Cancel

Font(s). In the Font(s) field, you can select the type of font you want to apply to the field with which you are
working. Examples of font selections include Times New Roman and Arial. To search for different fonts not
currently listed in the Font(s) field, click the ellipsis to access the Font Picker screen. From the Font Picker
screen, you can select additional installed fonts.

Size. In the Size field, you can select the size you want to apply to the font of the field with which you are
working. Examples of size selections include Medium and Small. When you select “Custom” in the Size field,
an additional field appears, so you can specify a size not currently listed in the Size field.

Color. In the Color field, you can select the color you want to apply to the font of the field with which you are
working. Examples of color selections include Black and Blue. To search for different colors not currently listed
in the Color field, click the ellipsis to access the Color Picker screen. From the Color Picker screen, you can
select additional colors to apply to your field.

Style. You can select a Style to apply to the field with which you are working. The style options you can select
include Underline, Strikethrough, Overline, Italic, Bold, Bolder, and Small Caps. To apply a style, mark the
checkbox next to the style selection you want. For example, if you want the font to appear in bold, mark the
checkbox next to Bold.
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Alignment. In the Alignment field, you can select the alighment for the field with which you are working.
Examples of alighment options include Left and Right. For example, if you select “Left” in the Alignment field,
the data in a field is lined up on the left side of the custom view screen. When you select “Justified” in the
Alignment field, additional fields appear where you can specify the alignment.

Capitalization. In the Capitalization field, you can select the type of capitalization for the field with which you
are working. Examples of capitalization include Initial Cap and lowercase. For example, to set the datain a
field to appear as all lowercase letters, select “lowercase” in the Capitalization field.

Indentation. In the Indentation field, you can enter a number to specify the amount of indentation you want for
the field with which you are working. For example, when you enter “1” in the Indentation field, you can see
that the field text is indented by one. In the adjacent field, you can select the type of measurement to apply to
the number you enter. When you enter “1”, for example, you can select “px” for pixels or “mm” for
millimeters.

Letter spacing. In the Letter spacing field, you can select a letter-spacing option for the field with which you
are working. Your selection in this field determines how much space exists between each letter in the field.
For example, when you select “Custom” in the Letter spacing field, you can enter a number in the adjacent
field that specifies the amount of space you want between each letter. Once you enter a number, you can
specify the measurement for the number. Examples of measurements include px for pixels or mm for
millimeters.

Line spacing. In the Line spacing field, you can select line-spacing for the field with which you are working. Your
selection in this field determines how much space exists between each line in the field. For example, when
you select “Custom” in the Line spacing field, you can enter a number in the adjacent field that specifies the
amount of space you want between each line. Once you enter a number, you can specify the measurement
for the number. Examples of measurements include px for pixels or mm for millimeters.

Text direction. In the Text direction field, you can select a text direction for the field with which you are
working. Your selection in this field determines the direction of the text flow in the field. For example, you can
select “Left to right” in the Text direction field to specify that the text read from left to right on the custom
view screen.
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Background

To work with background color and imaging for a field group, from the Field Group Properties screen, click
Background on the left of the screen. Several selections appear on the right side of the screen. For example, you
can establish the background color and image position for the field group with which you are working. You can
view real-time examples of your selections using the viewing box at the bottom of the screen.
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Color. Under Background color, in the Color field, select a color to apply to the background of the field with
which you are working. Examples of color options include White and Blue. To search for different colors not
currently listed in the Color field, click the ellipsis to access the Color Picker screen. From the Color Picker
screen, you can select additional colors to apply to your field.

To make the background color clear, mark the Transparent checkbox. No color is used when you mark this
checkbox.

Image. Under Background image, in the Image field, select an image you want to use as the background for the
field with which you are working. For example, your organization has an annual fundraiser each year that
serves as the backbone of your organization. For motivation purposes, you may want to include a background
pattern of coins or dollar bills so each time you apply your custom view, a running pattern of money appears
as a background image. Remember, adding creativity when designing your custom views can prove both
helpful and motivational.

In the Tiling field, you can select a tiling style such as tiling in horizontal or vertical directions. For example, to
tile a background image in a horizontal direction, in the Tiling field, select “Tile in horizontal direction”. The
background image is tiled so that a smaller picture of the image appears over and over again on the screen.
You can choose to tile horizontally, vertically, or both.
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In addition, in the Scrolling field, you can select the type of scrolling feature you want for the field. For
example, when you select “Scrolling background”, if a large amount of information appears on the screen, you
can scroll up and down or left to right to view the additional data.

Horizontal. Under Position, in the Horizontal field, you can select where you want to position the background
image on the custom view. Examples of horizontal positions include Left and Right.

Vertical. Under Position, in the Vertical field, you can select where you want to position the background image
on the custom view. Examples of vertical positions include Top and Bottom.

If you do not want to use an image as a background image, mark the Do not use background image checkbox.
When you mark this checkbox, no image is used in the background of the custom view.

Opacity. You can select the level of opacity that a background image or color has by using the opacity scale.
Opacity is the level of lightness or darkness an image or color has. To lighten the image or color, under
Opacity, move the line within the opacity scale towards Clear or Solid, depending on the level of lightness or
darkness you want to apply to the background. Remember, the lighter you apply opacity to a background
color or image, the easier it is to see the data on top of the background.

Edges

To work with border size and padding for a field group, from the Field Group Properties screen, click Edges on the
left of the screen. Several selections appear on the right side of the screen. For example, you can establish the
margins, padding, and border size for the field group with which you are working. You can view real-time
examples of your selections using the viewing box at the bottom of the screen.
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Margins and Padding. Under Margins and Padding, you can establish margin and padding settings for the

field with which you are working. Three columns exist for you to establish settings: Side, Margin, and
Padding. The Side column designates which part of the field you are setting. For example, you can work with
the Left side of a field group, or All sides. When you decide which side you want to set, establish the settings
you want using the corresponding Margin and Padding columns. For example, to set All sides of a field group
to have a one-pixel margin and a one-pixel padding, enter “1” in the first row of the first column under
Margins. In the second row of the first column under Margins, select “px”. In the first row of the first column
under Padding, enter “1”. In the second row of the first column under Padding, select “px”.

Borders. Under Borders, you can establish style, width, and color settings for the field with which you are

working. Four columns exist for you to establish settings: Border, Style, Width, and Color. The Border column
designates which part of the field you are setting. For example, you can work with the Left side of a field
group, or All sides. When you decide which border you want to set, establish the settings you want using the
corresponding Style, Width, and Color columns. For example, to set All sides of a field group to have a solid
line, a custom width, and a black border, select Solid Line in the first row under the Style column. In the first

row under the Width column select Custom. In the first row under the Color column, select Black.

Grid

When you work with one-to-many field groups, such as Gifts or Tributes, in a grid layout, your selections change
slightly. With one-to-many field groups in a grid layout, you can work with background color, image, margin, and
padding settings. From the Field Group Properties screen, click Grid on the left of the screen. Under Grid, the
Background and Edges buttons are enabled. To set basic grid properties, click either Background or Edges. For
more information about background and edges options, see “Background” on page 25 and “Edges” on page 26.
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Headers

When you work with one-to-many field groups, such as Gifts or Tributes, in a grid layout, your selections change
slightly. With one-to-many field groups in a grid layout, you can work with heading settings. From the Field Group
Properties screen, click Headers on the left of the screen. Under Headers, the Font and Background buttons are
enabled. To set basic heading properties, click either Font or Background. For more information about font and

background options, see “Font” on page 23 and “Background” on page 25.

Field Group - <Put Group Hame Here> B
-4 Field Group Properties
Uze the zettings below to change the appearance of this figld in your custom screen. The preview
pane at the bottom shows how the figld will look when pou apply these zettings.
= ont[z): I'Times Mew Boman' vl |
Size IEustDm j I |I3t j
MBackground  Color |White ..
Style: [ Underline [ Shikethrough [ Oeverline
I ltalic [ Bold " Balder [ Smal Caps
Alignment  [<NotSets x| [ ebasen 2l =l
Capitalization: INone "I
Indentatior: I I pto* |
Letter spacing: I j I Ip:-: j
Line spacing: I j I Ip:-: j

Text direction: |<Not Set: "I

Freview

Constituent Code

Sarmple Row 1

R Sample Row 2

(]9

Gift ID

Cancel




Custom VIEW QuUICK START 29

Rows

When you work with one-to-many field groups, such as Gifts or Tributes, in a grid layout, your selections change
slightly. With one-to-many field groups in a grid layout, you can work with row settings. From the Field Group
Properties screen, click Rows on the left of the screen. Under Rows, the Font and Background buttons are
enabled. To set basic row properties, click either Font or Background. For more information about font and
background options, see “Background” on page 25 and “Edges” on page 26.
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Select Group Style Screen

When you drag and drop one-to-many fields, such as Gifts group fields, the Select Group Style screen appears,
asking you to select between two set-up options, Grid Layout and Free Form Layout. When you include
one-to-many fields such as Gifts group fields, you are selecting a field group that will ultimately contain several
fields. For example, when you drag and drop the Gifts group or any fields under it, such as Amount or Date, the
Select Group Style screen appears, asking you to select the layout option you want for the Gifts group fields. Once
you select the layout and apply the custom view, all gift information included for a constituent record appears
under each related field in the custom view.
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The Select Group Style screen appears only when you select to include a one-to-many field group for the Custom
View Designer screen. Depending on your selection for this screen, you can view an example of what each
selection looks like in the example boxes to the right of the option.
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Once you select to include a one-to-many field group, you can then only add fields to that group if the fields are in
the same group. For example, when you select the Gifts group, you can only drag and drop fields into that Gifts
group on the Custom View Designer screen if the fields belong to the Gifts group. You can recognize the fields
belonging to a group from the Fields screen. For more information about one-to-many field groups, see
“One-to-Many Field Groups” on page 15.

Grid Layout. A grid layout displays a grid with columns. Each field in the grid appears as a column heading. For
example, you create a custom view including Gifts group fields. You include the Amount and Date fields
within that group. Every Amount and Date for each gift stored on a constituent record appears, based on
criteria settings, when you apply that particular custom view to a constituent record.

When you organize your custom views, you may need to include the same field group more than once
because you may not be able to fit all the fields you want into one grid layout. For example, if you include the
Actions field group and you want to include ten different fields within the Actions group, depending on how
you organize your screen, you may not be able to realistically view all ten fields. To view all fields, you may
want to include a second Actions field group. When applying a custom view that contains a grid layout of a
field group, if many lines of data exist in the grid, a scroll bar appears on the right side of the grid, making it
possible to view all existing data.

You can also establish properties, criteria, and grid settings for a grid layout field group. For more information
about establishing properties, see “Field Group Properties Screen” on page 22.

Free Form Layout. A free form layout appears just as it sounds. You can organize the layout in any free-flowing
format you want. By doing this, you can move the fields around within the free form block. Unlike the grid
layout, you can organize the fields and move them around in the position you want them to appear. For
example, you create a custom view and you include the Notes field group as a free form layout. You then
include the Added By and Description fields within that field group. Once you add the fields, you can then
move them around and organize them inside of the free form block.
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You can also establish properties for a free form layout field group. For more information about establishing
properties, see “Field Group Properties Screen” on page 22.

Criteria Settings

Note: You can also specify criteria for a field group by selecting Edit, Criteria from the menu bar or by clicking
the Criteria button on the toolbar.

When you select to include a one-to-many field group, such as the Tributes field group, and select to view the
field group as either a grid layout or free form layout, you can set criteria for the field group. To apply criteria to a
field group, click the field group block so the block is highlighted. Once the block is highlighted, click the Criteria
button located on the bottom right corner of the field group block.
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Depending on the type of field group with which you are working, different criteria screens appear. The purpose
for setting criteria for a field group is to narrow down the information shown in a field group. For example, when
you click the Criteria button for the Tributes field group, the Tributes screen appears. On this screen, you can
select the type of tributes you want to show, whether or not you want to show inactive tributes, and tributes that
have a specific start and end date. You can establish criteria settings for each one-to-many field group listed on

the Fields screen.
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All Criteria screens you work with in a custom view are the same Criteria screens you work with in the Export
module. For detailed information about criteria screens, see the Query & Export Guide.

Edit in Grid Design

Note: You can also enter Edit mode for grid design by selecting Edit, Edit from the menu bar of a custom view,
or by clicking the Edit button on the toolbar of a custom view.
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When you select to include a one-to-many field group, such as the Gifts group, and select to view the field group
as a grid layout, you can alter the look of the grid by applying grid design mode to the grid block. To apply grid
design mode, click the grid block so the block is highlighted. Once the grid is highlighted, click the Edit button
located on the bottom right corner of the grid block.
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Once you enter grid design mode for a field group, the grid block appears in red. You can then move the columns
around the screen as you want them to appear. You can also resize the columns using your mouse, and rename
the field columns. To rename a field column, double-click field. Editing in grid design mode can be useful if you
want to make the column size smaller, so you can include more fields.
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Formatting

Note: You can also specify formats for a field by selecting Edit, Format from the menu bar or by clicking the
Format button on the toolbar.
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On the Custom View Designer screen, you can format fields such as date fields and addressee/salutation fields.
Using the Format button on the toolbar, you can set specific formats for fields. For example, when you select and
highlight any date field, such as the Birth date field, you can click the Format button. Once you click the Format
button, a Date Format screen appears where you can specify long or short date format. Custom View uses
formatting options for all fields in the Export module. For detailed information about formatting options for
export fields, see the Query & Export Guide.
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Constituent Record

Once you create custom views, you an easily apply them to a constituent record. The idea of Custom View is to
help you create views that are beneficial. You can create one or many, depending on your working needs. You can
also easily switch back and forth between different custom views. In addition, within a custom view, you can
easily create links to other custom views. It is important to remember that a custom view is view-only. You
cannot add, edit, or delete any constituent record information directly from a custom view. You must switch back
to constituent record mode, or Edit mode, to add or change any information. You can work with some
functionality in the constituent record, such as running summaries and creating letters, but you cannot edit field
information for the record.

Note: You can also apply a custom view by selecting View, Custom View from the menu bar of a constituent
record.
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To apply a custom view or switch back to Edit mode for a constituent record, from the constituent record, click
the Run Custom View button on the toolbar.

= Max G. Taylor
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Once you click the Run Custom View button, a list of existing custom views appears to the side of the button.
Here, you can select the custom view you want to apply by highlighting the custom view name. Immediately, the
custom view is applied to the open constituent record, and the custom view name appears in the title bar.

= Max G. Taylor
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Each time you apply a custom view to a constituent record, any subsequent records opened also have the same
view applied. This is because Custom View remembers the last view you applied to a record. For example, if you
open Max Taylor’s constituent record and apply the Biographical custom view, then each record opened
thereafter has the same view. Even when you close The Raiser’s Edge, Custom View remembers the last view
applied. The last view applied can also be Edit mode view. Edit mode view is simply the constituent record in a
normal view, without an applied custom view.

In addition, Custom View does not have to be open to apply a custom view to a constituent record. Once you
create and save a custom view, the custom view appears as a menu option when you click Run Custom View on a

constituent record toolbar.
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Custom View Mode

You can apply any existing Custom view to a constituent record. When you apply a custom view, you are in
Custom view mode. To apply a custom view, from a constituent record toolbar, click the Run Custom View
button. A list of all existing custom views appears to the side. Select the custom view you want to apply by
highlighting the custom view. The custom view is immediately applied to the constituent record. You can easily
switch back to Edit mode by clicking the Run Custom View button on the constituent record toolbar, and
selecting <Edit mode>.

=i Max G. Taylor - General View
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Edit Mode

Edit mode is the normal view of a constituent record, with no custom view applied. You can easily switch back to
Edit mode by clicking the Run Custom View button on the constituent record toolbar, and selecting <Edit mode>.

== Max G. Taylor
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Custom View Samples

Custom View samples are views designed and shipped with The Raiser’s Edge. Samples are beneficial in many
ways. For example, they give you creative ideas about organizing and building your own custom views. You can
also save parts of a sample to use as a building block later in the custom views you create. The idea of a sample is
to offer a view that may be helpful to you, while allowing you to take parts from the existing views to use as you

see fit.
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To access the Sample Installer, select Tools, Install Samples from the menu bar of The Raiser’s Edge shell. The
Samples screen appears.

i Samples (O]
Llge the Ingtall?' column to indicate which samples to install. Click ‘Install Mow' when you are ready to install the samples.
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v Cuskamn Views Individual Wolunteer Blackbaud sample containing volunteer information, j

[« | 2
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You do not need install these samples on your own, however if you delete a specific sample and want to reinstall
the sample, you can use the Sample Installer to select the sample custom view you want to reinstall. For more
information about viewing and installing sample custom views, see the Program Basics Guide.
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Using Custom View

Note: Custom View is shipped with The Raiser’s Edge and is located in Configuration.

With Custom View for The Raiser’s Edge, you can create a customized view of individual and organization
constituent records in your database, making it possible to view records containing only the information you
want to see. By creating 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. By
using this customized viewing functionality, you can view constituent records in a way that specifically caters to
you. For example, you want to create a view that includes action information for a constituent. You can create a
view listing action fields such as Action Date and Start Time. When you want to view only such information for a
constituent, you can apply the actions custom view.

Note: For more information about constituent records, see the Constituent Data Entry Guide.

The following sections describe procedures you can use to create, edit, save, and delete custom views. The
procedures also provide details on establishing properties and criteria for field groups included in your custom
views. For more information about Custom View and overall description of this module, see “Custom View Quick
Start” on page 1.

Creating a Custom View

With Custom View, you can create new custom views with a new layout. You can also create custom views using
saved parts from existing custom views, as well as from templates shipped with the program. In addition, you can
use saved parts from within templates to build custom views. Once you begin building custom views, it is
important to get in the habit of saving parts, such as a text label or image, so that you can use those saved parts
when creating new views. This is helpful when you want to add standard, uniform features to the custom views
you create. When you base your custom view layout and organization on this “building block” method, it is more
beneficial to you because you are using functional objects that already exist, as opposed to creating brand new
custom views each time you create a view.

The key to using Custom View is to understand why you are creating a new constituent record view in the first
place. Understanding what you need to include, such as fields, text labels, and roll up links is essential to creating
views that are useful for you. In addition, feel free to be creative! With Custom View, you can use many flexible
objects such as images, frames, background colors, and borders.
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» Creating a custom view for an individual record

Scenario: You are the Volunteer Coordinator for your organization. Because you work with mostly
volunteer information for consituents in your database, you want to create a custom view that
provides useful, constituent volunteer contact information. Using Custom View, develop a view
containing only basic biographical and volunteer contact information for an individual constituent

record.

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

it The Raizer's Edge _[O]x]
File Edit ‘iew Go Favortes Tools Help
4 Back o Forwald| Open in separate window
Imﬂ-‘ Home e g Uratie
-
iﬁ is El
2 General P Gereral » International
; A T ables b Tables P Business Fules
“‘@ HUEnY P b Addressees / Salutations » Fields
= - Salutations b attributes ¥ Merrbership Categories
= =por Altributes P Financial Instittions P Custom Views
Financial P General Ledger » Reporting Hierarchies
g R = Institutions
b Letters
General Ledger
m Latters
International
Eusiness Rules
Fields
Membership
Categories
Custom Yiews
Reporting
Hierarchies
General =
Use the General page to enter basic information, such as your organization's address
and phone numker LI
‘Welcome to The Raizer's Edge 7 ]

2. Click Custom Views. The Custom Views page appears.

#% The Raiser's Edge

Ele Edit View Go Favoites Tools Help

4 Back & Folward| Open in separate window

IFtI FE. Home
¢

Configuration ) 15

e
B “JL © Create a new Custem View
Tahl

e Click the link above to create a custom view of a Constituent record, This view can
Addressees / include any information from the Constituent record as well as summary and other
Salutations information,
Altributes P
Financial “JL Education
Institutions
Blackbaud sample containing education, relationship and giving history information.
General Ledger
¥ Delete this custom wiew

Letters
Intemnational (=
Business Rules IJJL Membershi [
Fields Blackbaud sample containing membership histary and giving history information.
Membership ¥ Delete this custom view
Categaries

oo
“JL Prospect

Reporting
Hierarchiss Blackbaud sample containing prospect, proposal, finandial, ratings, and giving histary information,

K Delete this custom view N

Custom Wiews

@ Create screens individually tailored to each user's role in your organization

Welcome to The Raiser's Edge 7
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3. Click Create a new Custom View. The Custom View Designer and Fields screens appear.

~lolx

Fields | Custom Yiew Designer
rAvailable Fields————————————|Fj. Foit View Help

ahom | b j‘ b Save and Elosev| H * | L= | 4 ”E

B Spouse
By Allases
2y Credit Cards

2y Constituent Codes

Salicit Codes

Solicitor Goals

; Primary Alurn information
-E Primary Business information
-BE Addiess

-B Addiessee/Salutation

- Relationships

2y Appeals

=

2 |

-E- -

Letters Sent
Gifts
-E Fist Gift

| &zt [Sift ;I
&4 Find |

Additional Objects

=-F Standard Objects

A TestLahel

Image

Frame

A Rollp Link

&8 Link to Custom Yiew
+ Saved Parts

“{#) Custom Parls B

‘ .

4. From the Fields screen, in the Additional Objects box, highlight Text Label under Standard Objects. Drag
and drop it to the Custom View Designer screen. You want to use a label to identify groups of fields you
include on the screen. To rename the text label, double-click the text label and enter a name, such as
“Basic Biographical Information”.

i Custom Yiew Designer O] x]
rAvalsbleFislds—————— Fe Fiit View Hep
Sh I
S Malld ~ [ 5ave and EInseH| B ¥ | Lz V4 ”E ?-
i+~ Biographical j

Spouse
Aliases

By Credit Cards
B Constituent Codes

2y Solicit Codes

2y Solicitor Goals

-E Primary &lumni information
B Primary Business information
B Address

: AddresseedS alutation

: Relationships

v By Appeals

I Motes

2y Letters Sent

-y Gifts

: First Gift

. |_ast Gift LI
4 Find |

Additional Objects

=] Standard Objects

© oA Test Label

Image

[=] Frame

A RollUp Link

&5 Link to Custam Yiew
Saved Parts j
- #) Customn Parts | ‘

Basic Biographical Infor rmation

You can position the text label anywhere on the Custom View Designer screen. For this example, the text
label is positioned in the upper left corner of the screen.

5. From the Fields screen, in the Additional Objects box, highlight Frame under Standard Objects. Drag and
drop it to the Custom View Designer screen. You want to use a frame to encompass basic biographical
information.

You can position the frame anywhere on the Custom View Designer screen. For this example, the frame is
positioned in the upper left corner of the screen.
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Note:

From the Fields screen, in the Available Fields box, click the plus sign to the left of the Biographical field
group. The list of fields related to the Biographical group appears.

:
T ——] S S
S |

o [ el ESaveandE|DSe'| =] )(|ﬁI 74 H7| 0.
=-E Biographical &

-0 Acadeny Date Last Changer Basic Biographical Information
f Academy ID

ol

B Academy Last Changed By First Name: First Mame Last Mame: LastName
0 Added By
0 Addiess D: ID
E Amaﬁm Birth date: Birth date
0 Annotation Auto Display? Age: Age
B Anorpmous?
[ Bitthdate address: Address
--@ Birthplace
--@ Constituent Code
--[@ Constituent is a solicitor?
[ Constituent is an honor/mern
- Date Added

I Nistal ast Channad _l:I
4 *
# Find

Additional Objects

= Standard Objects

© oA TestLabel

-- Image

-[=] Frame

-A RollUp Link

Dg Link, to Custom Yiew
-- Saved Parts

= %] Custom Parts E

To include a field label with a field, from the Fields screen press the CTRL key on your keyboard and

highlight the field. Once you drag and drop the field onto the Custom View Designer screen, the field and its
field label appear on the screen.

7.

Note:

Highlight the First Name field and drag and drop it into the frame on the Custom View Designer screen.
The First Name field now appears in the frame on the Custom View Designer screen.

Using the same selection method, drag and drop the following fields to the Custom View Designer screen:
Last Name, ID, Birth date, Age, and Address.

From the Fields screen, in the Available Fields box, click the plus sign to the left of the Address field
group. The list of fields related to the Address group appears.

Once you drag and drop a field label and field to the Custom View Designer screen, press the CTRL key on

your keyboard and click the field label and field name to highlight both. When you highlight both using this
method, you can move both the field label and field name on the screen. This is helpful when you want to
move both to maintain alignment.

10.

Click the plus sign to the left of the Preferred Address group to reveal the Preferred Address field names.
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11. Click the plus sign to the left of the Phones group to reveal the Phones field names.

3 Custom View Designer =1oix
“AvalbleFields—————————— 50 P View Heln
Show: lﬁ
<All Z ESavaandElnsev‘u X|E N ”§| ? -
B Seasonal address? ;I =
B Seasondl from Basic Biographical Information o
B Seasonalte
- Send mailto this addre First Mame: First Name Last Mame: Last Name
B Ghate
B System Record ID D ID
<0 Type ; ;
B ozP Birth date: Birth date
=g Age: Age
—f" Import 1D
[ Phone number Address: Address
@ Phane type
@ System Fecord ID
=-E Attibutes

-Gy All Addresses

&3] Addressee/Salutation

1, FF_FRalstinnchine =
e o | _>l_I
@4 Find |

Sdditional Dbjects
= Standard Objects
A Teut Label

Saved Parts
%) Custom Parts

I4

| .

12. Highlight the Phone type field and drag and drop it to the Custom View Designer screen. The Select Group
Style screen appears.

ct Group Style E

Group Style

Select the format you would like to use for dizplaying multiple rows of data.

[ 1 Mapies St | Mount Pleasant
P &2 Mount Pleasart

Char lesstn

& Grid Layout

Frarnirghar Ma

Johr Lennon
1 Maple 5t
Mount Pleasant SC 29466

GEDFge HaTison
1 Maple St
Mount Pleasant SC 29466

Free Form
Layout

Paul McCar tney
1 Flora Ln.
“Munt Plaasant SC 29466

Cancel |

The Select Group Style screen appears because you selected to drag and drop a one-to-many field. Any
time you select a one-to-many field, a screen appears, asking you to select to view the field in Grid Layout
or Free Form Layout. For more information about one-to-many field groups, see “One-to-Many Field
Groups” on page 15.
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13.

Select Grid Layout. You want to view the Phone type field as a grid. The Phone type field now appears on

the Custom View Designer screen.

Fields
~ Awailable Fields

Show | <Al 'I

P [ 3]

i Custom View Designe :
File Edit “iew Help

ESavsandC\use" =] X|!j e |

Seasonal from

=l

Seasonal to

Send mail to this addre:
State:

System Record ID
Tupe

2P

ﬁu’:n’:n’:n:u’:u’:n’:.

m
[y
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i B Import D
i@ Phone number

wofl Phane tope

iefl Spstem Fecord 1D J
BB Attributes

-y All Addresses

N _'I;I
@ Find

Additional Dbjects

=B Standard Objects

A TestLabel

Image

Frame

A RolUp Link

o8 Lirk to Custom Yisw
Saved Parts

L 4#) Custom Parts

I®

Phone number

Phone type

|

14.

In the Available Fields box, under the Phones field group, highlight the Phone number field and drag and

drop it to the Phones Grid Block.

15.

Using the same selection methods in the steps above, drag and drop a second Text Label and Frame to

the Custom View Designer screen. In addition, drag and drop volunteer contact fields such as Emergency
Name and Emergency Phone as seen on the following screen.

Note:

Use the scroll bar to the right of the Custom View Designer screen to view all information on the screen.

Remember when you select to drag and drop one-to-many fields, you are asked to select a group style.
Your Custom View Designer screen should look similar to the one below.

[~ Awvailable Fields

Showe I(Au) -
EREE olunies] |

Emergency Name
Emergency Phone
Emergency Relation

Future Award

Future Award Commets
Mandate Agency Address
Mandate Agency Contact M
Mandate Agency Contact F
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I
@ Find
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o
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File Edt \iew Help

ESaveandElosev| =] X|a ¥4 HE

1=l
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Basic Biographical Information

First Name;: First Mame Last Mame: Last Name
D ID

Birth date: Birth date
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address: address

Phone number

Phone type

Additional Dbjects

Wolunteer Contact Infaor mation

- Standard Objects

A FRoll Up Link

af Link to Custom View
Saved Parts
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Record ID

Emergency Mame: Emergency Name
Emergency Phone: Emergency Phone
Emergency Relation: Emergency Relation
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#railable?
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Warning: You can save a custom view with a view format of individual, organization, or both. This determines

the type of constituent record to which you can apply the custom view. For example, you can only apply

custom views with an individual format to individual constituent records. If you choose to save a custom view

with a view format of both, you can apply that custom view to both individual and organization records. For
more information about saving a custom view, see “Saving a custom view” on page 64.

Once you finish adding the fields and objects you want to the Custom View Designer screen, you can
establish properties, criteria, and grid design settings for the field groups you included. For more

information about establishing these settings, see “Setting Properties, Criteria, Grid Design, and Format

for a Custom View” on page 53.

16. To save the information entered in the custom view and close the Custom View Designer and Field

screens, click Save and Close on the toolbar. You return to the Custom Views page. For more information

about saving a custom view, see “Saving a Custom View"” on page 63.

» Creating a custom view for an organization record

Scenario: You are the Matching Gift Coordinator for your organization. You need easy access to
contact and matching gift information for your constituent records. Because of this, you want to set
up a custom view to include basic name, address, and contact information for organizations in your
database, as well as matching gift information. You want to view whether or not an organization
matches gift; and if so, all contact and matching gift information for that organization. Using Custom
View, create a custom view that includes this information for an organization constituent record.

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

it The Raizer's Edge

File Edit ‘iew Go Favortes Tools Help

4 Back o Forwald| Open in separate window

Imﬂ-‘ Home contguratic
-

Configuration

General
Tables

Addressees /
Salutations

AttribLites

Financial
Institutions

General Ledger
Latters
International
Eusiness Rules
Fields

Membership
Categories

Custom Yiews

Reporting
Hierarchies

‘Welcome to The Raizer's Edge 7

I[=] E3
b General » International
b Tables b Business Rules
P Addressees / Salutations b Fields
b Attributes b Membership Cateqories
b Financial Institutions b Custom Views
b General Ledger ¥ Reporting Hierarchies
b Letters
General =
Use the General page to enter basic information, such as your organization's address
and phone numker LI
2
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2. Click Custom Views. The Custom Views page appears.

The R Edge
File Edit View Go Favortes Tools Help

4 Back & Folwardl Open in separate windouw

0

Configuration 1
P
Geiinl I,]jL Create a new Custom View
ol Click the link above to create a cuskom view of a Constituent record. This view can
Addreszees / include any infarmation From the Constituent record as well as summary and other
Salutations information.
Attributes
Financial Education
Institutions
Blackbaud sample containing education, relationship and giving history information,
General Ledger ) )
¥ Delete this cuskom view
Letters
Intemational =
Business Rules n.]L Membershi s
Fields EBlackbaud sample containing membership history and giving history information,
TR P Delete this custom view
Categonies
e
I]]L_ Prospect
Reporting
Hierarchies Blackbaud sample containing prospect, proposal, financial, ratings, and giving history information.
¥ Delete this custom visw Jhd|
Custom Views
w Create screens individually tailored to 2ach user's rale in your organization
‘Welcome to The Raiser's Edge 7 A

3. Click Create a new Custom View. The Custom View Designer and Fields screens appear.

Custom View Designer [T
Available Fields ———————————

Showe I(Au) -

File Edt \iew Help

ESaveandElosev| =] X|a |4
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1At Gift LI
@ Find
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4. From the Fields screen, in the Additional Objects box, highlight Text Label under Standard Objects. Drag
and drop it to the Custom View Designer screen. You want to use a label to identify groups of fields you

are including on the screen. To rename the text label, double-click the text label and enter a name, such
as “Org Name and Address”.

i Custom View Designer

BT ~loix]
Filz  Edit View Help

ESaveandE\Uss-| = >(|ﬁI %4 "E

Org Narme and Address j

~Available Fields
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Letters Sent
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| Azt Gift ;I
% Find...

Additional Dbjects

- Standard Objects
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Image

=

A RollUp Link

o5 Lirk to Customn View
2! Saved Parts

#) Custom Parts ﬂ

You can position the text label anywhere on the Custom View Designer screen. For this example, the text
label is positioned in the upper left corner of the screen.

5. From the Fields screen, in the Additional Objects box, highlight Frame under Standard Objects. Drag and

drop it to the Custom View Designer screen. You want to use a frame to encompass the basic organization
name and address information.

You can position the frame anywhere on the Custom View Designer screen. For this example, the frame is
positioned in the upper left corner of the screen.

6. From the Fields screen, in the Available Fields box, click the plus sign to the left of the Biographical field
group. The list of fields related to the Biographical group appears.
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Note: To include a field label with a field, from the Fields screen press the CTRL key on your keyboard and
highlight the field. Once you drag and drop the field onto the Custom View Designer screen, the field and its

field label appear on the screen.

7. Highlight the Org Name field and drag and drop it into the frame on the Custom View Designer screen.
The Org Name field now appears in the frame on the Custom View Designer screen.

8. Using the same selection method, drag and drop the following fields to the Custom View Designer screen:
Org ID, Constituent Code, No. employees, No. subsidiaries, Organization Matches Gifts?, Parent Corp,

and Address.

9. In the Available Fields box, click the plus sign to the left of the Address field group. The list of fields

related to the Address group appears.

Note: Once you drag and drop a field label and field to the Custom View Designer screen, press the CTRL key on
your keyboard and click the field label and field name to highlight both. When you highlight both using this
method, you can move both the field label and field name on the screen. This is helpful when you want to

move both to maintain alignment.

10. Click the plus sign to the left of the Preferred Address group to reveal the Preferred Address field names.
11. In the Available Fields box, click the plus sign to the left of the Phones group to reveal the Phones field

names.
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12. Highlight the Phones field group and drag and drop it to the Custom View Designer screen. The Select
Group Style screen appears.

Select Group Style

’ Group Style
Select the format you would like to use for displaying multiple rovws of data.

| Mount Plaasant
Mount Pleasant
Char e

= Grid Layout

Frasninghan Ma 7R

John Lennon
1 Mapla St
Mount Pleasant SC 29466

GEorge Harson
1 Maple St
Mount Pleasant SC 29466

Paul McCar tney
1 Flora Lr.
“Munt Pleasant SC 29466

0K I Cancel |

The Select Group Style screen appears because you selected to drag and drop a one-to-many field group.
Any time you select a one-to-many field group, a screen appears asking you to select to view the field

group in Grid Layout or Free Form Layout. For more information about one-to-many field groups, see
“One-to-Many Field Groups” on page 15.

13. Select Free Form Layout. You want to view fields in the Phones field group in free form layout. The
Phones block now appears on the Custom View Designer screen.

Fields i Custom View Designer Lol x|
i~ Awailable Figlds File Edit Yiew Help
Sha: vl
palld ESaveandCIDse'|n X‘ﬁ 4 \E ? -
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B Seasonal from Org Name and Address &
B Seasonalto
B Send mail to this addre: Org Mame: Org Mame COrgID: Org 1D Parent Carp: Parent Corp
B State
0 System Record ID Constituent Code:: Constituent Code Mo, subsidiaries: Mo, subsidiaries
E ;iv'ga Mo, erployees: Mo, employees Organization Matches Gifts?: Organization Matches Gifts?
B Address: Address
B ImportID
[ Phore number
-0 Phone type
-0 Spstem Fecord 1D
[+ E Atributes
By All sddresses .
- Addressee/Salutation Phone fype:. Phane type
A -
Tl F3 Balation=bine | _’l_l Phone number : Phone number
@4 Find
Additional Objects
=~ Standard Objects
A Text Label
Image
=] Frame
-A FRollUp Link
‘g Link to Custom View
-8 Saved Parts
]
%) Custom Parts 2 ‘L_

14. In the Available Fields box, under the Phones field group, highlight the Phone type and Phone number
fields and drag and drop them to the Phones block.
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15. From the Fields screen, in the Additional Objects box, highlight Link to Custom View under Standard
Objects. Drag and drop Link to Custom View to the Custom View Designer screen. You want to include a
link to another custom view. The Select custom view screen appears.

Select custom view |
., Link to exizting view
Toinzert a link to an existing view, select
the view fram the list below and click OF.

Available custom views:

|Basiu: Bin

] I Cancel

Creating links to other custom views is useful if you want to jump quickly to another existing custom view.
This may be useful if another custom view includes related information that you want to see.

16. In the Available custom views box, highlight the custom view for which you want to create a link.

17. Click OK. A link to the custom view you selected now appears on the Custom View Designer screen.
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18. Using the same selection methods in the steps above, drag and drop a second Text Label and Frame to
the Custom View Designer screen. In addition, drag and drop contact and matching gift fields such as Is

Contact?, Contact Type, Address, Position, Matching Factor, and Match Notes as seen on the following
screen.
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Note: Use the scroll bar to the right of the Custom View Designer screen to view all information on the screen.

Remember, when you select to drag and drop one-to-many field groups, a screen appears, asking you to
select a group style. Your Custom View Designer screen should look similar to the one below.
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Warning: You can save a custom view with a view format of individual, organization, or both. This determines
the type of constituent record to which you can apply the custom view. For example, you can only apply
custom views with an organization format to organization constituent records. If you choose to save a custom
view with a view format of both, you can apply that custom view to both individual and organization records.
For more information about information about saving a custom view, see “Saving a custom view” on page 64.

Once you finish adding the fields and objects you want to the Custom View Designer screen, you can
establish properties, criteria, and grid design settings for the field groups you included. For more
information about establishing these settings, see “Setting Properties, Criteria, Grid Design, and Format
for a Custom View” on page 53.

19.

To save the information entered in the custom view and close the Custom View Designer and Field

screens, click Save and Close on the toolbar. You return to the Custom Views page. For more information
about saving a custom view, see “Saving a Custom View” on page 63.

Setting Properties, Criteria, Grid Design, and
Format for a Custom View

Note: You can also establish properties for objects such as text labels, roll up links, and frames. You can
establish properties for these objects the same way you establish properties for field groups.

Once you drag and drop the fields and objects to the Custom View Designer screen, you can establish properties,
criteria, formatting, grid design, and formatting for them.
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Each type of field group, whether it be one-to-one or one-to-many, can have properties. You can also set up
properties for field groups in both grid and free-form layout. In addition, any type of object, such as a roll up link
or frame, can have properties. Properties are basic settings, such as fonts, background colors, and border widths
that you establish based on your needs. To establish properties for a field group or object, highlight the field
group or object and click Properties on the toolbar of the Custom View Designer screen. When setting properties,
you can view real-time examples of your selections using the viewing box at the bottom of the screen. For more
information about the Field Group Properties screen, see “Field Group Properties Screen” on page 22.

You can establish criteria only for one-to-many field groups in either grid or free-form layout. Depending on the
type of field group with which you are working, different criteria screens appear. Criteria screens are the screens
you work with in the Export module. You export information based on the criteria you establish for export fields.
With Custom View, the same criteria screens exist for any one-to-many field group you select to include on the
Custom View Designer screen. The criteria you specify determines what type of data appears in a custom view. To
establish criteria for a one-to-many field group, highlight the field group and click Criteria on the toolbar of the
Custom View Designer screen. For more information about criteria settings, see “Criteria Settings” on page 31.
For more information about criteria screens, see the Query & Export Guide.

You can only set grid design for one-to-many field groups in grid layout. When in grid design mode, you can resize
and reorganize columns. When in grid design mode, the grid text appears in red. To establish grid design settings,
highlight the grid and click Edit on the toolbar of the Custom View Designer screen. For more information about
grid design settings, see “Edit in Grid Design” on page 32.

For fields such as dates and addressees, you can select formatting options. For example, when working with the
Birth date field, you can set the date to appear in long or short date format. To set formatting options, highlight
the field and click the Format button on the toolbar.

» Setting properties for custom view field groups and objects

Scenario: You recently created a custom view containing name, address, contact, and matching gift
information for an organization constituent. You now want to set properties for the Org Name and
Address text label included in the custom view. Once you finish setting properties for the header, you
want to set properties for other fields and objects as well. Open the custom view and set font,
background, and edges properties for the fields and objects you want.

Tip: You can use shortcut keys to move around The Raiser’s Edge without using your mouse. For example,
highlight a field and press ALT + E, P on your keyboard to access the Field Group Properties screen.
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1. From an open custom view, on the Custom View Designer screen, highlight any field group or tool by
clicking the field group or object once. For this example, highlight the Org Name and Address text label.
For more information about accessing a custom view, see “Accessing a Custom View” on page 8.
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Note: When you highlight a field, the Criteria, Edit, and Properties buttons appear on the Custom View
Designer screen. To establish properties, you can click the Properties button on the screen.

You can set properties for any one-to-one or one-to-many field group or object in a custom view. For
example, you can set properties for fields, images, text labels, and frames.
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2.

10.

On the toolbar, click Properties. The Field Group Properties screen appears.
Field Group - <Put Group Name Here>» [ x|

-4 Field Group Properties
Uze the settings below to change the appearance of this figld in vour custom screen. The preview
pane at the battann shows how the field will look when you apply these settings,
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To work with font and spacing for the text label, click Font on the left of the screen. Several selections
appear on the right side of the screen.

In the Fonts field, select “Times New Roman”. You want to specify a font for the text in the text label. To
search for different fonts not currently listed in the Fonts field, click the ellipsis to access the Font Picker
screen. From the Font Picker screen, you can select additional installed fonts.

In the Size field, select “Custom”. When you select Custom in the Size field, additional fields appear where
you can specify a size not currently listed in the Size field. For this example, in the additional fields, enter
“10” and select “pt”.

Other examples of size selections include Medium and Small.
In the Color field, select “Black”. You want the text in this text label to appear in black letters.

To search for different colors not currently listed in the Color field, click the ellipsis to access the Color
Picker screen. From the Color Picker screen, you can select additional colors to apply to your field.

. Select a Style to apply to the field with which you are working. The style options you can select include:

Underline, Strikethrough, Overline, italic, Bold, Bolder, and Small Caps. To apply a style, mark the
checkbox next to the style selection you want.

In the Alignment field, you can select an alignment. Examples of alignment are Left or Right. For this
example, do not select anything.

In the Capitalization field, you can specify capitalization settings for the text label. For this example, do
not select anything.

In the Indentation field, do not enter a number. You do not want to apply any indentation to the text
label.
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11.

12.

13.
14.

15.

16.

17.

18.

In the Letter spacing field, select “Normal”. You want to apply normal letter spacing to the text label.
When you select Custom in this field, additional fields appear so you can specify a custom spacing.

In the Line spacing field, select “Normal”. You want to apply normal line spacing to the text label. When
you select Custom in this field, additional fields appear so you can specify a custom spacing.

In the Text direction field, select “Left to right”. You want text in the text label to read from left to right.

To work with background color and imaging for the text label, click Background on the left of the screen.
Several selections appear on the right side of the screen.

Field Group - <Put Group Hame Here>»

-4 Field Group Properties
Uze the settings below to change the appearance of this figld in your custom screen, The preview
pane at the battarn shows how the figld will look. vwhen you apply these settings.
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Preview
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Under Background color, in the Color field, select “White”. You want the background of the text label to
appear in white.

To search for different colors not currently listed in the Color field, click the ellipsis to access the Color
Picker screen. From the Color Picker screen, you can select additional colors to apply to your field.

To make the background color clear, mark the Transparent checkbox. For this example, you do not need
to mark the checkbox.

Under Background image, you can set several properties for an image. For example, you can select the
image to include in the background, tiling, and scrolling options for the image, and horizontal and vertical
positioning of the image. For this example, mark the Do not use background image checkbox because
you do not want to include an image.

To lighten the text in the text label, under Opacity, move the line within the opacity scale towards Clear or
Solid, depending on the level of lightness or darkness you want to apply to the text.

Remember, the lighter you apply opacity to a background color or image, the easier it is to see the data or
text on top of the background. You can select the level of opacity that a background image or color has by
using the opacity scale. Opacity is the level of lightness or darkness that text, color, or an image has.
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19. To work with border size and padding for the text label, click Edges on the left of the screen. Several

20.

21.

22.

23.

24.

25.
26.

selections appear on the right side of the screen.

Field Group - <Put Group Hame Here>» BE
-4 Field Group Properties
Uze the settings below to chanage the appearance of this field in your cuztom screen. The preview
pane at the battarn shows how the figld will look. vwhen you apply these settings.
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Under Margins and Padding, to set All sides of the text label to have a five-pixel margin, enter the number
“5” in the first row of the first column under Margins. In the second row of the first column under
Margins, select “px”.

Margin settings depict how far away the text or image appears from the margin of the custom view. For
this example, the higher the margin number, the farther away the text appears from the upper left corner
of the viewing box.

Under Margins and Padding, to set All sides of the text label to have a five-pixel padding, enter the
number “5” in the first row of the first column under Padding. In the second row of the first column under
Padding, select “px”.

Padding settings depict how far away the text or image appears from the border you select. For this
example, the higher the padding number, the more room between the text in the text label and the
border.

Under Borders, to set All sides of the text label to have a solid line, select “Solid Line” in the first row
under the Style column.

Under Borders, to set All sides of the text label to have a thin width, select “Thin” in the first row under
the Width column.

Under Borders, to set All sides of the text label to have a red border, select “Red” in the first row under
the Color column.

Set properties for any other field or object included in the custom view.

To save property settings for the text label and any other fields or objects in the custom view, click OK.
You return to the Custom View Designer screen.
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» Establishing criteria for custom view fie

Scenario: You are creating a custom

Id groups

view and you want to establish criteria settings for the Gifts field

group. Highlight the Gifts field group and establish criteria of gifts to include in your custom view.

Tip: You can use shortcut keys to move around The Raiser’s Edge without using your mouse. For example,

highlight a field and press ALT + E, C on you

1.
clicking the field group once. The on

r keyboard to access a Criteria screen.

From an open custom view, on the Custom View Designer screen, highlight a one-to-many field group by

e-to-many field group can either be in grid or free-form layout. For

this example, highlight the Gifts field group. For more information about grid and free-form layout, see
“One-to-Many Field Groups” on page 15. For more information about accessing a custom view, see
“Accessing a Custom View” on page 8.
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Note: When you highlight a one-to-many field group in grid or free-form layout, the Criteria, Edit, and
Properties buttons appear on the Custom View Designer screen. To establish criteria, you can click the Criteria

button on the screen.

2. Click Criteria on the toolbar. The Gifts Criteria screen appears.
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Depending on the type of field group with which you are working, different criteria screens appear.
Criteria screens are the screens you work with in the Export module. You export information based on the
criteria you establish for export fields. With Custom View, the same criteria screens exist for any
one-to-many field group you select to include on the Custom View Designer screen. For a custom view,
the criteria you specify determines what type of data appears in a custom view.

For this example, the Gifts one-to-many field group is highlighted, so you can establish gift criteria.

3. On the General tab in the For each Constituent, enter the number of Gifts to show field, enter “4”. You
want to show the first four gifts matching the criteria you specify on Gifts Criteria screen.

4. Under Include Gifts with these Dates, in the Date to use field, select “Gift date”. You want to include gifts
with gift dates.

5. Under Include Gifts with these Dates, in the Date field select “Include all dates”. You want to include gifts
with all dates.

6. Under Include Gifts for these Amounts, in the Start amount field, enter “$20.00”. You want to include
gifts starting with the amount of $20.00.

7. Under Include Gifts for these Amounts, in the End amount field, enter “$500.00”. You want to include
gifts ending with the amount of $500.00.

8. Under Soft Credit Gifts To, mark Both. You want to include gifts soft credited to both the donor and the
soft credit recipient.

9. Select the Filters tab.

Gifts Criteria
| 2 Gift Types |
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10. On the Filters tab, do not select anything. You want to include all campaigns, funds, appeals, and queries.
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11. Select the Gift Types tab.
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12. On the Gift Types tab, in the Gift Types box, highlight All Pledge and click the single right arrow to move
All Pledge to the Include these Gift Types box. You want to include only pledge gifts in your custom view.

13. To save criteria settings for the field group, click OK. You return to the Custom View Designer screen.

When you apply this custom view to a constituent record, only gifts with the specified criteria appear. For
detailed information about other criteria screens, including the Gifts Criteria screen, see the
Query & Export Guide.

» Setting grid design for a custom view field group

Scenario: You are creating a custom view, and you included the Phones field group in grid layout. You
decide you want to resize the column format in the grid. Highlight the Phones field group and resize
the columns in the grid.

Tip: You can use shortcut keys to move around The Raiser’s Edge without using your mouse. For example,
highlight a field group and press ALT + E, E on your keyboard to access grid design mode.
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1. From an open custom view, on the Custom View Designer screen, highlight the Phones field group by
clicking the grid once. The Phones field group is a one-to-many field group in Grid Layout. For more
information about accessing a custom view, see “Accessing a Custom View” on page 8.

i Custom Yiew Designer [_ (O] x|
File Edt “iew Help
ESaveandClosev = X|ﬁg”§ ? - ‘

B

Irnpart I0 Phione number  Phone type :

Note: When you highlight a grid, the Criteria, Edit, and Properties buttons appear on the Custom View
Designer screen. To edit the grid, you can click the Edit button on the screen.

2. Click Edit on the toolbar. The grid immediately changes into grid design mode. The information in the grid
appears in red.

Phone number Phone type
Grid Design Mode

This group is currently in design mode, Columns may be moved and
resized with the rouse, To exit design rmode press ESC or click outside
this grid.

3. While in grid design mode, you can resize and reorganize columns. This may be useful when you want to
reorganize columns after initially dragging and dropping the fields you want.

4. To return to Custom view mode, click anywhere outside the grid. Your changes are applied immediately.
» Formatting a field for a custom view
Scenario: You are creating a custom view, and you included the Birth date field. You want the field to

appear in a short date format. Highlight the Birth date field and click the Format button to specify the
date format.

Tip: You can use shortcut keys to move around The Raiser’s Edge without using your mouse. For example,
highlight a field group and press ALT + E, F on your keyboard to access a format screen.
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1. From an open custom view, on the Custom View Designer screen, highlight the Birth date field. For more
information about accessing a custom view, see “Accessing a Custom View” on page 8.
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2. Click Format on the toolbar. The Date Format screen appears.
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Format
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Cancel
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3. Select Short Date Format and click OK. You return to the Custom View Designer screen.

Saving a Custom View

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

At any time, you can save a custom view to your database. Naming a custom view is as important as the design of
the custom view itself. If you create many different types of custom views, do not use generic names. For
example, it is easy enough to name the custom views you create with numbers, such as View 1 or View 2. If you
choose this naming method, when you select the view you want to apply from the constituent record, you can
only select from a list of custom view names. Therefore, names such as View 1 or View 2 are not helpful or
intuitive. It is best to name your custom view in a way that is descriptive; a name you can easily recognize.
Examples of possible names include Basic Biographical, Volunteer Data, or Membership/Gift.

Saving custom view parts is also a key element in using Custom View. The idea behind Custom View is to build a
constituent record view that is useful and beneficial to your working needs. When you create custom views, you
take saved parts of existing custom views to build new custom views and edit existing ones. Using this “building
block” method helps you create useful views that serve a purpose. It also saves time because you can select from
an extensive list of saved parts, such as text labels and roll up links.



CREATING AND USING CusTOM VIEWS 63

» Saving a custom view

1. From an open custom view, select File, Save from the menu bar. For more information about accessing a

custom view, see “Accessing a Custom View” on page 8.
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The Save Profile View screen appears.
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In the View name field, enter a name for the custom view, such as “Org Contact, MG”.

In the Description box, enter a description for the custom view, such as “Contains name, address, contact,
and matching gift information for an organization record.”

In the View format field, select to save the custom view as individual or organization.

When you select “Individual” in this field and save the custom view, you can apply the custom view to
individual records only. When you select “Organization” in this field and save the custom view, you can
apply the custom view to organization records only. When you select “Both” in this field and save the
custom view, you can apply the custom view to both types of records.

5. Mark the Other users may use this view checkbox. Marking this checkbox specifies that users other than
yourself can view this particular view.

6. Mark the Other users may modify this view checkbox. Marking this checkbox specifies that users other
than yourself can modify this particular view.

7. Click Save. You return to the Custom View Designer and Fields screens.
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» Saving part of a custom view

Tip: You can use shortcut keys to move around The Raiser’s Edge without using your mouse. For example,
highlight a field and press CTRL + SHIFT + W to save part of a custom view.

1. From an open custom view, highlight a part you want to use as a saved part. Examples of parts you want

to save include text labels, roll up links, and images. For this example, highlight the Org Name and
Address text label.
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2. Right-click the text label and select Save part from the right-click menu. The Save screen appears.
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3. Inthe Saved part name field, enter a name for the saved part, such as “Basic Bio Header”.
4. Click OK. You return to the Custom View Designer and Fields screens.
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On the Fields screen in the Additional Objects box, the saved part now appears under Saved Parts.
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» Building a custom view using saved parts

Scenario: Recently, you created several custom views containing useful fields and objects. When
creating those custom views, you frequently saved parts. Now you have an extensive list of saved
parts to use for new custom views. Today, you want to create a new custom view containing name and
address information, as well as primary education and business information for a constituent. Using
Custom View, create a new custom view to include basic biographical, business, and education fields
for an individual constituent record. Use saved parts such as fields, text labels, and roll up links to
create the custom view.

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

#% The Raiser's Edge M=l 3
File Edit View Go Favortes Took Help

4 Back & Fnrwald| Open in separate window

Contiguratic

=
General b Gereral ¥ International
Tables b Tables b Business Rules
Addressees / b addressees / Salutations ¥ Figlds
Salutations b Attributes » Membership Cateqories
Adtribtes ¥ Financial Institutions b Cushm Yiews
Financial b General Ledger ¥ Raporting Hierarchies
Inztitutions
b Leters

General Ledger
Letters
International
Business Rules
Fields

tembership
Categories

Custom Yiews

Fepoiting
Hierarchies

General

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

‘w/elcome to The Raizer's Edge 7
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2. Click Custom Views. The Custom Views page appears.

The R Edge
File Edit View Go Favortes Tools Help

4 Back & Folwardl Open in separate windouw

O
Configuration 1
P
General I,]jL Create a new Custom View
Il Click the link above to create a cuskom view of a Constituent record. This view can
Addreszees / include any infarmation From the Constituent record as well as summary and other
Salutations information.
Attributes
Financial Education
Institutions

Blackbaud sample containing education, relationship and giving history information,
General Ledger
¥ Delete this cuskom view

Letters

International =

Business Fiules nJL * Membership |
Fields Elackbaud sample containing membership history and giving history information.

Membership ¥ Delets this custom view

Categories

=
I]]L_ Prospect

Reporting
Hierarchies Blackbaud sample containing prospect, proposal, financial, ratings, and giving history information.
¥ Delete this custom visw =
Custom Views
w Create screens individually tailored to 2ach user's rale in your organization
‘Welcome to The Raiser's Edge 7 A

3. Click Create a new Custom View. The Custom View Designer and Fields screens appear.

ol

Ids
i~ &wailable Fields File Edit Wiew Help
Shuw.|<AII> j' ESavaandElee" (= X|ﬁ |4 ‘

Bingraphical
B Spouse
My dliases
Credit Cards
Constituent Codes

Solicit Codes

Solicitor Goals

Primary Alurani infarmation
Primary Business infarmation
Address
AddresseeSalutation
Relationships

Appeals

Additional Dbjects

Annatation

Basic Bio Header

Basic Bio Raoll Up J
Basic Frame

Bus Phones

Business Info.

Column Header —
Contact Block kd| |

4. From the Fields screen, in the Additional Objects box, click the plus sign to the left of Saved Parts. A list of
saved parts appears. You want to build this custom view using existing saved parts.
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5. Under Saved Parts, highlight Basic Bio Header and drag and drop it to the Custom View Designer screen.

You want to use this text label to identify groups of fields you include on the screen. To rename the text
label, double-click the text label and enter a name, such as “Basic Bio”.

Fields
| Awailable Fields

Shou: |<Au> v]

- Biographical

+ Custom Yiew Designer
File  Edit View Help

) Save and Close = | [ X|a 4 ||E

Basic Bio o

=lolx]

9.

EIRES)

(-3

Primary Business infarmation
Addiess

Addiesses/S alutation
Relationships

TEEE

jEal

ez}

=
Letters Sent

R |
@4 Fird...

Additional Dbjects

nnatation
Basic Bio Header
Bagic Bio Roll Up J
Basic Frame

: Bus Phones

Business Info.

Calumn Header =
Contact Block =l

You can position the text label anywhere on the Custom View Designer screen. For this example, the text
label is positioned in the upper middle section of the screen.

6. Under Saved Parts, highlight Basic Frame and drag and drop it to the Custom View Designer screen. You
want to use a frame to encompass basic name and address information.

You can position the frame anywhere on the Custom View Designer screen. For this example, the frame is
positioned in the upper middle section of the screen.

From the Fields screen, in the Available Fields box, click the plus sign to the left of the Biographical field
group. The list of fields related to the Biographical group appears.

Fields
-~ Awailable Figlds

Show: |<A\|) vl
= Bingraphical «
[ Academy Date Last Changer
[ Academy ID |

[ Academy Last Changed By First Mame: First Mame Micknamme: Midkname
[ AddedBy
[ Addiess
[ &ge LastMame: Last Mame
--[] Annotation
-] Annotation Auto Display?
[ Anonpmaous?
--f] Birth date
--[] Bithplace
--f] Constituent Code
-] Constituent is a solicitor?
--[] Constituent is at honor/mern
--[] Date Added

M_Matel act Channed _'LI
[l B
& Find...

Additional Dbject:

i Custom View Designer
File  Edit View Help

Eﬁaveandt\osev| = X|a b "E

Basic Bio

1ol x|

? -

Middle Name: Middle Name D: 1D

Birth date: Birth date
Address: address

Basic Bio Header
Basic Bio Roll Up J
Basic Frame

Bus Phones

Business Info.

Column Header %
Contact Block LI
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Note:

To include a field label with a field, from the Fields screen press the CTRL key on your keyboard and

highlight the field. Once you drag and drop the field onto the Custom View Designer screen, the field and its
field label appear on the screen.

8.

10.

Note:

Highlight the First Name field and drag and drop it into the frame on the Custom View Designer screen.
The First Name field now appears in the frame on the Custom View Designer screen.

Using the same selection method, drag and drop the following fields to the Custom View Designer screen:
Middle Name, Last Name, Nickname, ID, Birth date, and Address.

In the Available Fields box, click the plus sign to the left of the Address field group. The list of fields
related to the Address group appears.

Once you drag and drop a field label and field to the Custom View Designer screen, press the CTRL key on

your keyboard and click the field label and field name to highlight both. When you highlight both using this
method, you can move both the field label and field name on the screen. This is helpful when you want to
move both to maintain alighment.

11.
12.

Click the plus sign to the left of the Preferred Address group to reveal the Preferred Address field names.

In the Available Fields box, click the plus sign to the left of the Phones group to reveal the Phones field
names.

Fields
-~ Awailable Figlds

B (=l
File  Edit Wi

System Record ID
Type
ZIP

LastMame: Last Mame Birth date: Birth date

Show | | -
S Ml = [ Save and C\osev| = X|a |4 ”§| ? -
[ Seasonal address? ;I T
B Seasonal from Basic Bio find
B Seasonalto
B Send mail to this addre: FirstName:: First Name Mickrarmie: Mickrarme
E State Middle Name: Middle Name ID: D

Address: Address

mport 1D

B Phone number
i@ Phore type

Lol Syster Record ID
- Athibutes

By Al Addresses

- [ Addiessee/Salutation
0 Dl obickine.

‘ T
@4 Find

Additional Objects

E-E8 Saved Parts A
B Annatation

Basic Bio Header

Basic Bio Roll Up J

Basic Frame

Bus Phones

Business Info.

Column Header ]

Contact Block LI

-
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13. Highlight the Phones field group and drag and drop it to the Custom View Designer screen. The Select
Group Style screen appears.

Select Group Style

" Group Style
Select the format you would like to use for displaying multiple rovws of data.

| Mount Plaasant
Mount Pleasant

Char e

& Grid Layout

Frasninghan Ma 7R

John Lennon
1 Mapla St
Mount Pleasant SC 29466
GEorge Harson
Rice ot 1 Maple St
Layout

WMount Pleasant SC 29460

Paul McCar tney
1 Flora Lr.
“Munt Pleasant SC 29466

Cancel |

The Select Group Style screen appears because you selected to drag and drop a one-to-many field group.
Any time you select a one-to-many field group, a screen appears asking you to select to view the field
group in Grid Layout or Grid Layout. For more information about one-to-many field groups, see
“One-to-Many Field Groups” on page 15.

14. Select Grid Layout. You want to view the Phones field group as a grid. The Phones field group now
appears on the Custom View Designer screen.

Fields + Custom View Designer ; _1ol x|
Available Fields—————————— |5 Edit Wiew Help
Show: I I e
<Al Z ESaveandE\Uss-|u X|a 4 ”E ? -
~f  Seasonal address? ;I o
-0 Seasonal from Basic Bio o
~f  Seasonalto -
-0 Send mail to this addre First Marne: First Narne Mickname: Midkname
<0 State Middle Name: Middle Name ID: 1o
~B  System Fecord ID
B Tupe Last Mame: Last Mame Birth date: Birth date
Address: Address

Fhone number

B Phonetype

B System Record 1D
- Athibutes

-Gy All Addiesses

- B Addresses/S alutation =
o, T
4 I 3

Phone type Phone nurnber

Additional Dbjects

5-E8) Saved Parts |
Arnotation

Basic Bio Header

Basic Bio Roll Up J
Basic Frame

Bus Phones

Business Info.

Colurmn Header
Contact Block =l |

|4

15. In the Available Fields box, under the Phones field group, highlight the Phone number and Phone type
fields and drag and drop them to the Phones block.
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16.

17.

18.

19.

In the Additional Objects box, under Saved Parts, highlight Extra Info Image and drag and drop it to the
Custom View Designer screen. You want to use this image next to a roll up link to identify that more
constituent information exists in the roll up link.

In the Additional Objects box, under Saved Parts, highlight Basic Bio Roll Up and drag and drop it to the
Custom View Designer screen next to the image. You want to use this roll up link to identify that more
constituent information exists.

! Custom View Designer & =loix]
(Available Fields———————IFil. Edit Wiew Help

show [ca =]
W | <Al = b Save and Closs -

Academy Date Last Chang
Academy D
Academy Last Changed By
Added By

Address

Age

Annotation

Annotation Auta Display?
Ananpmous?

Birth date

Birthplace

Conslituent Code
Conslituent iz a solicitor?
Conslituent iz an honor/me:
Date Added

#ows | -

Additional Dbjects
B Saved Parts 2]
Annatation
Basic Bio Header
Basic Bio Roll Up J
Basic Frame
Bus Phones
Business Infa
Colurn Headsr
Contact Block. ;I [lick. to expand/contract |

H ¥[8 &N =

5.

o
Age: ]
Religion: Religion

Maiden name: Maiden name

]

Using the same drag and drop method, add additional biographical-related fields such as Age, Religion,
and Maiden name inside the roll up link.

Using the same selection methods in the steps above, drag and drop another Text Label and Frame to the
Custom View Designer screen. In addition, drag and drop primary business-related fields such as Org
Name, Industry, and Position as seen on the following screen.

Note: Use the scroll bar to the right of the Custom View Designer screen to view all information on the screen.
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20.

21.

Remember when you select to drag and drop one-to-many field groups, a screen appears, asking you to
select a group style. Your Custom View Designer screen should look similar to the following screen.

i Custom Vie r =1Blx]
rAvalable Fislds—————————————lfje  Edit Yiew Help
Shauy: I vI e
A ESaveandE\nsav| ] X|a |4 ”E ? -
Credit Cards 4] 71}
Basic Bio B
First Mame: First Mame Nickname:: Mickname
Middle Name: Middle Name D: 1D
LastMame: Last Mame Birth date: Birth date
Contact Type A
Date Added Address: Address
Diate Fram
Diate Last Changed
Date To
Do Mot Mail? Phaone type Phone number 5 Rollup Link
Fizcal year starts
Hon Mem Acknowledge?
Hon Mem Contact
I BT et
1 | »
&4 Find...
Business
Additional Objects
=~ Standard Objects & Org Mame: Org Name Industry: Industry
oA Text Label Pasition: Position Income: Income
2] Image
= Frame b Address: Address Ig Primary?: Is Primary?
-A RollUp Link
-5 Link b Custam View &=
E=-E8) Saved Parts ]
Annatation 1 | J
H Basic Bio Header LI |

Using the same selection methods in the steps above, drag and drop another Text Label and Frame to the
Custom View Designer screen. In addition, drag and drop primary education-related fields such as School
name, Campus, and Degree as seen on the following screen.

Remember when you select to drag and drop one-to-many field groups, a screen appears asking you to
select a group style. Your Custom View Designer screen should look similar to the following screen.

o (=
“dyalable Felds—————————— File Edt Wiew Help
Shi -
el E]Saveandﬁ\ﬂsav| =] X|a 4 ”E ? .
-Gy Solicitor Goals B .
= Primary Alurnini infarmation . =
7 nmrl - Phone type Phone number Rollup Link
B AlumniInfo? <§
B Campus
B Class of
[ Date Added
B Date entered
-0 Date graduated J X
B Dete Last Changed Business
E g:;eljt Org Name: Org Narme Industry: Industry
B Frat/Sorority Position: Position Income: Income
E IGPA ‘D Address: Address Is Primary?: Is Primary?
B Impor
B Known name =
1] Bebostionnnsdiy | _,l_l Education
& Fmd...l School name: School name Class ofi Clags of
sddiional Objects Carnpus: Campus Date entered: Date entered
= Standard Objects ||| Degrea:; Degrae Date graduated: Date graduated
A TeutLabel Frat/Sorority: Frat/Sorority
Image
Frame = || Known name:: Known name
A RollUpLink
D“g Link to Custom Yiew | |
Saved Parts =
Annotation < | r
: Easic Bio Header =l |

Once you finish adding the fields and objects you want to the Custom View Designer screen, you can
establish properties, criteria, and grid design settings for the field groups you included. For more

information about establishing these settings, see “Setting Properties, Criteria, Grid Design, and Format
for a Custom View” on page 53.

To save the information entered in the custom view and close the Custom View Designer and Field
screens, click Save and Close on the toolbar. You return to the Custom Views page. For more information
about saving a custom view, see “Saving a Custom View"” on page 63.
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Applying a Custom View

You can easily apply custom views to individual and organization records in your database. When you view a
constituent record without an applied custom view, you are in Edit mode, or normal viewing mode. When you
decide to apply a custom view, you are in Custom view mode. You can easily switch back and forth between the
two.

The custom views you apply are view-only and do not alter or change the data in the constituent record. To apply
a custom view to a constituent record, click the Run Custom View button on the toolbar of a constituent record.
A list of custom views appears so you can select the type of view you want to apply. Once you apply a custom
view, the constituent record immediately changes to the view you select. The custom view appears in a Microsoft
Internet Explorer 6 window, and information in the view cannot be edited or changed. The title bar of the
constituent record reflects which custom view you apply.

Each time you apply a custom view to a constituent record, any subsequent records opened also have the same
view applied to the record. This is because Custom View remembers the last view you applied to a record. For
example, if you open Max Taylor’s constituent record and apply the Biographical custom view, each record
opened thereafter has the same view. Even when you close The Raiser’s Edge, Custom View remembers the last
view applied. The last view applied can also be Edit mode view. Edit mode view is simply the constituent record in
a normal view, without an applied custom view. For more information about constituent records, see the
Constituent Data Entry Guide.

» Applying a custom view

1. From a constituent record, click Run Custom View on the toolbar. A list of custom views appear. For more
information about accessing a constituent record, see the Introduction to Constituent Records chapter of
the Constituent Data Entry Guide.

<= Max G_ Taylor

File Edit View Constituent Letter Favarites Tool: Help

[ Save and Cloze - u|§' [&- '| 4 4 » M | b | 2'|? E||| ?'|&'|
v Attributes | Hedia | + Actions I + Honor/Memarial | Wolunteer | v Prospect I v Member: <Edit made:

w Bio2 I v Addresses I v Addressees/Salutations I v Relationships I v Appeals I N Educatian

i~ Biographical i Preferred Address -Home———————————— (denbeitin
2 - Prozpect
Last name: [T aplaor Aliazes Country: [United States
: I _I I Standard
First name: IMaH Address lines: [ 3327 Dawson Street Valunteer
Middle name: |Ger0me =
Titles: IM,_ j I j City: |Pittsburgh
Suffives I j I j State: IF‘A 'l Pennsylvania
Hickname: [ ZIP. [15208 g oPo
Maiden name: I Phones/E-mail/Links |
D IW Type | Mumber/E-mail Address I
| [Home 403-5355-4579
Gender: [Male x| s8N [223-13-4356
Birth date: [07/05/1340 | AgeE3
[ Deceased? D ate: I i)
- — This conztituent
Iarital status: |Maried ¥
I J I s inactive W Iz asalicitor  « Details |
ﬂl IMIChe"E Jighley [ Gives anonymously I Has no valid addresses
Suolicit code: I ™ Reguests no e-mail

Grandparent (04042007 - ); Alumnus [06/07/1962 - v Education | +Business | Bank |
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2. Select a custom view by clicking once on the name of the custom view you want to apply. The custom
view is immediately applied to the constituent record. You are now in Custom view mode.

= Max G. Taplor - General View

File Edit “iew Consttuent Letter Favortes Tool: Help
E]Saveandﬁlose'| u|§' [&- @'| H 4 ¢ H | -+ |? ﬁ|||| ?'|§'| '|

Mr. Max G. Taylor Nickname: =
Wrs. Michelle Taylor Nickname: Shelly

Constituency Codes: GP  since 04/04/2001
AL since 06/01/1962

332? Diawson Street United Pharmacy & Medicine
Fittsburgh, PA 15208 Pharmacist $50,000 - $65 995
Hore @ 403-555-4579 E_mpluyee

Business:  412-354-0393

Birthday: 07/05/1940

Gift Information
Total Given: $10,695.00 —
Total Given This Year: $5,085.00

Last Three Gifts:

06/0352005 Cash 10000 Building Fund

0E/DE2004 Cash $2000.00 Building Fund

02/04,2004 Cash $1.500.00 2004 Annoal Fund

Pledye History:

Arnourit Fund Balance
§750.00 2003 mMembership Fund $780.00

=
4 | »

From Custom view mode for a constituent record, you can run various functions, such as creating new
letters or running summaries. You cannot, however, alter or change information in the fields of a
constituent record. From Custom view mode, you can also preview or print a custom view.

3. After you finish viewing the record, click Save and Close on the toolbar.

Editing a Custom View

Warning: With Custom View, you cannot alter or change data on a constituent record. Any custom view you
create is view-only.

With Custom View, you can easily add, change, and delete information in a custom view. Once you begin building
custom views, you may find that your needs change. You may need to rearrange fields for a view, add fields, or
delete fields not as necessary as you initially thought. From the Custom Views page, you can easily open a custom
view and make the changes you need. Any information you need to change or add to the constituent record
itself, must be done while you are viewing the constituent record in Edit mode (normal viewing mode).
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» Editing a custom view

Scenario: You created a custom view called “Basic Bio, Vol Contact”, containing basic biographical and
volunteer information for a constituent. After applying this view to constituent records in your
database, you realize you need to add additional, important biographical fields to the custom view.
Open the custom view and add the additional fields you need. This scenario uses the custom view set
up in “Creating a custom view for an individual record” on page 42.

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

it The Raizer's Edge _[O]x]
File Edit ‘iew Go Favortes Tools Help

4 Back o Forwald| Open in separate window

Imﬂ-‘ Hame Contiguratio
-
|
General ¥ General b International
Tables b Tables P Business Rules
Addressees / b Addressees / Salutations » Figlds
Salutations b attributes ¥ Merrbership Categories
Altributes » Financial Institutions P Custom Views
Financial b General Ledger ¥ Reporting Hierarchies
Institutions
b Letters

General Ledger
Letters
International

Eusiness Rules
Fields

Membership
Categories

Custom Yiews

Reporting
Hierarchies

[ |

General

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

|
Z

‘Welcome to The Raizer's Edge 7
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2. Click Custom Views. The Custom Views page appears.

File Edit View Go Favortes Tools Help

4 Back & Folwardl Open in separate windouw

Configuration i 15
i

General IlIL Create a hew Custom View

Tabl

sl Click the link above to create a custom view of a Constituent record, This view can

Addressees / include any information From the Constituent record as well as summary and other

Salutations information,

Attributes oo

Finangial I]JL Basic Bio, Vol Contact

Institutions

¥ Delete this custorn view

General Ledger

Letters

e

Intemational IJJL - General View

Busi Rul

LR ¥ Delete this custom view

Fields

Membership e

Categories I]JL Org Contact, MG JIE
¥ Delete this custom view

Reporting

Hierarchies

i
"lT | Cmunalmiead Wiavas LI

Custom Views

w Create screens individually tailored to sach user's role in your organization

‘Welcome to The Raiser's Edge 7

Note: To include a field label with a field, from the Fields screen press the CTRL key on your keyboard and
highlight the field. Once you drag and drop the field onto the Custom View Designer screen, the field and its
field label appear on the screen.

3. Click Basic Bio, Vol Contact. You want to open the custom view so you can add additional fields. The Basic
Bio, Vol Contact custom view appears.

Fields Custom ¥iew Design o] ﬂ
—AvalableFieds————— File Edit Wiew Hel
Show: I
S N Z I Save andEIuse" = * | e | 4 |
-
0" Aicademy Date Last Changs Basic Biographical Information E
B AcademyID
B Acaderny Last Changed By First Mame: First Name Last Name: Last Mame
0 AddedBy
0 Address I0: D
A
I o Birth date: Birth date
-0 Annotation
0 Annotation Auta Display? Age: Age
@ Anorpmous?
B Bithdate Address: Address
f Bithplace al
a Cunst!luent Fode N Fhone Phone number
0 Constituent iz a soliciar?
B Constituert is an honar/me
0 Date Added
A Natel ack Chane. et
kit e
&% Find...
Addtional Dbjects Wolunteer Contact Infor mation
- Standard Objects 2 | Emergency Mame: Ernergency Marme Systam Record 10 System
Ernergency Phone: Emergency Phone Record ID
Ermergency Relation: Emergency Relation
vehicle Availsble?: ehicle Wehicle Type: Vehicle Type
Saved Paits Available?
2
Annotation
i Basic Bio Header LI
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4. From the Fields screen, in the Available Fields box, click the plus sign to the left of the Biographical field
group. The list of fields related to the Biographical group appear.

1 Custom View Designer - Basic Bio. Yol Contact
Avalable Fields———————— Fie Fit View Help

o B [ Save and Elnsev‘ & > | Lo N ”E

? -

= Biographical -

i

Corstituent Code
Corstituent is a solicitar?
Corstitugnt is an honor/men

Phone type Phione number

Date Added

ol Pistal act Channad e
e D

-0 Academy Date Last Change Basic Biographical Infor mation
@ Academy D
B tcademy Last Changed By First Name: First Name Last Mame: Last Name
f Added By
0 Addess IL: D Marital status: Marital status
A
E Aﬁ:ntatmn Birth date: Birth date Ethnicity: Ethnicity
A Annotation Auto Display? Age: Age Religion: Religion
B aAnorymous?
B Bithdate Address: Address
0 Bithplace
|
|
-1
-1
n

@ Find...
Additional Dhjests Yalunteer Contact Information
e iﬁ anaNtﬁLU:\e;:ts =|| | Emergency Name: Emmergercy Name System Record ID: System
ext Label
Emergency Phone:: Emergency Phone Record ID

Ermergency Relation: Emergency Relation
A RollUpLink . ey

ef Link to Custom Yiew vehicle available?: vehicle wehicle Type: Vehicle Type
Saved Parts Available? -
i Annotation
EBasic Bio Header LI | ‘

5. Highlight the Marital status field and drag and drop it into the frame on the Custom View Designer
screen. The Marital status field now appears in the frame on the Custom View Designer screen.

6. Using the same selection method, drag and drop the Ethnicity and Religion fields to the Custom View
Designer screen.

Make any additional changes to the custom view.

7. To save the information entered in the custom view and close the Custom View Designer and Field
screens, click Save and Close on the toolbar. You return to the Custom Views page.

Previewing A Custom View

At any time, you can select to preview a custom view. To preview a custom view, you must first apply a custom
view to a constituent record. Once you apply a custom view, you can preview or print the custom view. You may
find previewing a custom view useful before printing. For example, if you are unsure that the custom view
contains all the information you need, you can preview the custom view to see an overall preview of how the
custom view looks. When you preview a custom view, the information on the screen appears smaller so you can
see the entire screen. To preview a custom view, select File, Preview, Custom view from the menu bar of a
constituent record. Remember, to preview a custom view, the custom view must first be applied to the
constituent record.
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» Previewing a custom view

1. From a constituent record, click Run Custom View on the toolbar. A list of custom views appear. For more

information about accessing a constituent record, see the Introduction to Constituent Records chapter of
the Constituent Data Entry Guide.

=i Max G. Taylor

I [=] E3
File Edit “iew Constituent Letter Favoites Tools Help
[ Save and Close - u|§'|ﬁ"|l( 4 b H|"|2'|?E|||?'|&'|J'
Attribul | Media | v Actions I v Honor/Memorial | “olunteer | v Prospect I v Member;  <Edit made>
« Bio2 I v Addresses I v Addreszees/S alutations I « Relationships I + Appeals I N Educatian
- Biographical —Preferred Address - Home———————————— Membership
Last name ITE}"DT Aliazes | Country:lUniled States e

First name: IMaH

Standard
Address lings: | 3327 Dawson Street olurtesr
Middle name: IGerome =l
Titles IM[_ =l | =l City:lPittsburgh
Suffizes: I j I j StatEZIF'A 'l Pennsplvania
Nicknare: | ZIF: [15208 & Dro
Maiden name: I Phones/E-mail{Links I
o IF? Type | Mumber/E-mail Address |
| [Home 403-555-4579
Gender. |Malz x| 56M:[229-13-4355

Birth date: |07/05/1940 | Age: b3
" Deceased? Date:l ]

Marital status IMarried j - This const!tuent R :
I Iz inactive W lzasolicitor  + Datailz |
&I IMIChEIh3 Taplor ™ Gives anonymously I Has no valid addresses
Solicit code: I

I Reguests no e-mail

Grandparent [04/04/2007 - ; Alumnus (06011962 - ] « Education | v Business | Bank |

2. Select a custom view by clicking once on the name of the custom view you want to apply. The custom
view is immediately applied to the constituent record. You are now in Custom view mode. For more
information about applying a custom view, see “Applying a Custom View"” on page 73.

Note: You can also preview a custom view by clicking Preview on the toolbar of an applied custom view. A list
of preview options appears. In the list of options that appear, select Custom view.
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3. From the menu bar, select File, Preview, Custom view.

<= Max G. Taylor - General Yiew

File Edit ‘“iew Constituent Letter Favortes Toolz Help
] Mew e I e a2 el =T SR SRR
q%pen'f G Eglﬁ Nickname: =
e inen st e Hickname: Shelly
> Delete Canstituent...

be 04/04/,2001
el Save LS bo 0Gm1/1962
i3 Save and New Chrl+ias
E Save and Cloze Chrl+L
Prapeitiss United Pharmacy & Medicine
Pharmacist F60,000 - $629 959
[ Print Setup... Employee
[ & Labels : 412-854-0398
=5 Frint » Etrwelopes
Export 4
E b ; Constituent Profile
Send as Mail.. » o j
Individual Profile
Becently Acceszed Constituents  * b

[_n] Cloze ]—

0BM03/2005 Cash $100.00 Building Fund

0B/06/2004 Cash §2 000,00 Building Fund

02/04/,2004 Cash $1,500.00 2004 Annual Fund

Pledge History:

Arnount Fund Balance

F750.00 2003 Membership Fund $750.00
4] | 2

The Print Preview screen appears, showing the custom view in preview format.

A3 Print Preview

Print... | | e ngeh_ il =, |@ I'IDD% '” Help | Close

Mr. Max G. Taylor

Mrs. Michelle Taylor

Nickname:

Nickname: Shelly

Constituency Codes: GP  since 04/04,/2001
AL since 05/01/1962

3327 Dawson Street
Pittsburgh, PA 15208

United Pharmacy & Medicine

Pharrmacist 600

Home: 403-555-4579 Emph
Business: 412-854-03595

Birth day: 07/05/1940

Gift Information

Total Given: $10,695.00

Total Given This Year: §5,085.00
Last Three Gifts:

0B/03/2005
05,06 /2004

O7L0A NN A

4

Cash
Cash

IREY

$100.00 Building Fund
$2,000.00 Building Fund
[ =} AOTA M [ e
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The Print Preview screen appears in a Microsoft Internet Explorer 6 window. You can use the scrolling bar
to the right to scroll the preview, and you can also use the zoom and print functionality on the toolbar. For
more information about printing a custom view, see “Printing a Custom View” on page 80.

4. To close the Print Preview screen, click Close on the toolbar. You return to the custom view for a
constituent record.

Printing a Custom View

At any time, you can select to print a custom view. You may find it useful to preview a custom view before
printing to make sure all the information you want is included in the custom view. For more information about
previewing a custom view, see “Previewing A Custom View” on page 77.

When you print a custom view, the information in the custom view is arranged in a print-friendly fashion. Do not
worry about including too much information for a custom view. The custom view prints in pages, according to the
amount of information included in a custom view. Page numbers appear in the top right corner of each printed
page. To print a custom view, select File, Print, Custom view from the menu bar of a constituent record.
Remember, to print a custom view, the custom view must first be applied to the constituent record.

» Printing a custom view screen

1. From a constituent record, click the Run Custom View button on the toolbar. A list of custom views
appear. For more information about accessing a constituent record, see the Introduction to Constituent
Records chapter of the Constituent Data Entry Guide.

<= Max G_ Taylor

File Edit View Constituent Letter Favarites Tool: Help

[ Save and Cloze - u|§'@"||( 4 b H|—’|2'|?E||| ?'|&'|'
v Attributes | Hedia | + Actions I + Honor/Memarial | Wolunteer | v Prospect I v Member: <Edit made:
w Bio2 I v Addresses I v Addressees/Salutations I v Relationships I v Appeals I N Educatian
i~ Biographical i Preferred Address -Home———————————— (denbeitin
Last name: |Tay\0r Lliazes | Countw:lUniled States [DSDECI
First name: IMaH Address lines: [3327 Dawson Street Volunteer
Middle name: |Ger0me =
Titles: IM,_ j I j City:lPittsburgh
Suffives I j I j State:IF‘A 'lPennsylvania
T | ZIF: |15an 5] DPE'I
Maiden name: I Phones/E-mail/Links |
D IW Type | Mumber/E-mail Address I
| [Home 403-5355-4579
Gender: [Male x| s8N [223-13-4356
Birth date: [07/05/1340 | AgeE3
[ Deceased? Date:l i)

M arital status: IMarried j - This const!tuent R
I s inactive W Iz asalicitor  « Details |
ﬂl IMIChe"E Taylor ™ Gives anonpmousy I Has no valid addresses
Suolicit code: I ™ Reguests no e-mail

Grandparent (04042007 - ); Alumnus [06/07/1962 - v Education | +Business | Bank |

Note: You can also print a custom view by clicking Print on the toolbar of an applied custom view. A list of
print options appears. In the list of options that appear, select Custom view.

2. Select a custom view by clicking once on the name of the custom view you want to apply. The custom
view is immediately applied to the constituent record. You are now in Custom view mode. For more
information about applying a custom view, see “Applying a Custom View” on page 73.
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3. From the menu bar, select File, Print, Custom view.

“= Max G. Taylor - General Yiew
File Edit “iew Constituent Letter Favorites Toolz Help

S5 Hew Coll LB M ¢ b o [DdY |0 2 8- 8-
@%pe"'j' e Eérl+|D| Nickname: =
(e Open in New Window... trl+ Nickname: Shelly
W Delete Congtituent...
ce 04/04/2001
lud Save ks Lo 06/m1 /1962
B Save and Hew Chrl+af
E Save and Cloze Chrl+L
Properties United Pharmacy & Medicine
Pharmacist $50 000 - $69 959
[ Print Setup... Employee
(&) Preview r Business: 412-954-0398
Sl O
E Export L4 Ervelopes
[==] i (3
g Serd as Hail. Canstituent Profile
Becently Acceszed Constituents Individual Prafile i
(3 Qs
0B/03/2005 Zash $100.00 Building Fund
06/06/2004 Cash $2,000.00 Building Fund
02042004 Cash §1,500.00 2004 Annual Fund
Pledge History:
Armount Fund Balance
F7a0.00 2004 Membership Fund $750.00
| | »

The custom view prints to the printer you select. Once you print a custom view, you return to the
constituent record with the applied custom view.

Deleting a Custom View

On occasion, you may want to delete a custom view from your database. Remember, any custom view you create
is view-only. You cannot alter the data entered on constituent records in your database. With Custom View, you
create different types of views for a record, but you cannot change or delete any constituent record information
from within a custom view. Any changes you need to make to a constituent record must be done on the
constituent record while in Edit mode (normal viewing mode). Therefore, when you delete a custom view, you
are not deleting any information on a constituent record; you are only deleting the view you created.
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» Deleting a custom view
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.

I[=] E3

File Edit View Go Favortes Took Help

4 Back & Fnrwald| Open in separate window
Configuratic

Configuration ;I

General b Gereral ¥ International
Tables b Tables b Business Rules
Addressees / b addressees / Salutations ¥ Figlds
Salutations b Attributes » Membership Cateqories
Adtribtes ¥ Financial Institutions b Cushm Yiews
Financial b General Ledger ¥ Raporting Hierarchies
Inztitutions

b Leters
General Ledger
Letters
International

Business Rules
Fields

tembership
Categories

Custom Yiews

Fepoiting
Hierarchies

General

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

s [EIEEIE R

‘w/elcome to The Raizer's Edge 7

2. Click Custom Views. The Custom Views page appears.

Edit View Go Favoites Tools Help

4 Back & Folwardl Open in separate windouw

Configuration

|»

o
General I“L Create a hew Custom View
lisbEy Click the link above to create a custom view of a Constituent record, This view can
Addressees / include any information from the Constituent record as well as summary and other
= - Salutations information,
= g Export
o Attibutes P
lg Financial . Basic Bio, Vol Contact
Institutions
T ¥ Delete this custorn view
Letters e
Intemational IJJL - General View
Busi Rul
LR ¥ Delete this custom view
Fields
Membership e
Categories "JL Org Contact, MG JIE
¥ Delete this custom view
Reporting
Hierarchies -
i
i St sl wad Wimssr =
Custom Views
X - $ Create screens individually tailored to sach user's role in your organization
m_. . M
‘Welcome to The Raiser's Edge 7 A

Note: You can also delete a custom view by selecting File, Delete from the menu bar of an open custom view,
or by clicking Delete on a custom view toolbar.
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3. Under Basic Bio and Volunteer, click Delete this custom view. You want to delete the Basic Bio and
Volunteer custom view. A message appears, asking if you are sure you want to delete the custom view.

The Raizer's Edge B

@ Are pou zure you want to delete the custom view 'Basic Bio and Yolunteer?

Tes | [ [a] I

4. To permanently delete the custom view, click Yes. To return to the Custom Views page without deleting
the custom view, click No.

Other Custom View Options

In addition to creating and working with custom views, you can also use other options not accessed through the
Field Group Properties screen. The Bring to Front, Send to Back, and Aligning menu options are available from
the menu bar of an open custom view. These additional options can help you better organize information on the
Custom View Designer screen.

Bring to Front, Send to Back

When you work with custom views, you are using several objects such as frames, roll up links, and text labels that
enable you to design your own view of a constituent record. This functionality, in itself, is a bit different than
most Raiser’s Edge functionality. Because of this, it may take a few tries to understand how custom view objects
work. For example, if you work inside a frame and you drag and drop one-to-many fields, roll up links, and text
labels inside of that frame, you now have several layers of information making up the frame. At times, especially
when you are defining properties and criteria for information in the frame, some layers may become overlapped.
It is important you understand that this may occur.

You can easily use the Bring to front and Send to Back menu options to bring information forward on the screen,
or to send information back behind other information on a screen.

» Bringing a field to front

1. From the Custom View Designer screen of an open custom view, highlight a frame by clicking the frame
once. For more information about opening a custom view, see “Accessing a Custom View” on page 8.

1 Custom Yiew Designer Hi=]E3
File [ Edit ¥iew Help
EE agiteria k ”El ? - |
Eriner. =T = ﬂ
B Ed
Properties...
LmN Brirg to front
B Serd o Bach

Aol (et [EE] it
Aelrar Bt [EtrlEiftAE
Alrar Tiop (St Ehir=T]

Save part... Chrl+Shift+af
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2. From the menu bar, select Edit, Bring to front. The frame is immediately brought to the front and appears
on top of the information included in the frame. In this example, the frame appears on top of the roll up

link.

i Custom Yiew Designer |_ O] <]

File Edit Yiew Help

E]Saveandclosev|u ><|ﬁ |4 ”:E—: L
D:. ...............
D:. ...............

» Sending a field to back
1. From the Custom View Designer screen of

-

an open custom view, highlight a frame by clicking the frame

once. For more information about opening a custom view, see “Accessing a Custom View” on page 8.

1 Custom View Designer [_ O]
File | Edit Wiew Help
[ ﬁgriteria k ||:| ? - |
i 7
_ - H =l
B Edit ' :
Properties... E E
H 1
K Biria o ot ghosmnmnnnme e o
Send to Back
Al Ceft [t hiftel
Al Eiatt [Etrl PG it
e Tiop (St T
Save part... Crl+Shift+af

From the menu bar, select Edit, Send to Back. The frame is immediately sent to the back and the

information included in the frame appears in the frame. In this example, a roll up link appears in the

frame.

1 Custom View Designer _ (O] x|
File Edit “iew Help
ESaveandEIDSEv|u )(|a“”§ ?. |
T — = |
i i
' '
1 1
[ = i ‘o

Aligning

Note: You can also alignh multiple fields by highlighting the fields and right-clicking on the Custom View

Designer screen. From the right-click menu, sele

You can use the aligning options to ensure that yo

ct the type of alignment you want to apply.

ur fields are lined correctly with each other. For example, when

you have three fields on the Custom View Designer screen, and you want to align them with the left most field.

You can highlight the three fields by clicking the fi

rst field once. Click the CTRL key on your keyboard and highlight

the other two fields. Once the fields are highlighted, you can use the alignment options available from the Edit
menu of the Custom View Designer screen. You can only align multiple fields from the Custom View Designer
screen. To align one field at a time, use the Field Group Properties screen.
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» Using alignment options for a custom view

1. From the Custom View Designer screen of an open custom view, highlight the various fields you want to
align and select Edit, Align from the menu bar.

File | Edit Yiew Help
E] c ﬁ [Eriterra
] Eariat..
B Edit

Eroperties. .

E} Ering to front
B S b Bk

Align Left Chrl+5 hift+L
Align Bight Ctrl+5 hift+F
Align Top Chrl+5 hift+T
Save part... Chrl+5 hift+5

ko= 2-
..................... |
Eirst Marme '
--------------------- JD

2. Select the type of alignment you want to apply. You can align left, right, and top. Once you make your
selection, the alignment is applied immediately.
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A

accessing, see navigating

additional objects box, defined 5, 16

aligning 84

alignment 24

applying a custom view to a constituent record 34,
73

available fields box, defined 5, 14

B

block, building 5
borders 27
box
additional objects 5
available fields 5
bringing a field to front 83
building a custom view using saved parts 66
building block, defined 5

C

capitalization 24
changing, see editing
color 23, 25
constituent record
applying a custom view 34
custom view mode 36
edit mode 37
creating a custom view
defined 41
establishing criteria for custom view field groups
59
for an individual record 42
for an organization record 47
formatting a field for a custom view 62
setting grid design for a custom view field group
61
setting properties for custom view field groups
and objects 54
using saved parts 66
creating a custom view for an individual record 42
criteria settings, defined 31
criteria, establishing 59
custom parts, defined 5, 20
custom view designer screen

criteria settings 31
defined 20
edit in grid design 32
field group properties
background 25
defined 22
edges 26
font 23
grid 27
headers 28
rows 29
formatting 33
select group style 29
free form layout 30
grid layout 30
custom view mode 36
Custom View, defined 1, 41
custom view, defined 5

D

deleting a custom view 81
designer screen, defined 20
drag and drop, defined 5

E

edit in grid design, defined 32

edit mode, defined 5, 37

editing a custom view 74

establishing criteria for custom view field groups 59

F

field group properties

background
color 25
defined 25
horizontal 26
image 25
opacity 26
vertical 26

edges
borders 27
defined 26
margins 27



88

padding 27
font
alignment 24
capitalization 24
color 23
defined 23
font 23
indentation 24
letter spacing 24
line spacing 24
size 23
style 23
text direction 24
grid 27
headers 28
rows 29
field group properties, defined 22
field label, defined 5
fields
additional objects
custom parts 20
defined 16
frame 17
image 17
link to custom view 19
roll up link 18
saved parts 19
text label 16
available fields
defined 14
one-to-many field groups 15
one-to-one field groups 15
defined 13
font 23
formatting a field for a custom view 62
formatting, defined 33
frame, defined 6, 17
free form layout 30

G

grid design, setting 61
grid layout 30
group, defined 6

H

horizontal 26

image, defined 6, 17
image, field group properties 25
indentation 24

L

label
field 5
text 7
layout
free form 30
grid 30
letter spacing 24
line spacing 24
link to custom view, defined 6, 19

M

margins 27

mode
custom view 36
edit 37

modifying, see editing

N

navigating
opening a custom view 8
toolbar 10

O

one-to-many field groups, defined 6, 15
one-to-one field groups, defined 6, 15
opacity 26

opening, see navigating

options, user 11

P

padding 27

part, custom 5

preferences, see user options
previewing a custom view 77
printing a custom view 80
properties, defined 22
properties, setting 54

R

roll up link, defined 6, 18

S

samples, defined 37
saved parts, building a custom view using 66
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saved parts, defined 7, 19
saving a custom view, defined 63
saving part of a custom view 65
security 7
select group style
defined 29
free form layout 30
grid layout 30
sending a field to back 84
setting
criteria 53
formatting options 53
grid design 53
properties 53
setting grid design for a custom view field group 61
setting properties for custom view field groups and
objects 54
size 23
style 23

T

text direction 24
text label, defined 7, 16
toolbar 10

U

user options 11
using alignment options for a custom view 84

V

vertical 26
view, custom 5




90




	Table of Contents
	What Is In This Guide?
	How Do I Use These Guides?

	Custom View Quick Start
	Quick Start
	Where is Custom View?
	Building a Custom View: The Basics
	Applying a Custom View to a Record

	Frequently Used Terms
	Security
	Navigating in Custom View
	Accessing a Custom View
	Custom View Designer Toolbar

	User Options
	Custom View: Understanding Fields, Objects, and Settings
	Fields Screen
	Available Fields
	Additional Objects

	Custom View Designer Screen
	Field Group Properties Screen
	Select Group Style Screen
	Criteria Settings
	Edit in Grid Design
	Formatting


	Constituent Record
	Custom View Mode
	Edit Mode

	Custom View Samples

	Creating and Using Custom Views
	Using Custom View
	Creating a Custom View
	Setting Properties, Criteria, Grid Design, and Format for a Custom View
	Saving a Custom View
	Applying a Custom View
	Editing a Custom View
	Previewing A Custom View
	Printing a Custom View
	Deleting a Custom View
	Other Custom View Options
	Bring to Front, Send to Back
	Aligning


	Index
	Search the guide
	Contact us



