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? What Is In This Guide?

The Data Enrichment Services Guide covers the services |ocated under the Data
Enrichment Services link on the Administration page. See the
AddressAccelerator chapter for information about updating and certifying
addresses in your database using AddressAccelerator.

* “Understanding AddressAccelerator Footnote Flags’ on page 4

“Setting a Country’s Availability for AddressAccelerator” on page 12
“Selecting an Address Type” on page 13

“Updating Addresses’ on page 29

“Correcting Addresses from a Record” on page 51

“Using AddressAccelerator with Batch” on page 58

“Establishing a Business Rule to Automatically Update Addresses’ on page 62

@ How Do | Use These Guides?

The Raiser’ s Edge user guides contain examples, scenarios, procedures, graphics,
and conceptual information. 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 al
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 phrasein
guotes instead of individual words.

Ilcons

The following icons are used in the side margins to denote additional information
such as notes, warnings, time-savers, or definitions. Y ou can also use these
margins to write your own notes.




VI

WELCOME

o

The notepad symbol designates anote or tip related to the information in the main text
column.

i

The traffic light indicates a cautionary note. Generally, we use thisicon to point out a step
that may have unwanted results.

b '

The clock symbol designates a shortcut or timesaving action.

©

The dictionary symbol designates the definition of a frequently used term.
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2 CHAPTER 1

For more information

about Postal Saver and
presortation discounts, see
the Postal Saver Guide for
Canada.

Mailings are important to your work as a nonprofit organization. The address
correction service AddressAccel erator checks, corrects, and certifiesthe addresses
in your database to ensure your mailings reach the intended recipients.

With the AddressAccelerator data correction service, you can easily search for,
apply address corrections, and validate addressesright in your database. Y ou must
download the updated address data files monthly from the Blackbaud Web site
and install them on your computer or network. The data files contain every
deliverable mailing address in Canada. Y ou can use the installed data files as
often as necessary to validate your mailing list. Y ou can update addresses with
missing or misspelled information, correct missing or incorrect postal codes, and
standardize street addresses.

With AddressAccelerator, you can choose to correct and validate addresses for
All Records, Selected Records, or One Record, aswell as print an Updated
Address Report and the required Statement of Accuracy (SOA) report that must
accompany mailings qualifying for discounts. Y ou can also use
AddressAccelerator with other parts of The Raiser’s Edge Enterprise to look up,
correct, and validate addresses when entering congtituents in Batch, from the
address screen of a constituent record, and from the Postal Saver tab in Mail if you
use Postal Saver.

For more information about Canada Post addressing requirements, we
recommend you see the Canada Postal Guide. To receive this Canada Post
publication, contact the Canada Post National Philatelic Centre at
1-800-565-4362.

Frequently Used Terms

To effectively use mail tasks for your organization’s fundraising efforts, you
should have a basic understanding of common mail terms. If you find an
unfamiliar term when reading this or any guidein The Raiser’s Edge
documentation, search the online glossary in the help file.

Address certification. Address certification is a process used by the Canada
Post to ensure a specific level of quality in amailing list. The objective of
address certification is to increase the accuracy of the street names, street
numbers, town names, and postal codes in addresses on your mailing list. The
AddressAccelerator subscription service corrects and certifies addresses in
your database.

CPC. CPC is an abbreviation for Canada Post Corporation.

Postal Code. The Postal Code is a coding system that identifies the post office
or metropolitan area associated with an address. The postal codeisavital part
of all addressesin Canada. It is made up of two elements, each comprised of
three characters: the Forward Sortation Area (FSA) and the Local Delivery
Unit (LDU). The FSA, or the first section of the postal code, represents a
geographic area (e.g. K1A). The LDU, or the last three characters (numeric -
alpha - numeric) of the postal code, represents a specific point or set of points
of call located within the area identified by the FSA.

SERP. SERP stands for Software Evaluation and Recognition Program. If a
software program is SERP-certified, this meansit is approved by the Canada
Post to correct and validate mailing lists according to Canada Post
requirements. AddressAccelerator is SERP-certified through Satori Software,
Inc. to update and validate addresses in your database and qualify you for
discounts on mailings.
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SOA form. SOA stands for Statement of Accuracy report. This report, or
certificate, indicates the level of Address Accuracy. To obtain maximum
discounts from the Canada Post, a mailing must have at least a 95% accuracy
level. SOA-certification isvalid for one year, as long as the address list does
not change. AddressAccel erator automatically prints this report when you
mark the Print SOA form checkbox on the Process Options tab when
updating addresses. Canada Post requires this certificate accompany mailings
to qualify for discounts on mailings. You need to enter your CPC number the
Canada Post gives you for your discounts on the General pagein
Configuration so it prints on the SOA report.

Tie-on bag tag. A tie-on tag is an eyelet tag which must be affixed to amail bag
with strong or plastic cableties.

Navigating in
AddressAccelerator

To access AddressAccelerator, click Admin on the Raiser’s Edge bar and click
the Data Enrichment Services link.

The Raizer's Edge [_[=]x]

File Edit “iew Go Favouites Tools Help

4 Back & Furwa|d| Open in separate window

E

b System Statistics b Duplicate Constituents
lsai b Import b Duplicate Receints

b Globally Add Records } IMerge Constituents
SE?;",";SME' b Globally Change Records b Drop Lapsed Mermbers
Globaly Changs b Globally Delete Records ¥ Security
Records b Globally \irite Off Pledges b Quene
Globally Delete b Corwert Pledges To Recurring Gifts b Data Enrichment Services
Records b Post 10 General Ledger

Globally Afrite Off
Fledges

Syztem Statistics

Convert Fledges
To Recuring
Gifts

Puost to General
Ledger

Duplicate
Constituents

Duplicate
Receipts
Merge

Corstituents System Statistics

Drop Lapsed
Members :‘ 7 Provides you with & count of the records in vour database. For more information about System Statistics,
-

see the Program Basics chapter of the Program Basics Guide.

Security

N |

YWelcome to The Raiser's Edge 7
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CHAPTER 1

The Data Enrichment Services page appears with the AddressAccelerator
service highlighted.

= 1he Raiser's Ldae =le x|
Fle ER Pew Go Favowies Took Help

4 Dack # Tooved | Opén in sepaiste window

Syatem Statisics =
Il

wenns || AddressAccelerator
Globaly Change
Heconds o 4 ddressaccelerator
Globually Dhededn & Blackhaud Anaytcs
Plecords

Gilobually Wiite Ol
Pledgns

Corrert Pledons:

To Recunng
Gifts

Postio Genesal
Ledges
Diabuaie
Contituents

8 | Dupbcate
Hevepls

AddressAccelerator is a data comection semice provided by Blackbaud. You can update missing or misspelled address
informistion, add or correct postal codes, snd standardize addrezses to qualify for postal discounts

ko Lo The Rass's Edgs 7

Understanding AddressAccelerator
Footnote Flags

When addresses are processed and updated by AddressAccelerator, addresses that
create exceptions are flagged with footnotes to indicate the reason why the
address could not be certified. An exception prevents the program from updating
the address in your database. For example, an address with the footnote flag “E”
has a city and postal code that could not be found. Because the city and postal
code were not found, an exception is created to aert you that a problem exists.
The following footnote flags are used with AddressAccel erator.

Footnote Flag. Meaning.

A Address and postal code conflict.
B Street and postal code conflict.
C Delivery mode changed.

D Foreign address

E No match
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Installing AddressAccelerator
Data Files

The Canada Post updates AddressAccelerator data files monthly. Y ou can access
these data files from the Blackbaud Web site, so you can update, validate, and
keep the addresses in your database current. To access theinformation in the
AddressAccelerator data files, you must download them from

www . blackbaud.com monthly and install them on your computer. If you work on
anetwork, you can install the datafiles on the server or in ashared folder on any
computer al users can access. Then, you must link the filesto The Raiser’s Edge
by entering the path to the data filesin User Options.

If you also use Postal Saver, you must install the AddressAccelerator and
Postal Saver datafilesin the same location. Y ou then need to link to thislocation
in User Options.

» Installing AddressAcceler ator information

1. Accessthe latest address data files on the Blackbaud Web site and
download them.

2. Access the downloaded files and click the * .exefile. The InstallShield
Wizard appears to guide you through installation.

AddressAccelerator Datafiles - InstallShield Wizard

InstallSheild Wizard for AddressAccelerator DataFiles

a—

Thiz prograrm will install the data filez required for The Raiser's Edge ¥ Addressdccelerator.

Partionz of this program are & Copyright 1387-2006 by Saton Software Inz. All Rights
Reserved.

Portionz of this program are 2 Copyright 1993-2002 by Mowva Marketing Group Inc. All Rights
Feserved.

Cancel

5
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3.

4.

Click Next. The Choose Destination Location screen of the wizard
appears.

AddressAccelerator Datafiles - InstallShield Wizard

Chooze Destination Location

Select folder where setup will install files, |1+ &

Setup will install dddressficcelerator Datafiles in the following folder,

Toinztall to this folder, click Mext. To install to a different folder, click Browse and select
another folder.

Destination Folder

C:%Program FilezBlackbaudPostal Toole Browsze...

< Back

Cancel |

In the Destination Folder frame, the default location to install the
AddressAccelerator data files appears. If you do not want to install the
datafilesin the default location, click Browse to select a different
location. The Choose Folder screen appears.

In the Path field, enter the location for the data files or select alocationin
the Directories frame by opening the folder in which you want to install
the data files. You can install the data files where you have The Raiser’s
Edge installed and create a new folder. For example, you can name this
folder “ AddressAccelerator Datafiles’. If you work on anetwork, you can
install the datafiles on the server or in ashared folder on any computer all
USErs can access.

Click OK. You return to the Choose Destination L ocation screen of the
wizard. The location you selected for the data files appearsin the
Destination Folder frame.
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5. Click Next. The Setup Status screen appears. The status bar indicates the
percentage of the installation process completed.

AddressAccelerator Datafiles - InstallShield Wizard

Setup Status

Addressfooeleratar D atafiles iz canfiguring yaur new saftware installation.

C:%Program Fileg'BlackbaudYPostal ToolshCallpdate, exe

6. When the status bar reaches 100%, the AddressAccelerator datafiles are
successfully installed. The Install Shield Wizard Complete screen appears.

AddressAccelerator Datafiles - InstallShield Wizard

InstallShield Wizard Complete

Setup has finizhed inztalling Addresstccelerator Datafiles on
Your computer.

7. Click Finish.
8. Open The Raiser’'s Edge.

You can click Cancel

at any time to stop the
installation. If you do so, the
datafileswill not be
installed or usable, no matter
what percentageisdisplayed
on the status bar. Y ou must
start the installation process
again to successfully install
the datafiles.
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9. From the shell menu bar, select Tools, User Options.

ThE Raizer's Edge

[_[5]x]
Filz Edt View Go Favouites | Tocks Help
4 Back & Folward| Open in sep Action Tracks 4

Organize/Create Defaults

. %i Wizual Basic for Applications —
Customize H j Befresh LCance|
Bun Macro

-
Quick Find © —
sty ;
Unlock Dptional Modules
Send a H ey lar Supporters {4 Procedures
E i nstall Samples
Wtite i I s—bhortcut ko Regular Supporters Dashboard ags Create anew individual
¢ Internet Resources L] Recurring Gifts Missed B8 Create a new organization
@ Go to Blackbaud.com l\l'_] Recurring Gift Statistical Report 5 Create anew gift
@ User Guides L] Recurring Gift Statistical Report 2
@ Search the Knowledgebase l\U Recurring Gift Amendments
{7 Constituent Records {7 Reports
wg» Mark D. Adamson L] All Members (names only)
P S R (PRI R T - P

[ Action Reminders

Fff;” Complate Date Time Category  Action Fgpe  Constivent/Eventidppeal Fhone
G r 03/10/2005 1:00PM  Meeting Flanning Meeting Yolunteer Dinner

Blackbaud's sample database containg functionality that is only available when The Raisers Edge® optional
rodules are present. You can learn mare about Blackbaud's optional modules by visiting our ¥eb site. For
rmore infarmation, please ermail solutions@blackbaud. com or call 1-800-443-9441.

‘Welcome to The Raiser's Edge 7

10. The Options screen appears. Select the File Locations tab.

11. Onthe AddressAccelerator Data Filesrow, place your cursor in the
L ocation column. An ellipsis appears.

12. Enter the path to the AddressAccelerator datafilesyou just installed or
click the ellipsis to browse to the location. If you do so, the Browse for
Folder screen appears so you can locate the data files.

Browse for Folder EHE

Fleaze chooze the directory where the Address
alidation Data Files are located.

- —

2% Floppy (4]
S (]
Hwa (D)
%) Audio CO [E:)

|
] I Cancel |
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13. Onceyou locate the data files, highlight the folder and click OK. You
return to the User Options screen. The path to the files appearsin the
AddressAccelerator Data Files row.

X
General | Home | Becords | Query | Export Reports | Hail |
Batch | Administration | Colour | FPrinting File Locations

=

# ‘foucan choose the default file locations when exparting files frarm the systen.

File Type I Location |
Word Processing Documents/Letters

Crystal Reports Database

AddressAccelerator Data Files \\testsatori|SatoriCanada _I
ExportiImpart Data Files

Excel Spreadshests

ICVerify Data Path
1C erify station 1D: I
Reset to System Defaults | (1] I Cancel | Apply |

14. To apply the path, click Apply.

15. To save the path you entered, click OK. You return to the shell of
The Raiser’s Edge.

You are now ready to begin correcting, updating, and certifying
addresses.

Mailroom Toolkit

After you install the AddressAccelerator data files on aworkstation or server for
the first time, you must run the installation wizard to install the Satori MailRoom
ToolKit update files. If you install the AddressAccelerator datafileson a server,
you must install the MailRoom ToolKit update files on each workstation that uses
AddressAccelerator. AddressAccelerator uses the toolkit to sort your mailing
and take advantage of postal discounts.

> Install Mailroom toolkit

1. After you download and install the datafiles (see “Installing
AddressAccelerator Data Files” on page 5), browse to the installation
location (for example, C:\Program Files\Address Validation Datafiles).

5 Y ou may need to close
The Raiser’sEdge and
reopen it or restart your
computer to get maximum
performance from
newly-installed datafiles.
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2. Runthe Update.exefile. Thisinstalls the MailRoom Toolkit.

les\WAddress Validation Datafiles

File Edit Wiew Favorites Tools Help

QBack M ) ] ir /.-‘:Search lig Falders ;} j x m El'

fddress |27 C\Program Files\address Validation Datafiles v B
Folders x Mame Size  Type Date Madified
= [3) Program Files ~ @Address.cas 646,829 KB CAS File 6/1/2005 12:00 AM
# I Accessa? @County‘dat 3,444 KB DAT File 2/1/2005 1:00 PM
# [ Accessz000 DelStats, sti 4,938 KB STIFile 6[1f2005 12:00 AM
L Address Validation Datafil 278,614 KB CASFils 6/1/2005 12:00 AM
® ) Adobe 7,393KB  Application 7/5/2005 5:09 PM
# ) ahead LISZP4Str.cas 3,750KE  CASFile 6[1f2005 12:00 AM
& ) Altiris
® I Altova

# ) Analog Devices

) Autodesk WHIP!
® 1) Belare
# ) Blackbaud
® |I2) Blackbaud Analytics
® I Broadcom
# ) Business Objects
& |2 CheckPaint
® Iy Common Files
# | ComPlus Applications
® |2 Computerassociates
# ) Dell 7200
# | Dell Computer

|2) Dell Phata Prinker 720
® 1) ElmSoft

| GRM Electronic Index
® |2 Helpware
I Hewlett-Packard v

The MailRoom ToolKit Update Setup screen appears.

MailRoom ToolKit Lipdate Setup g|

Welcome to the InstallShield Wizard for
MailR oom ToolKit Update

The InstallShield® ‘wizard will install MaiFoom Toolkit
Update an your computer. To continue, click Mest.

Cancel
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3. Click Next. The Chose Destination L ocation screen appears, asking you
to select the location in which you want the software installed. The
default location appearsin the Destination Folder frame. Click the
Browse button to access the Choose folder screen and map to a different
location.

MailRoom ToolKit Lipdate Setup

Choose Destination Location

Select folder where Setup will install files.

Setup will install M ailRoom Toolkit Update in the following folder.

Ta inztall ta thiz falder, click Mext. Ta install to a different folder, click Browse and select
another falder.

Destination Falder

C:%Program Filestmailroom toolkit Browse. ..

< Back Cancel |

4. Click Next. A progress bar tracks the installation process.

Installing: IUpdating MailR oom Toolkit Agents. .
C:h. smailroom toolkith kB T Wiz, dll

A final screen appears, confirming the installation is complete.

MailRoom ToolKit Lipdate Setup

InstallShield Wizard Complete

The InztallShield Wizard has successfully installed MailRioom
ToolKit Update. Click Finish to exit the wizard.
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5. Click Finish.

6. You must repeat the MailRoom ToolKit installation steps on each
workstation on which you plan to run AddressAccelerator.

Setting a Country’s Availability
for AddressAccelerator

Access a country record through the International page of Configuration.

Mew Counkry il

File Edit Country Help
[\ 5ave and Cloze *‘ [ X‘ 1 »

?- |

‘ Mame: I j Ahbreviation: I

Currency: ID.:.IIars j 1000 zeparator: I
Exchange rate: I Diecimal zeparator:; I
Sumbal; |$ D ecimal digits: |2

. e =00 I U1 |
v ddiesses with thiz count are eliqible for Addiesstccelieratan

; £ Countiy b
dizplay the available address fields, then use the fields to customize the address block.

Dizplay available figlds for thiz country IEanada j
#yyailable fields: Address block:

Addrezs lines .-'5'-.:||:|rE:5::5: |ir'|E::5:

g:té-wnce . Egirlz'trriwnce Piostal Code
o

Country abbreviation

Uze the commands below to inzert spmbols, lines, and spaces into the address block.

] ] 2] Newine | space |

The Addresses with this country are eligible for address validation checkbox
isvisible only if you have AddressAccelerator. Marking this checkbox means that
addresses for this country are available for validation through the service.

The checkbox defaults to marked for your country and unmarked for all other
countries. If you mark the checkbox for another country, you need to obtain the
AddressAccelerator version for that country (if oneisavailable) to validate
addressesin it.

If you set the business rule to automatically attempt to validate any address you
edit, AddressAccelerator will attempt to validate only addresses in countries with
this checkbox marked. For more information, see“ Establishing a Business Rule to
Automatically Update Addresses’ on page 62.
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Selecting an Address Type

When you use AddressAccel erator, you need to select whether to update all
address types or a specific address type for the constituents you select. For

example, you can chooseto validate every address entered on the Addresses tab of

a constituent record or you can update a specific address type, such asthe
preferred address.

From the Data Enrichment Services page, click the Update Addresses button.

T =181x]
Bl B o G0 Fgwwites Ik be

4 Dack # Tooved | Opén in sepaiste window

Sypstann Statithcs d
Irmpot
saw | AddressAccelerator
A || e

Glebally Diednin & Blackbaud
Rlecoids

Lilobully Wit Ol
Pindges

rat

Aniahytics

Coevvert Plodgns.
Ta Fiecumnng
Gt

Post 1o General
Lendges
Dugbate
Contiuents
i | Dugicate
Reveyls
Wrage
Conbtuents
Secuiy

i Dala Ermctemeri
Servicns

AddressAccelerator is a data comection semice provided by Blackbaud. You can update missing or misspelled address
informistion, add or correct postal codes, snd standardize addrezses to qualify for postal discounts

ko Lo The Rass's Edgs 7 =

The Update Addresses screen appears.

Update Addresses |

1: General | 2 Process Options I 3 Footnotesl 4 Summaryl

All records

o ~Addiesses to Certify

Include... | All addresses

' Regardless of when last certified
™ Mot cerlified using curent subscription data

" Mot certified uzsing previous subscription data

™ Create exception query

< Back | Hest > | Cancel | Update Mow |

Click thefirst Include button at the top of the screen to include either All records,

Selected records, or One record for which to update addresses.

If you have not entered

adatafilelocationin
User Options, a message
appears when you click one
of the links from the Data
Enrichment Services page.
Y ou can enter a path to the
datafilesthere.
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Addresses other than

Canadian-formatted are
included in processing, but
fail the first test and are not
considered for further
processing against the
exception rules. Only
addresses formatted like
Canadian addresses are
included in the final
processing. Foreign
addresses will appear in an
exception query.

TheIndividualstab is

used to find addresses
for individual constituentsin
your database. To select
organi zation addresses to
update, use the
Organizations tab.

In the Addresses to Certify frame, click Include to select which address types
listed on a constituent record to update. Y ou can update all or specified address
types by selecting All Addresses or Selected Addresses from the submenu that
appears. For example, you can update just the Preferred address, Primary business
address, and First addressin list. If you choose Selected Addresses, the
Customization Options for Addresses to Include screen appears, so you can select
the address type you want to update for each constituent. This screen has an
Individuals tab and an Organizations tab.

Individuals Tab

Once you click Include in the Addresses to Certify frame on the Update
Addresses screen and choose Selected Addr esses, the Customization Options for
Addresses to Include screen appears. On the Individualstab of this screen, you
need to select the address type to update for each individual constituent. The
program selects an address for each individual using four steps and considers
seasonal addresses, address attributes, and specific address types. When the
program is unable to find avalid address for an individual, you can select an
alternate address to update. It isimportant to indicate your preferencesin each of
the four steps on the Individuals tab so the program can select the best address to
update for each individual.

Cuztomization Options for Addreszes to Include

| 2 Organizations I

| Select which addrezses will underga certification for individuals that are included in this process.

Step 1:Indicate if zeazonal addrezses should be considered.  The first walid seazonal address will be uzed.

¥ Congider addresses with seasanal dates as of IToda_l,J j

Step 2:Specify, in the order of importance, the addresses to consider if 2 valid seasonal address is not found.
Addresses: Addiesses to use;

Firgt address found
Prirnary business
Spouze primary buginess

Preferred address

S e mecberrend oA e

Step 3:7voumay check for special requirements by first congidening addreszes with the specified attribute(z).

Address Attnbutes... | <Mao address attributes specified:

Step 4:5Specify what happens if no address is found: IInclude Freferred address j

0k I Cancel |

The addresses of each individua constituent in the mailing list are processed
using the four steps on the Individuals tab. For example, you have three individual
constituents in your mailing list: Larry Smith, Melvin Thomas, and Cindy Harris.
When the program selects an address for each of these congtituents, it begins with
the first constituent in the list. To find an address for Larry Smith, the program
compares Larry’ s addresses with the information you entered in steps 1 through 4.
After the program finds avalid address for Larry, it uses steps 1 through 4 to find
avalid address for Melvin Thomas.
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Because the address used for each constituent is selected individualy to find the
best address on the constituent record, different address types may be selected for
constituents in the mailing list. For example, according to the information you
entered on the Individuals tab, the Preferred Address may be selected for Larry
Smith; the Business Address may be selected for Melvin Thomas; and the
Summer Home address may be selected for Cindy Harris.

Step 1. In Step 1, indicate whether seasonal addresses should be selected for the
address update by marking the Consider addr esses with seasonal datesas of
checkbox. When you mark this checkbox, you need to select a date, such as
Today, Y esterday, or <Specific date> in the corresponding field. When you
select <Specific date>, the Date field appears so you can enter a date, such as
01/01/2006. The date information you enter is used to determine whether a
seasonal addressisvalid. If seasonal addresses are considered, the program
selects the first valid seasonal addressit finds. If avalid seasonal addressis
not found, the program uses your selectionsin Step 2.

Step 2. In Step 2, specify the address typesto consider if avalid seasonal
addressis not found in Step 1 or if you chose not to include seasonal
addresses in the update. To select the address type to update, highlight an
address type in the Addresses box and click the single right arrow to move it
to the Addressesto use box. If you list multiple address types in the
Addressesto use box, you need to sort the address typesin the order of their
importance. To move an address type within the Addresses to use box,
highlight the address type and click the up or down arrow, as necessary. For
example, you can include the Preferred address and the Primary business
address types by highlighting them in the Addresses box and clicking the
singleright arrow to move them to the Addresses to use box. If a constituent
has both addresses in his record, you want to update the Preferred address.
Because the program sel ects the address to update based on its position in the
Addressesto use box, you need to use the arrows to move the Preferred
address to the top of thelist.

Step 3. In Step 3, you can use attributes to choose the address type to update by
clicking the Address Attributes button. When you click Address Attributes,
the Address Attributes to Consider screen appears.

Address Attributes to Consider Ed |

— Address Attributes to Conzsider for this Report

Seasonal addrezzes will be checked for one of the attributes below. If no valid address
iz found then addresses in the ‘dddress to use' list will be checked for the attibute(s]. IF
no address iz found, the process iz repeated disregarding the attribute criteria.

Cakegory Description Shart Desc I

- Special Mailing Info j

OF. Cahcel

15
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@ Ellipses appear at the
end of thedisplay if the

attributes you selected do
not fit in the area provided.

The Organizations tab

isused to find
addresses for organization
congtituentsin your
database. To select
individual addressesto
update, use the Individuals
tab.

On this screen, you can select an attribute category and description that must
be present on an address record in order for the address to be considered for
the update. For example, to update addresses with the attribute Category of
Mailing Address and a Description of Lost Address, enter the information on
this screen. For information about entering attributes, see the Attributes,
Notes, Media, and Appeals chapter of the Constituent Data Entry Guide.
When you finish entering address attributes, click OK. A display appears to
the right of the Address Attributes button and lists the attributes you
selected. When you do not specify any attributes, the label displays <No
address attributes specified>.

Step 4. In Step 4, select the address type the program should update if it cannot
find an address type meeting your selectionsin Steps 1 through 3. You can
select to include the preferred address, the first address listed on the
Addresses tab on a constituent record, the primary business address, the
primary spouse business address, or all user defined address types.

Organizations Tab

Once you click Include in the Addresses to Certify frame on the Update
Addresses screen and choose Selected Addr esses, the Customization Options for
Addresses to Include screen appears.

On the Organizations tab of this screen, you need to select the address type to
update for each organization constituent. The program selects an address for each
organization using four steps and considers seasonal addresses, address attributes,
and specific address types. When the program is unable to find avalid address for
an organization, you can select an alternate address to update. It isimportant to
indicate your preferencesin each of the four steps on the Organizationstab, so the
program can choose the best address to update for each organization.

The addresses of each organization constituent in the mailing list are processed
using the four steps on the Organizations tab. For example, you have three

organi zation constituents in your mailing list: Baldwin Entertainment, City
Insurance Company, and Outside Investments. When the program selects an
address for each of these constituents, it beginswith thefirst constituent inthelist.
To find an address for Baldwin Entertainment, the program compares Baldwin
Entertainment’ s addresses with the information you entered in steps 1 through 4.
After the program finds a valid address for Baldwin Entertainment, it uses steps 1
through 4 to find avalid address for City Insurance Company.

Because the address used for each constituent is selected individually, to find the
best address on the constituent record, different address types may be selected for
constituents in the mailing list. For example, according to the information you
entered on the Individualstab, the Preferred Address may be selected for Baldwin
Entertainment, the Business Address may be selected for City Insurance
Company, and the Mailing Address may be selected for Outside | nvestments.
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Step 1. In Step 1, indicate whether to update the address of an organization’s
contact or the address of the organization. Y our selection in Step 1 affectsthe
rest of the steps on thistab. If you select Print only the or ganization, the
Organizations tab appears as shown below.

Customization Options for Addresses to Include

T:Individuals

Select which addresses will undergo certification for organizations that are included in this process.

Step 1:Indicate if this report will print the contacts for the organization or the organization itzelf.

" Prirt contacts & Pritik aly the argakization
Step 2:Specify, in the order of importance, the addresses to conzsider. The first walid address will be uzed.
Addresses: Addresses bo use:
Firgt address found - Preferred addiess
RE 7.50 Address Corwersion
inmi <
e B

Step 3: Vou may check for special reguirements by first considening addreszes with the specified attribute(s],

Address Attributes... | <Mo address attributes specified:

Step 4:5pecify what happens it no address is found: | Include Organization's prefened address j

1] | Cancel |

If you select Print contacts, the Organizations tab appears as shown below.

Customization Options for Addresses to Include

T:Individuals

Select which addreszses will undergo certification for organizations that are included in thiz process.

Step 1:Indicate if thiz repart will print the contacts for the organization or the arganization itzelf.
+ Print contacts " Print only the arganization

Step 2: Specify the contact types o consider for this report by selecting contact types or address attributes.

Contact Infarmation ‘ <All contact types>
Contact Address Attributes. . ‘ <Mo contact address attributes specified:
Step 3: Specify what happens if ho contact iz found: | Preferred addrezs j

1] | Cancel |

Step 2. If you select in Step 1 to update only the organization’ s address, move
the address types you want to update from the Addresses box to the
Addressesto use box. To select the address type to update, highlight an
addresstype in the Addresses box and click the single right arrow to move it
to the Addresses to use box. If you list multiple address typesin the
Addressesto use box, you need to sort the address types in the order of their
importance. To move an address type within the Addresses to use box,
highlight the address type and click the up or down arrow, as necessary. For
example, you can include the Preferred address and the Primary business
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address types by highlighting them in the Addresses box and clicking the
singleright arrow to move them to the Addresses to use box. If a constituent
has both addressesin his record, you want to update the Preferred address.
Because the program sel ects the address to update based on its position in the
Addressesto use box, you need to use the arrows to move the Preferred
address to the top of thelist.

If you select in Step 1 to Print contacts, in Step 2:

a. You can specify the contact types you want to include by clicking
Contact Information in Step 2. When you click this button, the
Contacts to Print screen appears.

Contacts to Print
V¥ Include Selected Contact Types Only oK |
Specify. in the order of importance, the cortact type ta print
Contact lypes to include: Cancel |
>
>
Corporate Donatiohs £
Board <<
Yolunteer Coondinator LI
*|¥|
¥ Brint contact name

b. You caninclude al contact types or choose selected contact types.
To select specific contact types, mark the Include Selected Contact
Types Only checkbox. If you do not mark this checkbox, all contact
types are considered for the update. To select the contact type you
want to use, highlight the contact type in the Contact types box and
click the single right arrow to move it to the Contact typesto
include box.

c. If youlist multiple contact typesin the Contact typesto include
box, you need to sort the contact types in the order of their
importance. To move a contact type within the Contact typesto
include box, highlight the contact type and click the up or down
arrow, as necessary. For example, some of your organizations may
not have a matching gift coordinator. Y ou can include the contact
types Matching Gift Coordinator and Corporate Donationsin the
report by highlighting them in the Contact types box and clicking
the single right arrow to move them to the Contact typesto include
box. If an organization has both contact types on itsrecord, you want
to update the address for the Matching Gift Coordinator. Because the
program selects the contact type based on its position in the Contact
typestoinclude box, you need to use the arrows to move the
Matching Gift Coordinator to the beginning of thelist.

d. Mark the Print contact name checkbox to print the contact name
with the address on the mailing pieces.

e. After you select al the contact types whose addresses you want to
update, click OK. A display appears to the right of the Contact
Information button listing the contact types you selected. If you did
not specify any contact types, the label displays <All contact types>.
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f. If you selected in Step 1 to update addresses for contacts, you can
include or exclude contacts’ addresses based on address attributes by
clicking the Contact Address Attributes button. When you click
Contact Address Attributes, the Contact Attributes to Consider
screen appears.

Contact Address Attributes to Consider E=

— Contact Address Attributes to Consider for this Fepart

Include Contacts with one of these address attibutes, no address attributes, or different address
attibute categonies
% Only consider Contacts with one of these address attributes

r If ah Qrganization does not have a walid Contact with ohe of these address attributes, consider
Contacts with no address attributes or different address attribute categonies

Caktegary | Description I Short Desc
Special Mailing Info Mewysletter
|| I -

Click here for help and examples

Ok, I Cancel |

g. You can select an address attribute category and description that
must be present on an address to be considered for the update. For
example, if you want to include addresses with the address attribute
Category of Mailing Address and a Description of Lost Address,
enter the information on this screen. For more information about
entering address attributes, see the Attributes, Notes, Media, and
Appeals chapter of the Constituent Data Entry Guide. When you
finish entering contact address attributes, click OK. A display
appears to theright of the Contact Address Attributes button and
liststhe attributes you selected. When you do not specify any address
attributes, the label displays <No contact address attributes
specified>.

For detailed information about how to use contact address attributes,
see the Mail Guide or click the help link on the screen.

Step 3. If you select in Step 1 to update only the organization’s address, click the
Address Attributes button if you want to include or exclude addresses based
on attributes. When you click Address Attributes, the Address Attributes to
Consider screen appears.

On this screen, you can select an attribute category and description that must
be present on an address record in order for the address to be considered for
the update. For example, to update addresses with the attribute Category of
Mailing Address and a Description of Lost Address, enter the information on
this screen. For information about entering attributes, see the Attributes,
Notes, Media, and Appeals chapter of the Constituent Data Entry Guide.
When you finish entering address attributes, click OK. A display appears to
the right of the Address Attributes button and lists the attributes you
selected. When you do not specify any attributes, the label displays <No
address attributes specified>.

If you select in Step 1 to Print contacts, in Step_3, select what the program
should do if it cannot find an address for the contact meeting your selections
inSteps1or_2.

Contact Address

Attributes entered on
the Attributes tab of the
Address screen of the
contact’ s Relationship
record are considered for
filters, instead of regular
attributes entered on the
Attributes/Notes tab of the
Relationship record. Access
the Address Attributes tab
by clicking the Address
button on the General tab of
the contact’ s Relationship
record. If acontact’s address
does not qualify for the
mailing because of the
address attribute filters, the
contact is removed from the
mailing.

@ Ellipses appear at the
end of thedisplay if the

contact types you selected
do not fitin the area
provided.

@ Ellipses appear at the
end of thedisplay if the

attributes you selected do
not fit in the area provided.
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@ The Updated Address
Report does not make
any changesto the addresses
in your database.

Step 4. If you select in Step 1to Print only the organization, you have a
Sep_ 4. In Sep 4, you need to select what the program should do if it cannot
find an address for the organization or contact meeting your selectionsin
Steps 1 through 3. You can select to include the preferred address, the first
address listed on the Address tab of a constituent record, the primary business
address, the primary spouse business address, or all user-defined address

types.

Updated Address Report

The Updated Address Report compares address information from the
AddressAccelerator fileswith the addressesin your database. We recommend you
run this report before you update addresses in your database to keep arecord of
the addresses that were updated and changed. It also may be helpful to keep track
of what the former address was.

The Updated Address Report includes the constituent name and 1D, current and
updated address, address type, and additional information about the address
update. For each address, the report also includes the footnotes assigned by
AddressAccelerator.

V@ Updated Address Report [ _[=2]x]

|4 tete o pi|u| GlF|&| = 2] [ 1#h| Tess 1o 30f3

Freview

Blackbaud Demo
Updated Address Report

January Address Update

No. Records: €53 No. Updates: 3
Data Service: Address Validation No. Exceptions:
Elapsed Time: 00:01:.02

Hame/Constituent ID Current Address Information Updated Address Information  Footnotes Change Type

Mr. Sean 4. Daverport ! e o i Tey Vacation
15 Home

M. Kelly & Vanglm/ 25 1312 Hanowock Street o RE7
Mlomireal Corrersion
H3EB 3E7
Michelle E. Wagrer / 57 35 Reoyal Cove Lare e Vacation
WAmpeg Home
F3E 0Hz2

* Footnotes
A - Address and postal code conflict.

E - Smeet and postml code conflict.
C - Delivery mode clarged.

D - Foreign address

E- Horatch
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» Creating an Updated Address Report
1. OntheRaiser’'s Edge bar, click Admin. The Administration page appears.

The Raiser's Edge HE=

Elle Edit View Go Favouwites Tools Help

4 Back Folward| Open in separate window

H

b Svstem Statistics b Duplicate Constituents

b Import b Duplicate Receipts

b Globally Add Records b Merge Constituents
[ b Globally Change Records b Drap Lapsed Members
Globally Change b Globally Delete Records b Security

Records b Globally write Off Pledges b Queve

Glahally Delate b Convert Pledges To Recurring Gifts ¥ Data Enrichment Services
Records b Post to Gereral Ledger

Globally \write OFf
Pledges

System Statistics
Impart
Globally Add

Corvert Pledges
Ta Recurring
Gifts

Post to General
Ledger

Duplicate
Constituents

Diuplicate
Receipts
Merge

Constituents System Statistics

Diop Lapsed
Members j Provides you with a court of the records in your database. For more information about System Statistics,
=

=ee the Program Basics chapter of the Program Basics Guide.

Security

‘Welcome to The Raiser's Edge 7

S L |

2. Click Data Enrichment Services. The Data Enrichment Services page
appears. AddressAccelerator is highlighted.

3. Ontheaction bar, click Updated Address Report. The Updated Address
Report screen appears.

Updated Addrezs Report [ x|

1: General |2: Formatl & Summaryl

All records

—Addreszes to Certify

Include. . | All addresses

' FRegardless of when last certified
" Mot cerified using curent subscription data

Mot cerified using previous subscription data

Repart optionz: & Preview ¢ Frint
[~ Create exception query

< BEek Mext = Cancel | Create Report Mow
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If you include all
constituents, “All
records’ displaystotheright
of the I nclude button. If you

include selected
congtituents, “ Selected
constituents” appears to the
right of the Include button.
If you include one
congtituent, the constituent’s
name appears to the right of
the I nclude button.

If you include selected

addresstypes, only one
address type is updated on
each constituent record
processed by
AddressAccelerator. When
you include all address
types, every addresstypeis
updated on each constituent
record processed by
AddressAccel erator.

4. To select the constituents whose addresses you want to update, click

Include at the top of the screen. You can include All Recor ds, Selected
Records, or One Record. If you choose Selected Recor ds, the Open
Query screen appears so you can select aquery containing the
constituents whose addresses you want to update. If you select One
Record, the Open screen for constituents appears so you can locate the
constituent whose address you want to update.

For more information about creating a query, see the Query chapter of the
Query & Export Guide. For more information about using the Open
screen for constituents, see the Program Basics chapter of the Program
Basics Guide.

. To choose whether to compare all or selected address types for the

constituents you selected, in the Addresses to Certify frame, click
Include. If you choose Selected addr esses, the Customization Options
for Addresses to Include screen appears so you can select the address
types you want to compare in the Updated Addresses Report. For more
information, see “ Selecting an Address Type” on page 13.

Customization Options for Addresses to Include E=

| 2:0rganizations I

‘ Select which addresses will undergo certifization for individuals that are included in this process.

Step 1:Indicate if seasonal addresses should be considered. The first valid seasonal address will be uzed.

[V Consider addresses with seasonal dates as of IToday j

Step 2:Specify, in the order of importance, the addresses to consider if & valid seazonal address iz not found.
Addresses: Addresses o use:

First address found - Preferned address
Primarny buziness

Spouse primary business £

2w mecberred sddrmee LI

Step 3:%ou may check for special requirements by first congidering addresszes with the specified attribute(z].

Address Attiibutes... | <Mo address attributes specified:

Step 4:Specify what happens if no address iz found: IIncIude Frefered address j

(0] 4 I Cancell

. After selecting a specific address type to update, click OK. You return to

the Updated Address Report screen. If you include all addresstypes, “All
addresses’ displaysto the right of the Include button. If you include
selected address types, “ Selected addresses” appears to the right of the
Include button.

. Inthe Addressto Certify frame, select the addressesin your database to

validate, based on when they were last certified.

. Inthe Report optionsfield, select whether you want to Print or Preview

the Updated Address Report. If you select Preview, a preview screen of
the report appears when the process finish so you can review it before
printing it.

. To create a static constituent query containing the names of the

constituents whose addresses could not be certified, mark the Create
exception query checkbox. We strongly recommend you mark this
checkbox so you can correct the addresses or mark them as a lost address.
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For more information about queries, see the Query chapter of the
Query & Export Guide.

Click Next. The Format tab displays fields and checkboxes you can use to
format the report.

From the list on the left, select Headings. The Format tab displays
options available for the headings of the Updated Addresses report.

Inthe Titlefield, enter aname for the report. For example, you can enter
“ AddressAccelerator Updated Address Report”.

In the Subtitle field, you can enter asecondary or subtitle for the report.
For example, you can enter “ January Addresses’.

In the Align field, select to align the titles on the page at the Centre.

To print your organization’s name in the report heading, mark the Print
Organization namein header checkbox.

To print page numbers in the report, mark the Print Page Number in
heading checkbox. Then select “Page 1" asthe Format and Align the
page numbers Right.

To print the date you are running the report at the top of the page, mark
the Print Report Date in Heading checkbox. Format the date as Short
Date and Align the date to appear on the L eft.

To print the report heading on every page of the report, mark the Print
report heading on each page checkbox.

Updated Address Report [ x|

1: General 2 Format I§: Summaryl

— Heading Farmat
Title: IAddress Walidation Updated Address Repart

Criteria

Detail

Page Footer
Report Footer
Colour scheme

Subtitle: IJ anuary Addreszes

Aligr: I Centre j

W Frint Organization name in header

[V Print Report Date in Heading ——
Format: IShUrt Date j

Aligr: | Left =]

v Fiint Fage Number in Heading
Format: IPage 1 j

Aligr: I Right j

¥ Frint repaort heading on each page

Create Report Mow

< Back Mext = | Cancel |

If you include the page

number in the heading
of the report, you must mark
thePrint report headingon
each page checkbox so the
page number prints at the
top of every pagein the
report.
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19. From thelist on the left, select Criteria.

Updated Addrezs Report | %}

1: General 2 Format |§: Summaryl

—Iv Print Repart Criteria
Criteria to print:

Saved report hame

Record(z] to include

Output query name/type

‘8 Criteria
Detai

Page Footer
Fieport Footer
Colour cheme Filters
Aftributes

Include on: (¥ A separate page " First page of report

< Back | Mext = | Cancel |

Create Report Mow |

20. To print the parameters, or settings, you established for this report to keep
for your records, mark the Print Report Criteria checkbox. After you
mark this checkbox, select the criteria you want to print by marking the
checkbox next to the criteria name. For example, to print the filters used
to create this report, mark the Filters checkbox. If you print report
criteria, select whether you want to print thisinformation on the first page
of the report or a separate page.

21. From thelist on the left, select Detalil.

Updated Address Report [ %]

1: General 2 Format |§: Summaryl

Headings Include Address Capitalization
Eriteria " Changed Addresses (¢ Proper caze address
: Page Faoter " Exceptions " Capitalize entire address
Report Footer & Both

Calour scherne

¥ Includs curent address information

¢ Back Mest » Cancel Create Report M ow
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In the Include frame, select whether to include Changed Addresses,
Exceptions, or Both in the Updated Addresses report. If you select
Changed Addresses, the report includes only addresses that have been
modified in the address update. When you select Exceptions, the report
includes only addresses that generated exceptions and were unable to be
corrected. If you select Both, changed addresses and exceptions appear in
the Updated Address Report.

In the Address Capitalization frame, you can choose whether to
capitalize the entire address or to use proper case. When you choose
Proper case entire address, AddressAccel erator uses upper and lower
case in the appropriate places. Mailings with standardized addresses,
which include no punctuation and capitalization throughout the address,
are eligible for discounts offered by the Canada Post. For more
information, contact the Canada Post.

For this example, select Capitalize entire address.

To print the address information currently stored on a constituent record,
mark the Include current address information checkbox.

From the list on the | ft, select Page Footer. On the right, you can enter a
page footer, page number, or date that prints at the bottom of every page
in the report.

Updated Address Report [ x|

1: General 2 Format |§: Summaryl

Headings —Page Footer Text

grltter_;a Text: Updated Addresses January, 2002
etai

‘B Page Fooker

5 Repart Foater

Align: [Cent =
Colour scheme g I Entre J

— W Fiint Fage Mumber in Foater

[ Frint Beport Date in Fooker

Format; IF'age 1 j Format; IShDrt Date j
Aligr: I Right j Aligr: I Left j
< Back Mext = Cancel Create Report Mow
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26. Fromthelist ontheleft, select Report Footer. On the right, you can enter
text that appears at the bottom of the last page in the Updated Addresses
report. Inthe Align field, select whether the program should align the text
to the Left, Right, or Centre.

Updated Address Report [ x|

1: General 2 Format |§: Summaryl

Headings Report Footer Text
Critefia Text [arnual Mailing
Dretail
Page Footer
‘B Feport Footer A
i Align: | Certre hd
Calour scherne g J
< Back | Mext = | Cancel | Create Report Mow

27. From thelist on the left, select Colour scheme.

Updated Address Report [ |

1: General 2 Format I§: Summaryl

Headings I~ &pply & Colour Scherne

] Criteria

Detail Jl Column heading back colour Report Name
Page Footer [~ Column heading fore colour SUbheadlng

‘B Calour scheme [~ Group heading back colour Group Headings

M| Gioup heading fore Golour | weport data report dsta report data report
data report data report data report data
Hiezet to Sustem Hefaults I report data report data report data report d)

¢ Back | Mest » | Cancel Create Report Mow




28. To add colour to the headings of the report, mark the Apply a Colour
Scheme checkbox. To select a colour, click the colour box next to a

29.

ADDRESS ACCELERATOR

heading type. The Colour screen appears.

Basic colours:
BT TR
_ e
EMTEET ..
HEME NN
ENEEEEEN
NEENT .
Cusztam colours
[0
FEEEEEEE
Define Customn Colours = |
Ok I Cancel |

Click the colour you want to use and click OK. You return to the Updated
Address Report screen. Select colours you want to use for the column
heading background and foreground colour and the group heading

background and foreground colour.

Updated Address Report [ |

1: General 2 Format I§: Summaryl

Headings
Criteria
Detail

Page Footer
Report Footer

~W &pply & Colour Scherne

. Column heading back colour
W Column heading fore colour
. Group heading back colour

I_ Group heading fore colour

Rezet to Syztem Defaultz I

Report Name
Subheading

Group Headings

report data report data report data report
data report data report data report data
report data report data report data report d

¢ Back | Mest » | Cancel

Create Report Mow

27
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30. Click Next. The Summary tab displays a summary of options you
selected for the Updated Address report. If the options listed in the
summary are not correct, click Back to change the options selected.

Updated Addrezs Report

8 Genelall 2 Format

Summary of Options

Action to perform; Updated address report
Data zervice: Address Validation

Canstituents to include: All records
Addresses to include: &l addresses
Certification date: Regardless of when last certified

o
5l Baret Extate B
S SR I Create exception queny: e
Include: Both
Include cument address information: Yes

< Back | ezt | Cancel | Create Report Mow |

31. To begin processing the report, click Create Report Now. While the
program compiles the report, a progress indicator appears. You can click
Cancel to stop the report processing.

I Updated Address Report =Bl
Preparing report 'Updated Addressz Report’

Cancel

32. If you marked the Create output query checkbox on the General tab, the
Save Static Query screen appears.

33. Inthe Query namefield, enter a name that describes the contents of this
guery. For example, you can enter “ Exception Addresses’.

34. Inthe Description box, further describe the contents of this query. For
example, you can enter “ Exception addresses from the Updated Address
Report for the 2006 annual mailing”.

Save Static Query E
Query name: IEHceptinn Addresses | Save I
Description: |Exception addresses from the Updated ﬂ C |
iddress Fepart for the 2006 annual mailing EIMES
J <]
Euery farmat: IStatic "l Query Type: Constituent
V¥ Other users may execute this querny Created From: Reports - Exception
Addreszes
¥ Other users may modify this query
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35. Inthe Query format field, the program defaults to “ Static” and disables
the field. Output queries must be static because they do not change. For
more information about static queries, see the Query chapter of the
Query & Export Guide.

36. To alow other usersto use or change this query, mark the Other users
may execute this query and Other users may modify thisquery
checkboxes. It is helpful for others to have access to the queries you
create for possible use in the future.

37. Click Save. If you selected to preview the Updated Address report, the
report previews on screen. You can print this report by clicking Print at
the top of the preview screen.

I8 Updated Addiess Report HE

X M|1 Tof1+ >|>| s S| F|a&| = = :ﬂ Total3  100% 3of3

Preview

Blackbaud Demo
Updated Address Report
January Address Update

No. Records: #53 No. Updates: 3
Data Service: Address Validation Mo. Exceptions:
Elapsed Time: 00:01.02

Hame /Constituent I Current Address Information Updated Address Information  Footnotes Change Type

Mr. Seand. Daverport/ 1204 Cedar Poire Court 1304 Cedar Poira Court Tes Vacation
15 Mortreal Home
Hihlyd

M. Eelly &, Vaghn ¢85 1312 Hermock Smeet 1312 Henuock Smeet Tes RE?
Mortreal Coemerion
H3B 5E7
Mickelle E. Wagrer / £7 35 Royal Cove Lare Tes Vacation
Wimipeg i Home
R3E ONZ

" Footnotes
A - Address amd posml code contlict.

B - Street amd postal code contlict
€ - Delivery mode charged.

D - Foreignaddress.

E- Honatch

If you selected to print the Updated Address report, it prints to your
default printer.

38. To closethe preview screen, click the “X” in the top right corner. You
return to the Data Enrichment Services page.

Updating Addresses

Once you verify the information on the Updated Address Report, you are ready to
update congtituent addresses. Y ou can either update addresses one record at atime
using Interactive mode or as agroup using the Batch mode.

Updating Addresses Using Batch Mode

Y ou can verify al addressesin amailing list at one time using the Batch mode.
When you use Batch mode, you select preferences for address certification that
apply to all addressesin the mailing list. Then, the program updates all the
addresses without any further data entry.

29
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» Updating addressesin the database using Batch mode

1

On the Raiser’s Edge bar, click Admin. The Administration page appears.

Elle Edit View Go Favouwites Tools Help

4 Back Folward| Open in separate window

H

b Svstem Statistics b Duplicate Constituents
e b Import b Duplicate Receipts

b Globally Add Records b Merge Constituents
EES;‘ESAM b Globally Change Recards b Drop Lapsed Members
T b Globally Delete Records b Security
Records b Globally write Off Pledges b Queve
Globally Delete b Convert Pledges To Recurring Gifts » Data Enrichrment Services
Records b Post 1o General Ledger

Globally \write OFf
Pledges

System Statistics

Corrvert Pledges
ToRecurming
Gifts

Post to General
Ledger
Duplicate
Constituents
Diuplicate
Receipts

Merge
Constituents System Statistics

Diop Lapsed
Members ﬂ Provides you with a court of the records in your database. For more information about System Statistics,
=

=ee the Program Basics chapter of the Program Basics Guide.

Security

) I | |

‘Welcome to The Raiser's Edge 7

Click Data Enrichment Services. The Data Enrichment Services page
appears. AddressAccelerator is highlighted.

e [t yew go Fgeoudes Jodk e
+ Dack # Dpen in veparste wandow

p el Rapest | Lip
‘Spian Stakitics =l
bgont

waes | AddressAccelerator

(e
Tiudy Charen
Fieconds ¥
Giobaly Delets. A Blackbod Anaytics
PRecouds

(obally hite Off
Pledges

Conven Fiedges
ToFreusmy
Gidte
Fost 1o Gienersl
Ledger
Dugkcsts
Consttuenis
Duglcals
Fincegly
Mergn
Consthuerts
Secuiy

ﬂ AddressAcceleralor is 8 data cormecton semce provwded by Blackbaud. You can update missing or misspelled sddress
Infeamnation, add oe corect pastal codes, and standardize sddresses to quaidy for postal discounts.

Welcome bo The Raise’s Edge 7
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3. Ontheaction bar, click Update Addresses. The Update Addresses screen
appears.

Update Addresses x|

1: General |Z: Procesz Dptionsl 3 Footnotes | 4: Summaryl

All records

—Addrezzes to Cerhify

Include.... | All addresses

* Regardless of when last certified

e Far
53 Pangel Extates B
glidison, SC FAR1416

Mot certified using curent subscription data

' Mot certified using previous subscription data

[~ Create exception query

s

< Back | Mext » | Cancel | Update Mow |

4. To select the constituents whose addresses you want to update, click
Include at the top of the screen. You can include All Recor ds, Selected
Records, or One Record. If you choose Selected Recor ds, the Open
Query screen appears so you can select a query containing the
constituents whose addresses you want to update. If you select One
Record, the Open screen for constituents appears so you can locate the
constituent whose address you want to update.

For more information about creating a query, see the Query chapter of the
Query & Export Guide. For more information about the Open screen, see
the Program Basics chapter of the Program Basics Guide.

5. Inthe Addressesto Certify frame, click I nclude to choose whether to
compare all or selected address types for the constituents you selected.

If you include all
constituents, “All
records’ displaystotheright
of the Include button. If you

include selected
constituents, “ Selected
constituents” appears to the
right of the Include button.
If you include one
constituent, the constituent’s
name appears to the right of
the I nclude button.
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If you include selected If you choose Selected addr esses, the Customization Options for
addresstypes, only one Addresses to Include screen appears so you can select the address types
address type is updated on you want to compare in the Updated Addresses Report. For more
each constituent record information, see “Selecting an Address Type” on page 13.
processed by
AddressAccelerator. When

you include all address
types, every addresstypeis
updated on each constituent

:Organizatians I

‘ Select which addresses will undergo certifization for individuals that are included in this process.

record processed by
AddressAccelerator. Step 1:Indicate if seasonal addresses should be considered. The first valid seasonal address will be uzed.
[V Consider addresses with seasonal dates as of IToday j
Step 2:Specify, in the order of importance, the addresses to consider if & valid seazonal address iz not found.
Addresses: Addresses o use:
First address found - Preferned address
Primarny buziness
Spouse primary business £
2w mecberred sddrmee LI

Step 3:%ou may check for special requirements by first congidering addresszes with the specified attribute(z].

Address Attiibutes... | <Mo address attributes specified:

Step 4:Specify what happens if no address iz found: IIncIude Frefered address j
(0] 4 I Cancel |

6. After selecting a specific address type to update, click OK. You return to
the Update Addresses screen. If you include all address types, “All
addresses’ displaysto the right of the Include button. If you include
selected address types, “ Selected addresses” appears to the right of the
Include button.

7. Inthe Addressto Certify frame, select the addressesin your database to
validate, based on when they were last certified.

8. To create a static constituent query containing the names of the
constituents whose addresses could not be updated, mark the Create
exception query checkbox. We strongly recommend you mark this
checkbox so you can correct the addresses or mark them aslost addresses.
For more information about queries, see the Query chapter of the
Query & Export Guide.
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Click Next. The Process Options tab displays options you must specify
before you can update the addresses.

Update Addresses [ x|

| 3 Footnotesl 4 Summar_l,ll

1: General ; 2

— Processing bMode

' Batch mode &' Proper case address

Address Capitalization
|V ™ Frint S04 farm

|' Reporting Options

" Interactive mode " Capitalize entire addiess [~ Cieate contal repart 5 Freview ) Frint

Mate all fields belov that are left blank will be copied from the Driginal Address.

—&dd the Following to Hew Certified Addresses I Save Old Address in Constituent Address List —
Address tppe: I j Address tppe: I j
Info source: I j Info source: I j
Date from: D ate from: Iﬂ
Drate to: Drate to Im
Send mail to this address: Iﬁ
< Back | Mext = | Cancel | Update Mow |

In the Processing M ode frame, select Batch mode. When you choose
Batch mode, the program updates all the addresses at one time. If an
address cannot be updated, an exception query is created.

In the Address Capitalization frame, choose whether to capitalize the
entire address or use proper case. When you choose Proper case address,
AddressAccelerator uses upper and lower case in the appropriate places.
Mailings with standardized addresses, which include no punctuation and
capitalization throughout the address, are eligible for discounts offered by
the Canada Post. For more information, contact the Canada Post.

To print the Statement of Accuracy report to confirm the addresses are
correct and certified, in the Reporting Options frame, mark the Print
SOA form checkbox. You need to enter your CPC number the Canada
Post givesyou for your discounts on the General pagein Configuration so
it prints on the SOA report.

To create areport containing information about the updated addresses, in
the Reporting Options frame, mark the Create control report
checkbox. If you mark this checkbox, select whether to Print or Preview
thereport. If you select Preview, apreview screen of the report appears so
you can view it before printing it.

The control report contains the congtituent name and 1D, address and
type, report date, and an exception code where applicable for each
constituent processed by AddressAccelerator. We recommend you print a
control report so you have arecord of the addresses that were updated.

@ When you use a mail
task in Mail, you can
mark the Print mailing in
ALL CAPS checkbox on
the Format tab if you want to
modify the case for a
specific mailing without
changing the capitalization
of the addresses entered on
the constituent record. For
more information, see the
Mail Guide.
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Any information you

enter in the Add the
Followingto New Certified
Addresses frame and the
Save Old Addressin
Constituent AddressList
frameis added for all
addresses processed in the
update.

When updating all

addressesfor a
constituent in Batch mode,
we strongly recommend you
do not enter information in
the Addresstypefieldinthe
Add the Following to New
Certified Addresses frame
because all addresses for the
congtituent are changed to
the type you select.

5 If an attribute with the
Category of
AddressAccelerator
Footnote already existson a
constituent’ s address, the
existing attribute is not
updated, but the additional
attribute is added to the grid.

14. Inthe Add the Following to New Certified Addresses frame, enter the

15.

16.

17.

Addresstype, Info source, Date from, and Date to information you
want to add in the corresponding fields in the Address I nformation
frame on the Address screen of a constituent record. You can leave any of
the fieldsin thisframe blank if you do not want to update the information
for an address on the constituent record. For more information about the
address screen of a constituent record, see the Biographical Information
chapter of the Constituent Data Entry Guide.

If you want to save the original address on the Addressestab of a
constituent record, mark the Save Old Addressin Constituent Address
List checkbox. When you mark this checkbox, enter the Address type,
Info sour ce, Date from, and Date to information for the old address.

You can leave any of thefieldsin the Save Old Addressin Constituent
Address List frame blank if you do not want to change the information
entered for the original address. For example, if an address has “ Personal
friend” entered in the Info source field, you can leave the I nfo source
field in the Save Old Addressin Constituent Address List frame blank
if you do not want to update the information.

Click Next. On the Footnotes tab, you can specify the footnote flags you
want to add as address attributes.

Update Addresses [ |

1 Generall 2 Process Options 3 Footnotes Iii: Summar_l,ll

Select which footnote flags you would like to add az address attributes.

Available Footnote Flais

Footnote Flags to Add as Address Attibutes
(tddress and postal code conflict.

Street and postal cade conflict.

Delivery mode changed.

Foreign address.

D ate to uze for attributes: I Today's date - I
Camment; I g

¢ Back | Mest » | Cancel |

Update Mow |

To select afootnote flag to add as an address attribute, highlight the
footnote flag in the Available Footnote Flags box and click the single
right arrow to move it to the Footnote Flagsto Add as Address
Attributes box. The footnote flag appears with the Category of
AddressAccelerator Footnote and a Description of the specific footnote
flag that appliesto the address. After you finish certifying addresses, you
need to locate all addresses with an attribute Category of
AddressAccelerator Footnote and correct any problems with them. After
correcting an address, we recommend del eting the attribute.
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18. If you add any footnote flags as address attributes, enter a date to

19.

20.
21.

22.

23.

associate with the attribute in the Date to use for attributesfield. When
you select <Specific date>, the Date to use field appears so you can enter
adate, such as 01/01/2006. In the Comment field, enter any comments
you want to associate with the attribute. For example, you may want to
add the comment “ Footnote flag from address update on 01/01/2006.”

Click Next. The Summary tab displays a summary of options you
selected. If the options listed in the summary are not correct, click Back
and make your changes.

Update Addresses | %]

1
Summary of Options

8 Genelall 2 Process Dptionsl 3 Footmotes

Action to perform; Update addresses
Data zervice: Address Validation

Canstituents to include: Donars - Domestic
o |Addresses to include: All addreszes
Certification date: Regardless of when last certified

—
SCIMEEIE | Create exception queny: Tes
- Proper case address

Create control report: ves [Preview)

Add the following to new addresses:
Address tppe: Home

Info source: Post Office

Date from: 01/21./2006

[

< Back | ezt | Cancel | Update Mow |

To begin updating the addresses in your mailing list, click Update Now.

If you marked the Create exception query checkbox on the General tab,
the Save Static Query screen appears.

In the Query name field, enter a name that describes the contents of this
guery. For example, you can enter “ Exception Addresses’.

In the Description box, further describe the contents of this query. For
example, you can enter “ Exception addresses for the 2006 annual
mailing”.

Save Static Query Ed
Cluem name: IEHCEDtiDr‘I Addresses | Save I
Description: |Exception addresses for the 2006 annual ;I C |

mailing EIEE

| -]

Guery Type: Constituent

Gluery format; IStatic * |

¥ Other users may execute this querny Created From: Reports - Exception
Addresses

W Other ugers may modify this query

Addresses other than

Canadian -formatted are
included in processing, but
fail thefirst test and are not
considered for further
processing against the
exception rules.
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24,

25.

26.

27.

In the Query format field, the program defaultsto “ Static” and disables
the field. Output queries must be static because they do not change. For
more information about static queries, see the Query chapter of the Query
& Export Guide.

To allow other usersto use or change this query, mark the Other users
may execute this query and Other users may modify this query
checkboxes. It is helpful for others to have access to the queries you
create for possible use in the future.

Click Save. The Updating Addresses message appears.

Updating Addresses E3

Updating Addreszesz. Please wait._ ..

When the program finishes updating addresses in your database, a
summary screen appears, displaying the results of the update.

Update Addresses E3

Process Complete!

Total addreszes processed: 23
Humber of updates: 9
MHumber of exceptions: 13
Murber zkipped: a

28. To close the summary screen and compl ete the address update, click

Close.

Updating Addresses Using Interactive
Mode

When you choose to update addresses in your database using I nteractive mode,
the AddressFinder screen appears for each address you choose to validate. From
this screen, you can change all or part of the address entered in your database with
the certified address.

If enough valid addressinformation existsfor the program to automatically update
and validate the address, the AddressFinder screen appears. For example, if you
are missing the postal code, but all other address information is correct, the
AddressFinder screen appears with the updated postal code. Y ou do not need to
search for the entire correct address on the Postal Code Browser screen.
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If an address cannot be certified, the Postal Code Browser screen appears over the
AddressFinder screen so you can search for a correct address. Once you find and
select an address to use on the Postal Code Browser screen, you return to the
AddressFinder screen so you can update the address permanently in your
database. For more information, see the section “ AddressFinder Screen” on

page 37. For information about searching for correct addresses, see the section
“Postal Code Browser Screen” on page 38.

AddressFinder Screen
From the AddressFinder screen, you update the corrected addressin the database.

AddressFinder [ x|

Current Addrezs Information

Constituent 1D: 7
Address Type: Wacation Home
Address: 814 Estate Lane

City: Harmilton

Frovince: 0N Postal Code: Lakd 1J4

Choosze the pdate Addresz’ button to update the current address infarmation show abowve with the validated
addreszs displayed below.

Address: (214 E state Lane [T Add footnate as an address attibute

Mo match,

City: IHamiItDn

F'rmfinu:e:IDN vl Ontario
Postal Eode:ILBM 14 Walidate |

Date To Usze: ITDda_I,J'S date 'I
Comment; I g

[~ Copy original address to altemate

| Ao, I LCancel |

pdete address | Skip

Current Address Information. The Current Address | nfor mation frame
lists the address information currently entered on the constituent record.

Address, City, Province, Postal Code. The address fields on the | eft of the
screen contain the updated address information you select on the Postal Code
Browser screen. Or, if the address cannot be updated, these fields contain the
same information entered on the constituent record. This information aso
appearsin the Current Address Information frame above.

Add footnote as an address attribute. Mark the Add footnote as an
address attribute checkbox to copy afootnote flag to the constituent record
as an address attribute. If you are not able to validate an address, footnote
flags indicate the reason the address cannot be validated. The footnote flag
appears as an address attribute with the Category of AddressAccelerator
Footnote and a Description of the footnote flag.

If the address cannot be

certified, the Postal
Code Browser screen
appears over the
AddressFinder screen so you
can search for a correct
address. Once you find and
select an address to use on
the Postal Code Browser
screen, you return to the
AddressA ccelerator screen.
For information, see the
section “Postal Code
Browser Screen” on

page 38.
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Footnote flag field. Thefield below the Add footnote asan address attribute
checkbox contains the reason, or footnote flag, an address cannot be
validated. For example, it may say Invalid address. If you mark the checkbox
above, thisfootnote is recorded on the address record as an address attribute
s0 you can track it or do further research later.

Address for Michelle E. Wagner
File Edit Wiew Addrezz Help

[ 5 ave and Cloze -| [ )(| 4 b|—bv|||?-|§- ‘
v Bddiesz  Attibutes |

Cakegory I Description I Sho... I Date | Comments
Address Validation footnotes Foreign address. 011312006 American whose vacation home iz in Canada.g

Date To Use. When you add an address attribute for an address, in the Date To
Usefield, select the date you want to enter in the Date field of the attributes
grid.

Comment. Inthe Comment field, enter any comments you want to associate
with the attribute. For example, you may want to add the comment “ Footnote
flag from address update on 01/01/2006" .

Validate. Click Validate to validate the address in the address fields in the frame
at the bottom of the screen, making it eligible for discounts. An address can
only be validated if it is correct and is entered in proper case. If the address
that appearsis validated, or certified, the Validate button is disabled.

Copy original address to alternate. Mark this checkbox to copy the original
uncertified address as an aternate address on a constituent record.

Update Address. Click Update Addressto update the address in your
database.

Skip. Click Skip to skip updating the current address on the screen. You go to the
next address. The Process Complete screen at the end of the address update
tells you how many records were skipped.

Auto. Click Auto to switch to updating addresses using Batch mode. Once you
change from Interactive mode to Batch mode, you cannot switch back again.

Cancel. When you click Cancel, a message appears asking if you are sure you
want to cancel. If you click Yes on this message, the Process Complete screen
appears, summarizing the records processed so far. When you close that
screen, you return to the Data Enrichment Services screen.

Postal Code Browser Screen

Before you can update an address on the AddressA ccel erator screen, you need to
use the Postal Code Browser screen to search for the correct address. The Postal
Code Browser screen appears when you click Y es on the message that appears
from the AddressAccelerator screen, asking if you want to search for theinvalid
address.
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The bottom portion of the Postal Code Browser screen lists all available street
names for the criteria entered in the address fields in the Find Criteria frame on
the top right of the screen. Information entered on the constituent record or in the
batch defaults into the address fields in the Find Criteria frame.

Search: Enter your address ciiteria in the fields below, then click ''Find How"'. -
Original Addrezs ————————— Fird Criteria
33 Bunwick Ave. Address Line 1 |33 BERWICK AVE 4|

Address Line 2: I ﬂl
Toranta Municipalty:  [TORONTO Update |
oM Pravvince: |DN Cancel |

Postal Code:  [MBP TGS

Fesults: Select a result address below and click "Update” to send the address back.

Numberl Street MWame | Typel Directionl Suffi:-:l Suitel PO Emvcl F!c-utel Funicipality | F'rc-vinc:el F‘ostail
33 BERTMOUNT ANVE TORONTO  ON Mdbd |
33 EERWICE. AVE TOROWNTO 5P
33 BIMGHAM AVE TOROWTO  ON M4E
33 BIRCH AVE TORONTO  ON L
33 BLACKTHORM AVE TOROWTO  OM MEN
33 BLOOMFIELD ANVE TORONTO  ON 4L &
33 BOOM AVE TORONTO  ON MEE 1+
il | 3

Original Address. The Original Address frame lists the existing address on
the constituent record.

Find Criteria. The Find Criteria frame includes all address fields. Enter
information in these fields to search for the correct address to use. The
existing address information defaults into these fields. Delete information in
one or more fields to broaden your search for better results.

Find Now. Click Find Now to search for a correct address matching the search
criteriayou entered in the address fieldsin the Find Criteria frame. The
results of possible addresses display in the bottom portion of the screen.

Clear. Click Clear to clear all information from the fields in the Find Criteria
frame.

Revert. Click Revert to change the address information in the Find Criteria
fields back to what originally defaulted in (the address information currently
entered on the constituent record).

Update. Click Update once you find and highlight the address you want to use
from the list on the bottom of the screen. You return to the
AddressA ccelerator screen.

Cancel. Click Cancel to cancel the address search. You return to the
AddressA ccelerator screen.

Number. Number refers to the street number in the address.
Street Name. Street name s the street or road in the address.

Type. The Type column refers to whether the street is called a street, road,
avenue, way, €tc.
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Direction. Direction denotes if the address is located South, North, East, or
West. on the street (if the direction is part of the official address). Direction as
part of an addressis generally abbreviated; for example, N.

Suffix. Suffix refersto the street number suffix, if applicable to an address. This
is any additional information that may be part of the street address.

Suite. A suitewould be, for example, Suite 310 in an office complex.

P O Box. P O Box stands for Post Office Box and may be part of an address.
Route. A routerefersto arura route in an address, if applicable.
Municipality. The municipality is also known as the city.

Province. The Province column lists the province where the address is located.

Postal Code. The postal code is the six-character number and
letter-combination code assigned to addresses in a specific delivery area. Itis
an integral part of every address; for example, M4B 1G5.

» Updating addressesin the database using | nter active mode

1. OntheRaiser’'s Edge bar, click Admin. The Administration page appears.

The Raiser's Edge HE=

Elle Edit View Go Favouwites Tools Help

4 Back Folward| Open in separate window

H

System Statistics b Svstem Statistics b Duplicate Constituents
e ¥ Import » Duplicate Receipts
T b Globally Add Records b Merge Constituents
H;;é{; b Globally Change Recards b Drop Lapsed Members
T b Globally Delete Records b Security

Records b Globally write Off Pledges b Queve

Globally Delete b Convert Pledges To Recurring Gifts » Data Enrichrment Services
IRt ¥ Post 1o General Ledger

Globally \write OFf
Pledges

Corvert Pledges
Ta Recurring
Gifts

Post to General
Ledger

Duplicate
Constituents

Diuplicate
Receipts
Canning erge

Constituents System Statistics

olutp Dirop Lapsed
h tembers :‘ g Provides you with & court of the records in your database. For more information about System Statistics,
-

H =ee the Program Basics chapter of the Program Basics Guide.
. Security

‘Welcome to The Raiser's Edge 7

) I | |
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2. Click Data Enrichment Services. The Data Enrichment Services page
appears. AddressAccelerator is highlighted.

|| AddressAccelerator
= sovessaceedlatr |

T

AddressAccelerstor is & data comection semice prowded by Blackbaud. You can update missing or mizspelled sddress
Information, add os correct postal codes, and standardize sddresses to qualy for postal discounts

&3

Welzome to The Raser’s Edge T

3. Onthe action bar at the top of the Data Enrichment Services page, click
Update Addresses. The Update Addresses screen appears.

Update Addresses

1: General |2: Pracess Elptionsl 2 Footnotes | 4 Summar_l,ll

All records

—f —Addresses to Certify

Include... | All addresses

& Regardless of when last certified
Mot certified using curment subscription data

Mot certified using previous subscription data

[~ Create exception query

< Back | MNest > | Cancel | Update Mow |

4. To select the constituents whose addresses you want to update, click
Include at the top of the screen.
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If you include all
constituents, “All
records’ displaystotheright
of the I nclude button. If you

include selected
congtituents, “ Selected
constituents” appears to the
right of the Include button.
If you include one
congtituent, the constituent’s
name appears to the right of
the I nclude button.

If you include selected

address types, only one
address type is updated on
each constituent record
processed by
AddressAccelerator. When
you include all address
types, every addresstypeis
updated on each constituent
record processed by
AddressAccelerator.

You can include All Records, Selected Records, or One Record. If you
choose Selected Recor ds, the Open Query screen appears so you can
select a query containing the constituents whose addresses you want to
update. If you select One Recor d, the Open screen for constituents

appears so you can locate the constituent whaose address you want to
update.

For more information about creating a query, see the Query chapter of the
Query & Export Guide. For more information about the Open screen, see
the Program Basics chapter of the Program Basics Guide.

. Inthe Addressesto Certify frame, click Include to choose whether to

compare all or selected address types for the constituents you selected. If
you choose Selected addr esses, the Customization Options for Addresses
to Include screen appears so you can select the address types you want to
compare in the Updated Addresses Report. For more information, see
“Selecting an Address Type” on page 13.

Customization Options for Addresses to Include E=

| 2:0rganizations I

‘ Select which addresses will undergo certifization for individuals that are included in this process.

Step 1:Indicate if seasonal addresses should be considered. The first valid seasonal address will be uzed.

[V Consider addresses with seasonal dates as of IToday j
Step 2:Specify, in the order of importance, the addresses to consider if & valid seazonal address iz not found.
Addresses: Addresses o use:
First address found i’ Preferned address
Primarny buziness ﬁ
Spouse primary business £
2w mecberred sddrmee LI

Step 3:%ou may check for special requirements by first congidering addresszes with the specified attribute(z].

Address Attiibutes... | <Mo address attributes specified:

Step 4:Specify what happens if no address iz found: IIncIude Frefered address j

(0] 4 I Cancell

. After selecting a specific address type to update, click OK. You return to

the Update Addresses screen. If you include all address types, “All
addresses’ displaysto the right of the Include button. If you include
selected address types, “ Selected addresses” appears to the right of the
Include button.

. Inthe Addressesto Certify frame, select the time period you want to use

to determine whether the program should validate an address. You can
choose to validate addresses based on when they were last certified.

. To create a static constituent query containing the names of the

constituents whose addresses could not be updated, mark the Create
exception query checkbox. We strongly recommend you mark this
checkbox so you can correct the addresses or mark them as lost addresses.



0.

10.

11.

12.

13.

ADDRESS ACCELERATOR 43

Click Next. The Process Options tab displays options, checkboxes, and
fields you must specify before you can update the addresses.

Update Addresses [ x|
1: General ; 2 | 3 Footnotesl 4 Summar_l,ll

— Processing bMode

' Batch mode &' Proper case address

Address Capitalization
|V ™ Frint S04 farm

|' Reporting Options

" Interactive mode " Capitalize entire addiess [~ Cieate contal repart 5 Freview ) Frint

Mate all fields belov that are left blank will be copied from the Driginal Address.

—&dd the Following to Hew Certified Addresses I Save Old Address in Constituent Address List —

Address type: I j Address type: I j
Info source: I j Info source: I j
Date from: D ate from: Iﬂ
Drate to: Date to: Im
Send mail to this address: Iﬁ
< Back | Mext = | Cancel | Update Mow |

In the Processing M ode frame, select I nter active mode. When you
select I nteractive mode, you can view each address before accepting the
changes.

In the Address Capitalization frame, choose whether you want to
capitalize the entire address or use proper case. When you choose Proper
case address, AddressAccel erator uses upper and lower casein the
appropriate places. Mailings with standardized addresses, which include
no punctuation and capitalization throughout the address, are eligible for
discounts offered by the Canada Post. For more information, contact the
Canada Post.

In the Reporting Options frame, mark the Print SOA form checkbox to
print the Statement of Accuracy (SOA) to confirm the addresses are
SERP-certified. You need to enter your CPC number the Canada Post
gives you for your discounts on the General page in Configuration so it
prints on the SOA report.

In the Reporting Options frame, mark the Create control report
checkbox to create a report containing information about the updated
addresses. If you mark this checkbox, select whether to Print or Preview
thereport. If you select Preview, apreview screen of the report appears so
you can view it before printing.

The control report contains the congtituent name and 1D, address and
type, report date, and an exception code where applicable for each
constituent processed by AddressAccelerator. We recommend you print a
control report so you have arecord of the addresses that were updated.

@ When you use a mail
task in Mail, you can
mark the Print mailing in
ALL CAPS checkbox on
the Format tab if you want to
modify the case for a
specific mailing without
changing the capitalization
of the addresses entered on
the constituent record. For
more information, see the
Mail Guide.
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When updating all

addressesfor a
constituent, we strongly
recommend you do not enter
information in the Address
typefield in the Add the
Followingto New Certified
Addressesframe becauseall
addresses for the constituent
are changed to the type you
select.

14.

15.

16.

17.

In the Add the Following to New Certified Addresses frame, enter the
Addresstype, Info source, Date from, and Date to information you
want to add in the corresponding fields in the Address I nformation
frame on the Address screen of a constituent record. You can leave any of
the fieldsin thisframe blank if you do not want to update the information
for an address on the constituent record.

For example, in the Addresstypefield, select “Home”.

For more information about the Address screen, see the Biographical
Information chapter of the Constituent Data Entry Guide.

The Info source field notes where you got your address changed
information. In the Info source field enter “ AddressAccelerator”. When
you leave the field, the following message appears.

The Raiser's Edge E

@ Do pou want to add Address Yalidation' to the Address Info Sources table?

To add this selection to the table, click Yes.

Because you are updating addresses now, today’s date defaults into the
Date from field.

In the Date to field, enter through when you want this address update to
be valid.Your organization updates addresses regularly every three
months to keep your database current and correct, enter the date
“03/21/2006".

Update Addresszes

|'.t‘-\ddress Capitalization

1: General

— Processing Mode

" Batch mode & Proper case address ¥ Print SO form

" Capitalize entie address v Create contraol report & Preview Print

Reporting Option:
% Interactive mode |V

Mote all fields below that are left blank will be copied fram the Onginal Addrezs.

—iidd the Following to Mew Certified Addreszes

I | Saveld Eddress i Carsttient Sddiess s —

Address pe: IHome j Address pe: I j
Info source: IAddress Yalidation =] || Info source: I =l
Date from: Date from: Iﬁ
[ ate b Date to: Im
Send mail to this address: m

< Back | HEst> | Cancel | Update Mow |

The frame on the right is disabled when you select I nteractive mode.
When using Interactive mode, you make these selections on the
AddressAccelerator screen.



18.
19.

20.

21.

22.

23.

24,
25.
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To begin updating the addresses in your mailing list, click Update Now.

If you marked the Create output query checkbox on the General tab, the
Save Static Query screen appears.

Save Static Query E3
Cluen name: |EHceptinn Addrezzes | Save I
Description; |Exception addresses for the 2008 annual ;I
= mailing Cancel

| -]

Guery Tepe: Constituent

Guery format; IStatic * |

¥ Other users may execute this query Created From: Reports - Exception

Addresses
¥ Other users may modify this query

In the Query name field, enter a name that describes the contents of this
guery. For example, you can enter “ Exception Addresses’.

In the Description box, further describe the contents of this query. For
example, you can enter “ Exception addresses for the 2006 annual
mailing”.

In the Query format field, the program defaultsto “ Static” and disables

the field because output queries must be static. For more information
about static queries, see the Query chapter of the Query & Export Guide.

To allow other usersto use or change this query, mark the Other users
may execute this query and Other users may modify this query
checkboxes. It is helpful for others to have access to the queries you
create for possible use in the future.

Click Save.

If the existing address is certified, the AddressFinder screen appears,
allowing you to review the address information before click Update
Address; if the existing address cannot be certified, the Postcode Browser
screen appears, so you can search for a correct address. The existing
address information defaults into the fields in the Find Criteria frame.

Postal Code Browser
Search: Enter pour address criteria in the fields belaw, then click "Find Mow". -
Original Address Find Criteria |
3 Bunwick Ave. Addresz Line 1: =
Address Line 2: I &l
Taoranto M unicipality: IToronto Update |
ON Pravince: IDN Cancel |
Posztal Code: I

Results: Select a result address below and click "Update" to send the address back.

Numberl StreetNamel T_l,lpel Directionl Suffixl Suitel FO Boxl Floutel Municipalit_l,ll F'rovincel Pastal Eodel Extra

l | 2

Addresses other than

Canadian-formatted are
included in processing, but
fail thefirst test and are not
considered for further
processing against the
exception rules.
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26. If no possible addresses matching the criteriain the Find Criteria frame
appear at the bottom of the screen, you need to adjust your criteriato
broaden your search for possible correct addresses.

27.

28.

For example, if 33 Burwick Ave appearsinthe AddressLine 1 field, you
can highlight just the street name “Burwick” and delete it. You are left
with “33 Ave.” inthe AddressLine 1 field.

Click Find Now. For the example shown here, the program searches for
all possible matching addresses with the criteria of street number “33”, a
street type of “Avenuge’, located in “ Toronto, Ontario”. The possible
address matches appear in the grid at the bottom of the screen. For an
explanation of the columnsin the grid at the bottom of the screen, see
“Postal Code Browser Screen” on page 38.

Postal Code Browser [ x|

Search: Enter wour address criteria in the fields below, then click "Find Mow'.

Original Address
33 Bunwick Ave.

Toranta

ON

Find Criteria
[Clear |
Address Line 1: [33 Ave.
Bewvert |
Wl ate |

Province: IDN
Postal Code: I %

Address Line 2 I

F unicipality: IToronto

Results: Select a result address below and click "Update" to send the addresz back.

Numberl StreetNamel T_l,lpel Directionl Suffi:-cl Suitel PO Bo:-cl Houtel Municipalityl F'rovincel Postal Eodel E:l
33 ABBOTT AVE TOROMTO  ON MEFP 1H3 -
33 ABERDEEMN  AVE TOROMTO  ON M 147

33 ACORES AVE TOROMTO  ON MEG 4B4

33 ALBANY AVE TOROMTO  ON MER 3C2

33 ALBEMA...  AVE TOROMTO  ON M4K THE

33 ALBERTA  AVE TOROMTO  ON MEH 2R5

33 ALBERTUS  AVE TOROMTO  ON M4R 1J5 _ILI
4] [ »




29.

30.

31

32.
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Highlight the row in the grid at the bottom of the screen that matches the
street address entered in the Address field. For the previous example,
scroll down to “Berwick Ave’. The address was spelled incorrectly when
it was entered in the database and that is why it could not be found or
certified. Highlight the “Berwick Ave’ row in the grid.

Search: Enter wour address criteria in the fields below, then click "Find Mow'. -

Original Address Find Criteria

33 Burnick Ave. Addiess Line 1: 33 Ave. —I

Address Line 2: I ﬂl

Taranto F unicipality: IToronto Update |

ON Province: IDN Cancel |
Postal Code: I

Results: Select a result address below and click "Update" to send the addresz back.

Numberl Street Name | T_l,lpel Directionl Suffi:-cl Suitel FO Boxl Houtel Municipality | Plovincel F'osta:l

eE] BERKSHIRE AVE TOROWTO  ONW MM
eE] BERMARD AVE TOROWTO  ONW MER
33 BERTHMOUMT AVE TOROMTO  OM I 4hd
sl o W)

AVE TOROMHTO

33 HEP
eE] BINGHARM AVE

TOROWTO  ONW M4E :

Ex] BIRCH AVE TORONTO  ON My
Ex] BLACKTHORN AVE TORONTO  ON MEN +
{] R S i il

Double-click the row. The correct addressfillsin the appropriate fieldsin
the Find Criteria frame at the top right of the screen.

Click Update. The AddressFinder screen appears with the updated
address information you select on the Postal Code Browser screen in the
address fields at the bottom of the screen. The original address still
entered on the congtituent record appearsin the Current Address
Information frame at the top of the screen.

If you are not able to validate an address, mark the Add footnote as an
address attribute checkbox on the AddressFinder screen. The field
below contains afootnote flag to indicate the reason the address could not
be certified. The footnote flag appears as an address attribute with the
Category of AddressAccelerator Footnote and a Description of the
footnote flag on the Attributes tab of the address screen accessed from the
constituent record.

Thefields at the bottom

of the screen are
editable. Y ou can enter or
change address information
in these fields and then click
Validate to validate the
address information you
enter.
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33. If you add any footnote flags as address attributes, enter a date to

associate with the attribute in the Date To Use field.

AddressFinder x|

Current Address Information
Constituent 10: 1
Address Type: RE 7 Conversion - Home
Address: 10110 Oldham Rd

City: Richmond
Province: VA, Postal Code: 23235-1242

Chooze the 'lpdate Address' button to update the cunent address information shown above with the validated
address displayed below.

Address: 10110 Oldham Rd [~ Addfoatnote a5 an address attribute

Foreign addresz.

City: IHichmond

Pravince: I\-f.& vl Wirginia [ate To Use: W
Prostal Code: |23235-1 alidate | Comment: I ﬂ

[~ Copy ariginal address ta altemate

Wpdate Addrezz | Skip | Auto.. | LCancel |

34. To update the address on a constituent record, click Update Address. If

35.

36.

the Update Address button is disabled, the address entered in the
Current Addressframeis not a certifiable address.

Continue following these steps for each address to be processed. If you
cannot validate an address for a constituent, click Skip.

If you want to switch from certifying addresses using | nter active mode
to certifying addresses using Batch mode, click Auto. When you switch
to Batch mode, AddressAccelerator goes through and certifies addresses
automatically. You do not see each screen or have access to manually
change the addresses from the address update. For more information
about Batch mode, see “Updating Addresses Using Batch Mode” on

page 29.




37. When you finish updating addresses, if you selected to Preview or Print a
control report in the Reporting Options frame on the Process Options
tab, an Update Address Report preview screen appears. The Update
Address Report lists the addresses you updated and the available
footnotes. If you select Preview, apreview screen of the report appears so

38.

39.

ADDRESS ACCELERATOR

you can view it before printing it.

M@ Update Addiesses

[_[5]x]

X Mli Tof1+ >|>| s S| F|a&| = = :ﬂ Total23  100% #30f23
Preview

Ho. Records: 24

Data Service: Address Validation

Hame Constituent ID

Current Address Information  Updated Address Information

Blackbaud Demo
Update Address Report

Ho. Updates: 4
Ho. Exceptions: 12

Footnotes Change Type

Sean A. Daverport f 15

Theresa M. Vazmez £ 28

Dale I Holan/ 55

Diarlera Hodason/ 54

Ame C. Sinclair 7 %6

Enmm V. lerrell f 80

Luke I Thames /81

To print the Update Address Report from the preview screen, click Print

on the toolbar.

To close the Update Address Report preview screen, click the“X” in the
top right corner.

1204 Cedar Point Court
Mordreal
H3H 1Y4

223 Shelhurre Read
Shelbure, VI 05422

42E3 Grove Lave
Vanamwer
EC

1542 DParisan Court
Torcoto
OH MIM 1L

245 High Hill Court
Suite 55

Wirnipeg, ME F3LIES
Toroeo

ON MIM LI

1204 Cedar Poirt Court
Dcedreal
H3H 174

Z2% Shelurre Road
Shelbune, VI 05482

4223 Grrove Lare
Vanamer
EC

1542 Parisan Court
Toromtn
N DIIM 1ML

245 High Hill Count
Suite 55

Winpeg, ME R3L1ES
Toronto

OH MM 1M1

412 Willow Way

ey Wacation
Home

Bunsiness

EE7

49
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40. If you checked the Print SOA form checkbox in the Reporting Options

frame on the Process Options tab, the SOA report prints to your default
printer. The SOA report needs to accompany your mailing to prove a

certain percentage of your mailing has certified addresses, to qualify for
discounts. You need to enter your CPC number the Canada Post givesyou
for your discounts on the General page in Configuration so it prints on the

SOA report.

Statement of Accuracy

This repont was generated by SERP

(Softwane Evaluation and Recogrition Progrnm)
cartified soffware in conjunction with curran! Canada
Puost Address database information.

Customer Name and Information:

Nenprofit Organization
110 Broad Street
Regina SK S4P 4A2

CPC Number 1863210

Records processed:

Preparation date:
2006/02/27

Accuracy data expires on 2007/02/27.

Mailing preparation software:
Blackbaud

Type Total Certified Accuracy Level
Urban 6 2

Rural 18 4

Total 24 6 25.0%

Copyright 2000 Sator Software, Inc.
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41. When you finish certifying addresses in your database and printing
reports, if you selected to do so, The Process Compl ete screen appears,
displaying the results of the update.

Update Addresses E3

Process Completel

Total addreszes processed: 29
MHumber of updates: 9
Humber of exceptions: 19
Humber skipped: 0

42. To close the summary screen and compl ete the address update, click
Close. You return to the Data Enrichment Services page.

Correcting Addresses from a Record

Y ou can look up and correct a specific address directly from a constituent,
participant, relationship or address record using AddressAccel erator. When you
update an address from the constituent record using AddressAccelerator, the
corrected address is SERP certified, qualifying your mailing for discounts. Y ou

can access the address |ookup screen from the constituent record in severa places:

from the Constituent, AddressAccelerator menu on the constituent record;
through the Address, AddressAccelerator menu on the Address screen of a
constituent record; or by clicking the AddressAccelerator button on the toolbar
of the Address screen. Y ou can correct and validate the primary address or any
other address type on the constituent record.

» Correcting an address from a constituent record

E When you were out with your friend Lisa Davis, she expressed interest in
the public television station you work for. Y ou created a constituent record
for her in your database and filled in the address information you knew.

Y ou did not know her postal code and guessed on the spelling of her street
name. Now, you are preparing to send out a mailing and want to include
her; so you want to make sure her address information is complete and
correct. Run AddressAccelerator from Lisa s constituent record.

1. Onthe Raiser’'s Edge bar, click Records.

Y ou can access

AddressAccel er ator
from constituent,
participant, relationship, and
address records.
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@ To correct and validate
the primary address on
the Bio 1 tab, you can select
Constituent,
AddressAccelerator from
the menu bar of the
constituent record. To
validate any other address,
open the address record
from the Addresses tab and
select Constituent,
AddressAccelerator from
the menu bar of the address
record.

2. Click the Constituentslink. The Constituents page appears.

3.
4,

5.

The Raiser's Edge [_]=]

File Edit View Go Favouites Tool: Help

4 Back & Folward| Open in separate windouw

_ =
Bits Constituents

Actions

Campaighs . .
Funds e Mew Individual iiF Open a Constituent
Appeals _
Memberships e Organization

Jobs
Recently Accessed Records Quick Find

&

Events

RS

Welcome to The Raiser's Edge 7

Click Open a Constituent. The Open screen for constituents appears.

When you find and select Lisa Davis, click Open. For more information
about opening a constituent record, see the Constituent Data Entry Guide.

Select the Bio 1 tab.

=i Lisa Davis

File Edit “iew Constituent Letter Favourtes Tools Help

E]Saveandﬁlose'|u|§'|§"|" 1 » N|—’|2'|?E|

JEREE RN

v Attributes I Media I Aclions I Honourtemarial | Yolunteer I Prozpect I temberzhip | Ewents I
v Binl | w Bin2 I v Addresses I v Addreszess/S alutations I v Relationships I v Appeals I Hotes I v Gifts
— Biographical — Preferred Address - Home
Last name: IDavis Aliages | Country:l[:anada j o Mare...
First namne: ILisa Address lines: |33 Burwick Ave. ;I
Middle name: I LI
Titles: IMrs_ j I j City:ITorontD
Suffixes I j I j Provinc:e:IDN 'l Ontaria
Nickname: I Postal Eode:l
Maiden name: I Phanes{EmailiLinks
o |2UB Type | Mumber [Email Address Shared?
Home §19-833-9600 Mot Shared
Gender IFemaIe j SIN:I
Birth date: IEIT.-"EI'I A1976 l Age: 28
™ Deceased? Dale:l El
: - — This constituent
Marital status: |Married -
I J ¥ |z inactive ™ s a solicitor Details
ﬂl IJeff Davis [™ Gives anonymously I Has no valid addresses
Solicit code: IDD niot cal after 9:00 P I Requests no emai
Friend [02/01/2002 - 11/07/2003] Education | Busiess | v Bank |
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6. Inthe Preferred Addressframe on theright, click More. The Address
screen for Lisa Davis appears.

Address for Lisa Davis

33 Burwick Ave.

| | Type | MumberfEmal Address | Shared?

|— Hore 813-833-9600 Mot Shared

7. Onthetoolbar, click the AddressAccelerator button. You can also select
Address, AddressAccelerator from the menu bar of the constituent
record.

Address for Lisa Davis
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Addresses other than

Canada-formatted are
included in processing, but
fail the first test and are not
considered for further
processing against the
exception rules. For
example, you cannot update
from the
AddressAccelerator data
files a constituent’ s address
if it isaUnited States
address.

If the address cannot be certified, the Postal Code Browser screen
appears.

Search: Enter your address criteria in the fieldz below, then click "Find Mow'. -

Original Address ——————————— Find Criteria

33 Burwick Awe. Address Line 1: [ERETOTETY _l

Address Line 2: I ﬂl

Taronto Funicipality: IToronto Update |

ON Province: IDN Cancel |
Postal Code: I

Rezults: Select a result address below and click "Update' to zend the address back.

Numberl StreetNamel Typel Directionl Suffixl Suitel FO Boxl Houtel Municipalityl Provincel Fostal Eodel Estra

4] |

I=

The address entered on the constituent record defaults into the address
fieldsin the Find Criteria frame at the top right of the screen. The frame
at the bottom of the Postal Code Browser screen lists all possible street
names falling within the parameters you define in the Find Criteria
frame.

For this example, no possible addresses list under the parameters
currently defined.

It is sometimes necessary and easier to limit the parameters you search
under to find the correct address. Start with the information you are sure
of and delete the rest to broaden your search. You can always retrieve the
original address entered on the constituent record by clicking Revert on
the right.
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8. For thisexample, you are already missing the Postal Code. You know for

certain the constituent livesin Toronto, which isin the Province of
Ontario (ON). You know her street number is“33” and the street isan
“avenue’; but it is possible you spelled the street name wrong. So,
highlight “Burwick” in Address Line 1 field and press DELETE on your
keyboard.

Postal Code Browser

Search: Enter pour address criteria in the fields belaw, then click "Find Mow".

Original Address ———————————— Find Criteria
8 e A Address Line 1: |33 Ave,
Bevert |
Address Line 2 I Devel
Toronto Furicipality: IToronto Update |
ON Province: IDN LCancel |
Postal Code: I

Results: Select a result address below and click "lpdate” to send the address back.

Numberl StreetNamel T_l,lpel Directionl Suffi:-cl Suitel FO Bo:-cl Houtel Municipalityl F'rovincel Poztal Eodel Extra

< | 2

9. You are left with less-constricting parameters to perform a search. Click

Find Now. The program beginsto search for all possible addressesfalling
within the parameters you have set. All possible addresses appear in the
frame at the bottom of the screen.

Postal Code Browser [ x|
Search: Enter wour address criteria in the fields below, then click "Find Mow'.
Original Addresg ———————— Find Criteria
) [E{ear
3 Bunwick Ave. Addiess Line 1: 33 Ave.

Bewvert |
Wl ate |

ON Province: IDN
Postal Code: I %

Results: Select a result address below and click "Update" to send the addresz back.

Address Line 2 I

Toranto Funicipality: IToronto

Numberl StreetNamel T_l,lpel Directionl Suffi:-cl Suitel PO Bo:-cl Houtel Municipalityl F'rovincel Postal Eodel E:l
33 ABBOTT AVE TOROMTO  ON MEFP 1H3 -
33 ABERDEEMN  AVE TOROMTO  ON M 147

33 ACORES AVE TOROMTO  ON MEG 4B4

33 ALBANY AVE TOROMTO  ON MER 3C2

33 ALBEMA...  AVE TOROMTO  ON M4K THE

33 ALBERTA  AVE TOROMTO  ON MEH 2R5

33 ALBERTUS  AVE TOROMTO  ON M4R 1J5 _ILI
4] [ »

All “Avenues’ containing the street number “33” in Toronto, Ontario
appear, along with the corresponding postal codes, in the frame at the
bottom of the screen.

@ You can clear al
information in these
fields by clicking the Clear
button on the right.
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10. When the search is complete, scroll through the list to search for

“Burwick”.
Postal Code Browser
Search: Enter wour address criteria in the fields below, then click "Find Mow'.
Find Mow
Original Address Find Criteria ol
) lear
3 Bunwick Ave. Address Line 1: |33 Ave.
Bevert
Address Line 2 | ﬁ
Taranta tunicipality: |T0r0nto Update
OH Provinee: |DN %
Postal Code: |

Results: Select a result address below and click "Update" to send the addresz back.

MHumber | Street Name | Tupe | Direction | Suifix | Suite | PO Box | Route | Municipality | Pravince | F'ostad
33 BROWHLOW AVE TORONTO  ON W45
33 BUCKIMNGHAM AVE TORONTO  ON EE

£

33 BLURGESS AVE TOROMTO  OM 4]

33 EURMFIELD 2VE TOROMTO MBG

33 BUSHELL AVE TOROMTO  0OW [GEL

33 CAMBRIDGE AVE TOROMTO  0ONW h4K
33 CARLAW AVE TOROMTO  0ONW Mﬁj
4] | »

No such street exists. However, scroll up again to find “ Berwick Avenue.”
You realize you simply spelled the street name wrong and thisis the
correct address you are searching for.

11. Double-click the “Berwick” row. The correct information appearsin the
addressfieldsin the Find Criteria frame.

Postal Code Browser
Search: Enter wour address criteria in the fields below, then click "Find Mow'. -
Original Address Find Criteria
33 Burnick Ave. Address Line 1 |33 BERWICK AVE 4
Address Line 2 | ﬂ
Taranto Muricipaliy:  [TORONTO Wiz
ON Province: |DN Cancel

Postal Cade:  [M5P 1G9

Fesults: Select a result address below and click "Update" to send the address back.

MNumber | Sheet Name | Tope | Direction | Suifiz | Suite | PO Box | Route | Municipality | Province | Postaﬂ
33 BERTHMOUNT AVE TOROMTO 0N MM
33 | CK. AVE TORCOHTO

33 BINGHAM AVE TORONTO  ON M4E
33 BIRCH AVE TORONTO  ON L
33 BLACKTHORN AVE TOROMTO  ON HEN

33 BLOOMFIELD AVE TORONTO  ON M4L
33 BOON AVE TORONTO  ON MEE |
:~| HHHHHH i | HHHHHHHH . e

You now have the correct address information. Click Update. The
Address Finder screen appears.

The original address entered on the constituent record, before you
searched for the correct one, appears as view-only in the Current
Address Information frame at the top of the AddressAccelerator screen.
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The updated address information you selected on the Postal Code
Browser screen appearsin the editable address fields at the bottom of the
screen. You can change information in these fields, such as capitalization,
if you want. Because this information is taken directly from the Postal
Code Browser screen, it is already validated. Therefore, the Validate
button is disabled.

12. To update the address on the constituent record, click Update Address.
You return to the Address screen with the updated and certified address
information filled in the appropriate fields.

Address for Liza Davis
File Edit “iew pAddiesz Help

ESaveandClose*UX|( )|—"||?7|§" ‘

v hddress I Attributes I

Courtry: (SRR j —&ddress |nformation
Address type: IHome j
Address lines: |33 Berwick Ave. ;I
;I Info source: I j
City: IT aranta County: I j
Pravince: IDN vl Onkario Region: I ﬂ
Pastal Code:IMEP‘IGg E-"-\'-HTZI LDT:I
¥ Send mail to this address
Phones/Ermail/Links [ Se this sdd ol Ay
Type I Mumber (Email Address | Shared? 3L SIS IS PLEl Sl SRR Es
| [Home 519-833-9600 Mat Shared | —Valid Dates I Seasonal Address ——
|| D ate fram: I I Seazonal fram: I
D ate to: I I Seasonal bo: I
Address block: |33 Berwick fve ;I
Toronta, OM

| Prezs F7 for table lookup, F8 for address walidation |

13. To see how the address will appear on mailingsin the Address block at
the bottom of the screen, click Save on the toolbar.

If the address is linked to another address, a message appears telling you
0.

Address Links

Thiz address is shared with at least one other record.

* Change thiz address on all records that share this address

" Change the address on this record anly [this address will not be shared with any ather

records]
Lancel |

Show Shared Addresses »»

Address information

will not validate if it
does not meet Canada Post
standards.Y ou can still
update an address on a
constituent record if it is not
validated. However, to
qualify for the greatest
discounts on your mailings,
we recommend you use
validated addresses.
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14. To update the address, make your selection and click OK on the message.
You return to the Address screen with the Address block updated.

Address for Lisa Davis

N o
MEP 1G9

§19-533-9600

Address block: |23 Bervick fve
Toranto, 0N M5F 139

15. To save the changes and close the address record, click Save and Close
on the tool bar. You return to the Bio 1 tab of the constituent record.

16. To save the changes and close the constituent record, click Save and
Close on the toolbar.

Using AddressAccelerator with Batch

In The Raiser’s Edge, Batch provides an avenue for fast and easy data entry. You
can enter multiple new constituents or giftsinto your database at one time. With
AddressAccelerator, you can look up or correct addresses as you enter them in
Batch, for even more efficient data entry.

Accessing AddressAccelerator in Batch should not be confused with updating
addresses in the database using batch mode. For more information about updating
addresses using batch mode, see “ Updating addresses in the database using Batch
mode” on page 30.
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» Looking up and correcting a constituent address in Batch

E} Y ou received a phone call from Miss Amanda Le Bon, requesting
information about your organization. Y ou want to enter her in your
database as part of abatch you are creating for al new constituents. During
your phone conversation, you forgot to ask MissLe Bon for her postal code.
Y ou need to look up her address and correct it.

1. Create anew congtituent batch containing the fields, “Last name”, “First
name”, “Address’, “City”,” Province”, and “ Postal Code”. For more
information about Batch, see the “ Adding Constituents in the Data Entry
Grid” section of the Constituent Batch chapter of the Batch Guide.

In the L ast Name column, enter “Le Bon”.

In the Fir st Name column, enter “Amanda’.

In the Address column, enter “11762 Depat Rue”.
In the City column, enter “Montreal”.

S e

In the Province column, enter “QC”.

£ Batch 31 [_ O] x]
File Edit “iew Constituent Favourtes Toolz Help

ESaveandClose‘| u __ |§' @'|| @|@ﬂ||

9 .
H

Lask Mame I First MNarne I Address I City I Province I Postal Code
- Inc
& |Le Bon Amanda 11762 Depat Rue  Montreal QC Ine

| Ready. Congtituent 1 of 1 A

If you want to add

footnotes as address
attributes, you must select
Addressvalidation
footnotes attribute
description, Address
validation footnotes
attributedate, and Address
validation footnotes
attribute comment fields
when setting up your Batch
(select under Constituent
Information, Address,
Attributes). If you do not,
the Add footnote as an
address attribute checkbox
on the AddressFinder screen
will not become enabled and
the footnote will not be
recorded as an address
attribute.
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ag If enough valid address
information exists for
the program to automatically
update and validate the
address, the AddressFinder
screen appears, instead of
the Postal Code Browser
screen. For example, if you
are missing the Postal Code,
but all other address
information is correct, the
AddressFinder screen
appears with the updated
postal code. Y ou do not
need to search for the entire
correct address on the Postal
Code Browser screen.

7. From the menu bar, select Constituent, AddressAcceler ator.

£} Batch 31 [_[O]
File  Edit  Wiew QMsr Favouites  Tools Help
[ Save and Claz F| P -
LDuplicate Search for Batch
Lask Marma | ity | Province | Postal Code |

| | Ine

Le Bon Amanda 11762 Depat Rue  Montreal QC In§
KN i
Ready. Congtituent 1 of 1

The Postal Code Browser screen appears.

Postal Code Browser
Search: Enter pour address criteria in the fields belaw, then click "Find Mow". -
Original Address Find Criteria
TiTaE2IRILE BERAT Address Line 1: I HEEIEDEDN [ ]
Address Line 2 | ﬂ
MONTREAL Muricipality: ~ [MONTREAL Update
ac Province: |QC LCancel
Postal Code: | Help

Results: Select a result address below and click "lpdate” to send the address back.

Mumber | Street Mame | Tupe | Directi0n| Suffi:-c| Suite| FO Bo:-c| Houte| Municipality | Plovince| F~
11762 ALEXANDRE-LACOSTE  RUE MONMTREAL  [QC) +
11762 DE MONTIGNY RUE MONMTREAL  [QC) +
11762 DE SAINT-REAL RUE MONMTREAL  [QC) [
11762 DEPATIE RUE MONMTREAL  [QC) s
11762 DU GEMERAL-GIRAUD  RUE MOMTREAL  [QIC) +
11762 FILION RUE MOMTREAL  [QIC) +
11762 GERMAIN-CHARLAMD  RUE MOMTREAL  [QIC) _ll-j
| | »
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8. Highlight the row with Depatie Rue and double-click it. You realize Rue
Depat iswrong. Therewas an error in the datayou have and thisisthe
correct street name. The updated address information appearsin thefields
at the top right.
Postal Code Browser
Search: Enter wour address criteria in the fields below, then click "Find Mow'. _Eind Now
Original Address Find Criteria F
ear
11762 RUE DEPAT Address Line 1: [11762 DEPATIE RUE -
Address Line 2: | ﬂ
MOMTREAL Muricipaliy:  [MONTREAL Wiz
ac Province: |DE %
Postal Code:  [H4) w3 Help
Results: Select a result address below and click "Update" to send the addresz back.
MHumber | Street Name | Type| Direc... | Su... | Su.. | POE.. | Ruo... | Muricipality | F'rovincel Paostal Eodj
11762 ALEXaNDREL.. RUE MOMTREAL  (QC) H3M 122
11762 DE MONTIGNY RUE MOMTREAL  (QC) H1E 1M8
11762 DE SAINT-REAL  RUE MOMTREAL  [OC) HaM 2v8
762 MOMTREAL H4 w3
11762 DU GEMERAL-.. RUE MOMTREAL  (QC) H4J 2HE
11762 FILIOW RUE MOMTREAL  (OC) H4I1T3
11762 GERMAIN-CHA.. RUE MOMTREAL  (QC) HI1E B56 &
et ALE M e+ LIJ
9. To update the address in the batch, click Update. The Address Finder If you want to add
screen appears. The address information is now correct and certified. footnotes as address

10. To update the postal code in the batch, click Update Address. You return
to the new batch screen and the postal codeisfilled in the correct Postal

Code column.

¥ Batch 31

File Edit “iew Constituent Favourtes Tools

Help

[ Save and Clase - | [ ! -8~ g w0 ED E ) 2 -

attributes, you must select
Addressvalidation
footnotes attribute
description, Address
validation footnotes
attributedate, and Address
validation footnotes
attribute comment fields

(O] <]

Lask Narme |

Firsk Marne

| Address | City |

Province

| Postal Code

when setting up your Batch

(select under Constituent

Le Bon

Arnanda

11762 RUE DEPATIE MOMTREAL QC

H41 1'W3

Information, Address,

4] |

Fieady.

Constituent 1 of 1

Attributes). If you do not,
the Add footnote as an
addr ess attribute checkbox
on the AddressFinder screen
will not become enabled and
the footnote will not be
recorded as an address
attribute.

11. To savetheinformation and close the batch, click Save and Close.

For more information

about committing and
validating batches, see the
Batch Guide.
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If you do not want to

set the business rule to
auto-validate each time you
edit an address, you can still
press F8 on your keyboard
or click the
AddressAccelerator button
on thetoolbar of a
constituent, relationship,
participant, or address
record to run
AddressAccelerator.

Establishing a Business Rule
to Automatically Update
Addresses

On the Business Rules page of Configuration, under General, the Automatically
attempt to validate the address checkbox appears if you have
AddressAccelerator. Mark the Automatically attempt to validate the addr ess
checkbox if you want to seeif an address meets AddressAccelerator standards
whenever you edit an address.

If you check this checkbox, each time you leave a Postal Code field or save a
record where you have added or changed an address, AddressAccelerator
automatically runs. The correct and certified address fields automaticaly fill in.

@ The Raiser's Edge

File Edit “iew Go Favowites Tools Help

4 Back $ Forward| Open in separate windaw

B Home
¢
EGEHETEI When =aving a constituent or gift, if credit card number is invalid...
General @DUDthﬁtE_S " Do nat allow record to be saved
Tables E"'G—_“‘CEI"Z_ o = Display warning
gI=lncIviclo s % Save record aryway
Addressees / -[B] Organisations o
5 alutations H i When editing addresses...
Options . .
7 0 W Automatically attempt to validate the address
Attributes 3 Mame display I
i oy Exclude deceased individuals from...
e Membership [ .
Institutions Generate 0
Batch options ¥ Repoits
General Ledger 4 Gift options ¥ Exports
Letters Gengral op?ions When ing the Pref HOAT to an Al Ay
International Apt\wty opt.lons 0 Usze address tupe from Prefened Addiess
@ Constituent options
= i[5 General options % |Jse thiz default address t_upe:IHDme - il
Fields i & Deceased options
- Alurnni options
r&detmber_shlp @ Mermbership options
AlEganEs General options
Custam Views : Activity options
Event options
E:\l U'__Sser_defin.ed ules -
| | 3
Business Rules
: . ] @ Apply predefined and customised validstion rules to records in The Rafser's Edge

“Welcome to The Raiser's Edge 7 "

Only addresses in countries for which you have marked the Addresses with this
country are available for address validation checkbox are included. For more

information, see “ Setting a Country’ s Availability for AddressAccelerator” on
page 12.
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CHAPTER 2

Blackbaud Analytics services helps you put your constituent data to work. Using
your Raiser’s Edge data, the service identifies your best charitable giving
prospects, helping you maximize your gift revenue. The services analyze historic
and current data, as well as behavioral trends. Y ou learn which individuals are
your best annual, major, and planned giving prospects now and in the future.

Blackbaud Analytics services understands each client is unique. It builds a custom
model of your donors by combining your data with outside sources of
demographic and wealth information. With these additional sources of
information, Blackbaud Analytics services can build models that best distinguish
donors from non-donors and major giving prospects from planned-giving
prospects or annual giving prospects.

In addition to providing you with analytical services, Blackbaud also providesyou
with a utility to move information back and forth between Blackbaud Analytics
services and your Raiser’s Edge database. The Blackbaud Analyticslink takes
you step-by-step through the process of creating an export file with all the
necessary information, sending the file to Blackbaud Analytics services,
downloading the updated file from the Custom Modeling Services back into your
system, and finally updating constituent records.

The updated constituent records house the research results in the form of scores
and demographic data. Scores rate a constituent based on his annual gift
likelihood, target gift dollar range, major gift likelihood, planned gift likelihood,
annuity likelihood, bequest likelihood, and charitable request/trust likelihood.
Scores a so include an asset estimator, estimating the constituent’ s wealth range.
The demographics information Blackbaud Analytics services can provide
includes household income estimates, giving history, and information based on
age and gender groups.

Once you update your records with the score and demographic data provided by
Blackbaud Analytics services statisticians, you can view the new information on
the constituent records.

Frequently Used Terms

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

Exceptions. An exception is arecord the program failed to process. For
example, when you create the export file to send to Blackbaud Analytics
services, any Raiser’s Edge constituent record the program failed to include
in the export is an exception.

Demographics. Demographic information offers a statistical overview of
general characteristics of agroup (age, income, region). The demographic
information Blackbaud Analytics services provides includes household
income estimates, giving history, and information based on age and gender
groups.

FTP. FTP stands for File Transfer Protocol. A standard Internet protocol, FTPis
the simplest way to exchange files between computers on the Internet. FTP
commonly transfers Web page files from their creator to a computer acting as
the files server for everyone on the Internet.
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Prospect. The prospect is the source from whom your organization is
cultivating a gift. For example, if you discover Dr. Robert C. Hernadez has
inherited $1,000,000 and your organization decides to pursue him for a
donation, Dr. Hernadez is a prospect.

Scores. Scores are detailed analyses of gift and constituent prospects. Scores
rate a constituent based on his annual gift likelihood, target gift dollar range,
major gift likelihood, planned gift likelihood, annuity likelihood, bequest
likelihood, and charitable request/trust likelihood. Scores also include an asset
estimator, estimating the constituent’ s wealth and income range.

Accessing Blackbaud Analytics

Blackbaud Analyticsis accessed by clicking Admin on the Raiser’s Edge bar.

» Opening Blackbaud Analytics
1. Onthe Raiser’s Edge bar, click Admin.
2. Click Data Enrichment Services.
3. Click Blackbaud Analytics. The Blackbaud Analytics page appears.
Lia1x

Ohe [dt yew Go Fgeontes Took b
* Dack DOpen in separsiz vandow

ﬂ.-'v-}l'-ir';"u‘-l' idrARalytics

Blackbaud Analytics

& knowledge i L prbeplisbemi et
& action - osm pack Wk
®results e s it

The Modeling service Is a four step process
Step 1.
stap 2.
step 3,

Step 4.

To unlaash the pawer of your data clck
or contact Blackhaud Analytics 3t solibones 1,000 O 1-B00-443-0441

Custom Modeling Services

Welcome bo The Raser's Edge 7

4. From the Blackbaud Analytics page, you can create an export file, send
the file to Blackbaud Analytics services, download the updated file from
Blackbaud Analytics services, and update your constituent records with
the new information.
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Creating an Export File for
Blackbaud Analytics Custom
Modeling Services

The Blackbaud Analytics Export Wizard, accessed through the Blackbaud
Analytics page, smplifiesthe process of extracting important analytical datafrom
your Raiser’s Edge database. Arranged around four tabs — General, Annual
Funds, Capital Funds, and Address Types — the wizard tells you exactly what
information is needed to provide you with the best results.

» Creating an export file

@ For information about 1. From the Blackbaud Analytics screen, click Create an Export File for
accessing the Blackbaud Analytics. The Blackbaud Analytics Export Wizard screen
Blackbaud Analytics screen, appears, displaying the General tab.

see “ Opening Blackbaud

Analyti cs' on page 65. i Blackbaud Analytics Export Wizard

General |énnua| Fundsl Capital Funds | Address Tupes

— Record Optiong

[ Include inactive constituent: [ Include constituents with no valid addresses

— Export File
Mame:  Blackbaud Demo DCTOT20030841 228, cav

Locatian: IC:\Program Files\Blackbaud\The Raisers Edge 7 _I

[v Create control report [ Create output query [v Create quem of exceptions

¢ Back | Mest » | LCloze | EgportNowl

2. To sdlect the records you want to include in your export file, click the
Include button. From the menu that appears, you can choose to include
All Records or Selected Records from your database that satisfy the
export criteria.
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If you choose All Records all recordsin your Raiser’s Edge database that
satisfy your export criteriaare included. If you choose Selected Records,
the Open Query screen appears, so you can choose a query of records to
include in your export file.

i+i, Open Query
Find: IGueries =l
& o |
® Ed |
“]dadd New |
Options |
Find Queries that meet these criteria: ml
Huery type: [ Constituent -] Created On: [08/08/2004 ] Ml
Query format: lﬁ Created by: lm Previouz Search |
Query name: lm Q
Description: lm
[ Show merged queries anly [V Exact match anly Expand Results |

* Inthe Find Queriesthat meet these criteria frame, you can enter
criteriainformation to limit the queries appearing in the grid

» Click Find Now. All constituent queries satisfying the criteriayou
entered appear.

» Select aquery and click Open, or to create anew query, click Add
New

After you select the records you want to include, you return to the
Blackbaud Analytics Export Wizard screen. The query hame appears next
to the I nclude button.

. To include records of inactive constituentsin your export file, mark the
Include inactive constituents checkbox.

. Toinclude constituent recordsin your export file even if the record has no
valid address, mark the I nclude constituents with no valid address
checkbox.

. Inthe Export File frame, aName for the export file you are creating
defaults. You should not change this name. The default nameis consistent
with the Blackbaud Analytics services format and allows statisticians to
easily locate and identify your export file.

For information about

creating a query, see
the Query chapter of the
Query & Export Guide.



68

CHAPTER 2

6.

In the L ocation field, enter wherein your system you want the export file
saved. Click the éllipsis to access the Browse for Folder screen and map
to alocation.

Browse for Folder HE

Local Directary:

- David -]
EIl:l Denigef.
o
-] dochelper
l:l Financial_Edge
-] Graphics J
l:l Samplelata_ffn
l:l SampleDatallk.
l:l Samplelatalls
#- Software
l:l St
- Itilities
M i | ?—m Stahis LI

ak I Cancel |

From the Browse for Folder screen, click OK to return to the Blackbaud
Analytics Export Wizard screen.

To create areport detailing the criteriaused to generate the export file and
explaining any exceptions encountered during processing, mark the
Create control report checkbox.

To create aquery of all recordsincluded in the export, mark the Create
output query checkbox.

To create a query of exceptions, mark the Create query of exceptions
checkbox. We recommend marking this checkbox. The query may prove
useful in identifying and correcting records the program could not include
in the export file.
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10. To moveto the Annual Fundstab, click Next.

11

i Blackbaud Analptics Export Wizard

General  Annual Funds l Capital Funds] Address Llpes]

Search by Fund Dezcription:

&34 Find Now Selected Annual Funds:

1D Description H e} Description
7MEMBER 1937 Memberzhip Fund J

FEamMLAL 1938 Annual Fund M

98MEMBER 1938 Memberzhip Fund

q9aMHUAL 1933 Annual Fund

99MEMBER 1933 Memberzhip Fund J

20004MKNUAL 2000 Anrual Fund J

2000MEMBER 2000 Memberzhip Fund j

¢ Back |

LCloze | Ezport Mow

On thistab you select the annual funds you want to include in the
analysis. Gifts given to the selected funds are exported.

To select afund, highlight the fund in the box on the left side of your
screen and click the single right arrow. The fund appears in the Selected
Annual Funds box on the right side of your screen.

: Blackbaud Analytics Export Wizard

General  Annual Funds ] Capital Funds] Address L,lpes]

Search by Fund Description:

ﬂ B Selected Annual Funds:

[ Dezcription I;| jin] Description
20028MMUAL 2002 Annual Fund 2003 Membership. .. 2003 Membership Fund
2002MEMBER 2002 kemberzhip Fund 2002 AMNMAL 2002 &nnual Fund

2003AMKNUAL 2003 Annual Fund
2003 Membership ... 2003 Membership Fund
ACQUISITION Acquigition Fund
GARDEN Botanical Garden Fund
BUILDING Building Fund

Tar A% lal U P T O Y RPN N

< Back | Mest » ‘ Cloze | Export Mow

If you do not want to scroll down the list of funds, you can enter search
information in the Search by Fund Description field and click Find
Now. For example, if youwant only fundsfor the year 2003, enter “2003"
in the Search by Fund Description field and click Find Now. The funds
list then displays only funds with “2003” in the title.

Toinclude al annua fundsin your export file, click the double right
arrows. To remove a fund from the Selected Annual Funds box,
highlight the fund and click the single left arrow. To remove all funds
from the Selected Annual Funds box, click the double |eft arrows.

69
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Although Capital Fund

information is not
required to create a custom
model of your prospective
donors, we recommend you
include thisinformation in
your export file. The more
information you provide
Blackbaud Analytics
services, the better the
prospect information you
receive.

12. To moveto the Capital Fundstab, click Next.

i Blackbaud Analptics Export Wizard

Qeneral] Annual Fund:  Capital Funds l»’-‘«ddress Llpes]

Search by Fund Dezcription:

| &34 Find Now Selected Capital Funds:

1D Description H e} Description
7MEMBER 1937 Memberzhip Fund J

FEamMLAL 1938 Annual Fund M

98MEMBER 1938 Memberzhip Fund

q9aMHUAL 1933 Annual Fund

99MEMBER 1933 Memberzhip Fund ﬂ

20004MKNUAL 2000 Anrual Fund ﬂ

2000MEMBER 2000 Memberzhip Fund j

¢ Back |

LCloze | Ezport Mow

On this tab you select the capital funds you want to include in the
analysis. Gifts given to the selected funds are exported.

13. To sdlect afund, highlight the fund in the box on the left side of your
screen and click the single right arrow. The fund appears in the Selected
Capital Funds box on the right side of your screen.

: Blackbaud Analytics Export Wizard

Eeneral] Annual Funds  Capital Funds lAddress L,lpes]

Search by Fund Description:

| ﬂ B Selected Capital Funds:

[ Dezcription I;| jin] Description
2000MEMBER 2000 kemberzhip Fund A ZO03AMNMUAL 2003 Annual Fund
2001 AMNUAL 2001 Annual Fund
2001MEMBER 2001 Membership Fund

22
20024MNUSL 2002 Annual Fund J
|

2002MEMBER 2002 Memberzhip Fund
20034MMNUAL 2003 Annwal Fund
(2003 Memberzhip ... |2

ACCLCIT IO

il

< Back | Mest » ‘ Cloze | Export Mow

If you do not want to scroll down the list of funds, you can enter search
information in the Search by Fund Description field and click Find
Now. For example, if you want only fundsfor the year 2003, enter “2003”
in the Search by Fund Description field and click Find Now. The funds
list then displays only funds with “2003" in thetitle.

To select al capital funds, click the double right arrows. To remove a
fund from the Selected Capital Funds box, highlight the fund and click
the single left arrow. To remove al funds from the Selected Capital
Funds box, click the double left arrows.
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14. To moveto the Address Typestab, click Next.

15.

i Blackbaud Analptics Export Wizard

General | Annual Funds | Capital Funds  Address Types |
Pleasze select vour organization's address types for Home Addresses,

Address Tepes

Selected Address Tvpes:
Business I

RE 7 Conversion--&lt
RE 7 Caonversion-Contact

RE 7 Conversion-Home >
RE 7 Converzsion-Org >
RE 7 Converzion-5Spouse Business

RE 7 Converzion-5pouse Home
RE 7 Converzion-Spouse Alt ﬂ

Ernplayraent Histam L44
Schaol Residence
Summer Home

w/inter Home LI

¢ Back | HEst > |

Ezport Mow |

On this tab you select the address types acceptable for analysis. The
program exports only one valid address, but to improve the chances of the
program locating a valid address, you can include as many address types
asyou likein the Selected Address Types box.

The program stops searching for a constituent address after it finds one
valid address to export. For example, you can include “ Summer Home”,
“Winter Home”, and “Former Address’ in the Selected Address Types
box. During the export process, the program first searchesfor a“ Summer
Home” address. If avalid “ Summer Home” addressisfound, the program
includes that address in the export file and stops searching. If no
“Summer Home” address exists on the constituent record, the program
continues searching for a“Winter Home” address.

To select an address type, highlight the address type in the Address
Types box on the left side of your screen and click the single right arrow.

The address type appears in the Selected Address Types box on the right
side of your screen.

: Blackbaud Analytics Export Wizard
Eenerall Annual Fundsl Capital Funds  Address Types |

Pleaze select pour arganization's address types for Home Addresses.

Addres: Types: Selected Address Tupes:

RE 7 Conversion--5S pouse Business ;l Home
RE 7 Conversion--5pouse Home
RE 7 Conversion--S pouse Alt
Emplovrment History

School Residence

" acation Home

Summer Home
winter Home:
Former Add

< Back | HHEst > | Cloze EgportNowl

3@ Only U.S. address
information can be
exported. The program does
not accept international or
Canadian addresses.
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If you did not mark the

Create control report
checkbox on the General tab
of the Blackbaud Analytics
Export Wizard screen, the
Preview Report button does
not appear on the Data
Export Compl ete screen.

16.

17.

18.

19.

To select all Address Types, click the double right arrows. To remove an
address type from the Selected Address Types box, highlight the address
type and click the single |eft arrow. To remove al address types from the
Selected Address Types box, click the double left arrows.

After you complete all Blackbaud Analytics Export Wizard tabs, click
Export Now to create an export file in the location you entered on the
L ocation field on the General tab.

If on the General tab you marked the Create query of exceptions
checkbox, the Save static query screen appears.

Enter aQuery name and a Description that will help you identify the
recordsincluded in the query. The Query for mat field defaultsto “ Static”
and cannot be changed. You can also allow others to execute or modify
the query file.

Click Save. The program processes the export file.

Blackbaud Analyticz Data Export E3

Exporting Data. ..

When the processing is complete, the Data Export Compl ete screen
appears. This screen displays the number of records processed and
exported. It also displays the number of exceptions, if any.
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20. To open the Control Report and view reasons for any exceptions, along
with export results and criteria, click Preview Report.

I New CMS Core Data Control Report HEE

x |4|4 Tef1e » [ n -| = §|@ [eex = |:|ﬂ| Towah70 100% 70 af 70

Prevvigw |

Blackbaud Analytics Export Control Report

Output data file created : PADOC IEAMDertse K\BE _Aralytics\Blaskband_Demo_JANDSZIEIIE0SP. cvv
Resulis
Reconds processed : 171
Records Bponed 101
Exrention ]
Exeption query: BEA Query of Export Exception Recards
Criteria
Trput Guery All recerds
Fxceptions
Prospect ID Reason

Address not foord.
Address not foord.
Address ot found.
Address ot found.
1 Address ot found.
121 A ddress not foond,
122 A ddress not foond,
124 Ho Address live 1.
125 Address not foord.
128 Address ot found.
1z7 Address ot found.

13 A ddress not foond,
=

21. To close the report and return to the Blackbaud Analytics Export Wizard
screen, click the“ X" in the upper right corner.

22. To exit the Blackbaud Analytics Export Wizard, click Close.

You are now ready to send the export file to Blackbaud Analytics
services.

Sending an Export File to
Blackbaud Analytics Custom
Modeling Services

After you create an export file using the Blackbaud Analytics Export Wizard, you
send the fileto the Blackbaud FPT server. From there, statisticians download your
datafor analysis. To send the export file to the FTP server, use the Send the
Export Fileto Blackbaud Analyticsfor Analysis link provided on the
Blackbaud Analytics screen in The Raiser’s Edge. The program automatically
creates aZip file of your data, placesit in the proper folder on the Blackbaud FTP
server, and sends an email to Blackbaud Analytics services, telling the
statisticians your file is available.

If you created an

output query of
exceptions when you
generated your export file,
you can use the query to fix
records listed as exceptions
in the Control Report.
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» Sending an export file

1. From the Blackbaud Analytics screen, click Send the Export Fileto
Blackbaud Analyticsfor Analysis. The Blackbaud Analytics Send File
Wizard screen appears.

i Blackbaud Analyticz 5end File Wizard E3

STl = [ M 5B lackbaud Demo MAYDE20021105074, sy

B | Serd

2. Inthe Export filefield, the most recent export file you created appears.
For moreinformation about creating export files, see“ Creating an Export
File for Blackbaud Analytics Custom Modeling Services’ on page 66.

3. To search for adifferent file, click the ellipsis to access the Blackbaud
Analytics Export File screen.

Blackbaud Analytics Export File HE

Save in: Ia_ﬁ j = =k E-

AxDocs [t
Cryztal s ampleD ata
Cuztom & SysDE
DLL e
EFTDI

Help

Htrnl

MATE

ocH

apwdtd

Pluginz

: File narme: IB BAnalytic:E sport. caw j Save I
Fy Metwork P
Save as type: I Comma Separated Values [*.C5V) j Cancel |

Z

4. On this screen, you can map to adifferent export file and click Saveto
return to the Blackbaud Analytics Send File Wizard screen. In the Export
filefield, the export file you selected appears.

5. After you complete the Blackbaud Analytics Send File Wizard screen,
click Send File. The export fileis copied to the proper folder on the
Blackbaud FTP server. A confirmation message appears, telling you
when the procedure is complete.

Blackbaud Analytics E3

@ Blackbaud_Demo_JAM1 720020848274, cav sent successiully,

6. To return to the Blackbaud Analytics Send File Wizard screen, click OK.
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7. Toreturn to the Blackbaud Analytics page, click Close.

Blackbaud will contact you viaemail and tell you when your analyzed file
is ready. You can then use the Receive Update File from Blackbaud
Analytics link on the Blackbaud Analytics screen to download the new
information.

Receiving Update Files from
Blackbaud Analytics Custom
Modeling Services

After Blackbaud Analytics services creates your models and presents your results,
the service sends you an email message, announcing your scores and demographic
information are ready to import into The Raiser’s Edge. Y ou can use the Receive
Update File from Blackbaud Analytics link on the Blackbaud Analytics screen
to download the new file into your system. This does not update your Raiser’s
Edge records; it just places the file back in your system, from where you can later
update your records.

» Downloading updated files from the Blackbaud FTP server

1. From the Blackbaud Analytics screen, click Receive Update File from
Blackbaud Analytics. The Blackbaud Analytics Get File Wizard screen

appears.

i Blackbaud Analytics Get File Wizard

File Information

FTF filz name: I

Local directon: |E:\Pn:.gram Files\RE7

Doze | Get File |

2. IntheFileInformation frame, click the List Files button. Any
Blackbaud Analyticsfiles available in your pick up folder on the FTP
server appear in the FTP file namefield.

i Blackbaud Analytics Get File Wizard

File Infarmation
FTP fle name: <] ListFies |
ChildrensHozp_D ata.zip
: . |Edit2 HTML ﬁ
Local directony: re. bie, Lpload.zip

Doze | GetFie |
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Inthe FTP file namefield, select the file you want to import back into
The Raiser’s Edge.

Inthe Local directory field, enter a path to the location in your system
where you want the FTP file downloaded.

You can click the dlipsis to access the Browse for Folder screen and map
to the directory and folder.

Browse for Folder HE

Local Directary:

- David -]
EIl:l Denigef.
o
-] dochelper
l:l Financial_Edge
-] Graphics J
l:l Samplelata_ffn
l:l SampleDatallk.
l:l Samplelatalls
#- Software
l:l St
- Itilities
M i | ?—m Stahis LI

ak I Cancel |

To return to the Blackbaud Analytics Send File Wizard screen, click OK.

i Blackbaud Analytics Get File Wizard

File Information

FTF file name: Ire_bio_upload.zip j List Files |

Local directony: IF': SDOCTEAM\Denizek \BE_Analytics _I

Doze | GetFie |

The path you selected appearsin the Local directory field.

5. After you complete the Blackbaud Analytics Get File Wizard screen,

click Get File. The program downloads the file to the selected directory.
A confirmation screen appears when the processiis finished.

Blackbaud Analytics B

|mportForDemo. zip downloaded successfully.
Do you want to update constituents with scores from Blackbaud Analytics?
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If you want to update your constituent records now with the new

information, click Yes. The Blackbaud Analytics Update Records Wizard

screen appears. For detailed instructions about updating records, see
“Updating Constituents with Scores from Blackbaud Analytics’ on

page 77.

7. If you want to wait, and maybe view the update file in Microsoft Excel or
another spreadsheet program, click No. You return to the Blackbaud

Analytics Send File Wizard screen.

8. To return to the Blackbaud Analytics page, click Close.

Updating Constituents with
Scores from Blackbaud

Analytics

After you download the Blackbaud Analytics services file, you can use the
Update Constituents with Scor es from Blackbaud Analyticslink on the
Blackbaud Analytics screen to update your Raiser’s Edge constituent records.
This process adds the research information provided by Blackbaud Analytics

services to your constituent records.

» Updating constituent recordswith Blackbaud Analytics data

1. From the Blackbaud Analytics screen, click Update Constituents with
Scor es from Blackbaud Analytics. The Blackbaud Analytics Update

Records Wizard screen appears.

i Blackbaud Analytics Update Records Wizard [ x|

We strongly

recommend you have a
recent tape backup of your
Raiser’s Edge database
before you run the updating
process. This process
permanently changes your
constituent records.

 File Infarmation

FTP file: IF':\DDCTEﬁ-‘n.M\DeniseK\BB_Anal_l,ltics\ImportForD &mo.zip

| Restoring you database from
abackup isthe only way to

Update file: I ImportForDemo. cev

Exception file: ImportForDemo_E=ceptions. cav

j Paszword: I

reverse the process should
an error occur.

Create files in: |D:\F|E?

—

— Update Options

% Create scores ¢ Update constituent address ¢ Both

[# Create quen of exceptions [ Create query of changed constituents W Create control report

LCloze
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Inthe FTP filefield, the document you most recently downloaded from
the Blackbaud FTP server defaults. To search for a different document,
click the ellipsis to access the Import Blackbaud Analytics Data from

screen.

Import Blackbaud Analytics Data from. .. E ER
Laok in' | 3 RE7 [ S s s
AxDocs ] Plugins
Crystal = rpt
Custam (| SampleData
DLL [ 5usDB
EFTOI Caue
Help @ SampleD ata.zip
Htrnl
MRTK
oo
opsdid
File narme: Im j Open I
Files of type: |2 Files (+2IF) =l Cancel |
' [~ Open as read-only
v

L ocate the downloaded Zip file and click Open to return to the Blackbaud
Analytics Update Records Wizard screen.

In the Updatefilefield, the name of the update file you selected appears.

All files downloaded from Blackbaud's FTP server are
password-protected. In the Passwor d field, enter the password
information that was included in the email message notifying you that
your custom modeling file was ready to download.

In the Createfilesin field, enter where in your system you want the
program to save the file of exceptions. Exceptions are records that for
some reason, The Raiser’s Edge was unable to update.
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You can click the dlipsis to access the Browse for Folder screen and map
to the directory and folder in which you want exceptions saved.

Browse for Folder

Local Directary:

- David

EIl:l Denigef.
o

-] dochelper

l:l Financial_Edge

l:l Graphics

l:l Samplelata_ffn

l:l SampleDatallk.

l:l Samplelatalls

#- Software

& Ste

= Utilities

1771 Mar Stabis

-l

To return to the Blackbaud Analytics Update Records Wizard screen,

click OK.
i Blackbaud Analytics Update Records Wizard [ x|

 File Infarmation

FTP file: IF':\DDCTEﬁ-‘n.M\DeniseK\BB_Anal_l,ltics\ImportForD &mo.zip

Update file: I ImportForDemo. cev

Exception file: ImportForDemo_E=ceptions. cav

=

Create files in: IF':\DDETEAM\DeniseK\EE_Analytics

—

— Update Options

‘f" Create scores ¢ Update constituent address %

i

[# Create quen of exceptions [ Create query of changed constituents W Create control report

LCloze

| Update Recards |

In the Update Options frame, choose from the following options or

checkboxes:
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To better track changes

made to your Raiser’s
Edge constituent records, do
not select to update both
address and score
information at the same
time. Running the
procedures separately gives
you separate query files: one
detailing all address
information updated and the
other detailing all score
information added.

Because updated

addressinformation
overwrites the existing
information entered on the
Addresses tab of the
constituent record, we
recommend creating aquery
of changed constituents.
Y ou can use the query to
track constituent records
affected by the update.

@ If you did not mark the
Create control report
checkbox on the Blackbaud
Analytics Update Records
Wizard screen, the Preview
Report button does not
appear on the Data Update
Complete screen.

» Create scores adds scores or rating information to all constituent
records included in the custom modeling file. Thisinformation appears
on the Prospect tab of the constituent records, in the Ratings category.

» Update constituent address updates all constituent address
information included in the custom modeling file. For example, if the
“Home" addressis updated in the custom modeling file, the “Home”
address on the constituent record is updated; if the “Winter Home"
address is updated in the custom maodeling file, the “Winter Home”
address on the constituent record is updated.

» Both creates scores and updates constituent address information at the
same time.

» Create query of exceptions creates a static query of all records the
program could not update. The Blackbaud Analytics Custom Modeling
statisticians can use this information and research why these records
could not update.

» Create query of changed constituents creates a static query of all
records the program updated.

» Create control report generates a report displaying the number of
records processed and updated, the number of exceptions, reasons for
the exceptions, and the number of addresses updated.

. After you complete the the Blackbaud Analytics Update Records Wizard

screen, click Update Recor ds.

. If you marked Create query of exceptions or Create query of changed

constituents the Save Static Query screen appears (once for each
checkbox marked).

Enter aQuery name and a Description that will help you identify the
records included in the query. The Query format field defaults to
“Static” and cannot be changed. You can aso allow othersto execute or
modify the query file.

. Click Save. The program processes the update request and a tracking

screen appears.

Blackbaud Analyticz Update E3

Updating Becords. ..

When the update is complete, a screen appears, displaying information
about the update.

. The screen displays the number of Records Read, Records Imported, and

Exceptions. It al'so shows the Total Time the processtook and the number
of records updated per second (Records/sec).
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10. If you marked the Create control report checkbox on the Blackbaud
Analytics Update Records Wizard screen, click Preview Report to open

the report.
lg Mew CM5 Core Data Contiol Report [_[2]x]
)|« Tof1 y ] | #&| e =] T |#h|  Tawio 00z Daf0

Previgw |

Blackbaud Analytics Update Summary and Exceptions Report

Resulis
Reconds processed :

Reconds Updated :

Exceptioes

= ® % ® 3

Addresy Records Updated:
Addresy Record Exceptioes

Exceptions
Prospect ID Reason

-

11. Thereport displays result information and details about any exceptions.
Your can print a hardcopy of the report by clicking the print icon at the
top of the screen. To close the report and return to the Blackbaud
Analytics Update Records Wizard screen, click the“ X" in the upper right
corner.

12. From the Blackbaud Analytics Update Records Wizard screen, click
Close. You return to the Blackbaud Analytics page.

Viewing Blackbaud Analytics
Data in The Raiser’s Edge

Blackbaud Analytics updates Raiser’ s Edge constituent records, adding research
results provided by Blackbaud Analytics services. Blackbaud Analytics enters
thisinformation in the form of scores and demographic data. Scoresrate a
constituent based on his annual gift likelihood, target gift dollar range, major gift
likelihood, planned gift likelihood, annuity likelihood, bequest likelihood, and
CRT likelihood. Scores also include an asset estimator, estimating the
constituent’ s wealth and income range. The demographic information Blackbaud
Analytics services provide includes summarized giving history, age, and gender.
The results you receive depend on your contract with Blackbaud Analytics
services and the information you provided the service.

Once you update your records with the score and demographic data provided by
Blackbaud Analytics services statisticians, you can view the new information on
the constituent records. All score information appears on the Prospect tab in the
Ratings category.
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> Viewing scoresin The Raiser's Edge

@ For more information 1. From the constituent record for which you want to view score
about working on the information, select the Prospect tab.

Prospect tab, see the

Prospect Data Entry Guide. =#Mark D. Adamson M= E
File Edit “iew Constituent Letter Favortes Tool: Help
ESaveandElose‘|u|§'&'|K 1 bk H|—’|?E||| ?'|&'|"

w Binl I w Bin2 I v Addiesses | v Addressees/Salutations I v Relationshipz | v Appeals | v MNotes | v Gifts

v Attributes | v Media | v Actions | Haonor/kMemarial | v Molunteer v Prospect | v Membership | » Ewvents
3 Epen .
General
Gifts to other Organizations ud An cac

Fi ial Informati | .
F::::E::I |:r2:2:t:z: Gragh Blackbaud Analytics' ... 117152001 CM3 Major Gift Likelibood 451
Proposal Blackbaud Analytics' ... 11f15/2001 M3 Planned Gift Likelhood 500
R atingz Blackbaud Analytics' ... 11/15/2001 CMS Target Gift Dollar Range $501-$1,1
Z Chronology

[ | o
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2. Ontheleft side of the screen, select the Ratings category. All score
information provided by Blackbaud Analytics services appears on the
right side of the screen.

=i Kathleen R. Bently
File Edit “Wiew Constituent Letter Favortes Tool: Help
ESaveandElose‘|u|§'&'|K 1 bk H|—’|?E||| ?'|&'|"
w Biol I w Bin2 | v Addieszes | v Addreszees/Salutations I v Relationships I Appeals I Motes | v Giftz
v Altributes I Media | v Actions | v HonorMemarial | v Yolunteer | Membership | v Events
Cateqary | Description | S | Date | Comments |;|
|__|CMS CountyState Lauderdals, AL 01/18/2002 Blackbaud Analytics
| |cms Median Monthly Mort, .. $520,00 01/18/z002 Blackbaud Analytics
| |cms white Collar Proportion |0 01/18/z002 Blackbaud Analytics
| Jcms Education Index 106 01/18f2002 Blackbaud Analytics
| |CMS Past Giver Type Mon-giver 0 01/18f2002 Blackbaud Analytics
| |CMS Age 77 01/18/2002 Blackbaud &nalytics
|_|CMS Estimated Income 3 01/18/2002 Blackbaud Analytics
e Annual Gifk Likelihood 145 01/18/2002 Blackbaud Analytics
e Gender Male 01/172002 Blackbaud Analytics
|| M5 Target Gift Dollar Ra... |$251-$500 4 01/18/z002 Blackbaud Analytics
|| EMS Majar Gift Likelihood 3z 01/18/z002 Blackbaud Analytics
| Jcms Flanned «Gift Likelihood GES 01/18f2002 Blackbaud Analytics
|| EMS Asset Estimatar «<$200,000 1 01/18/2002 Blackbaud Analytics
| |CMS Annuity 725 01/18/2002 Blackbaud &nalytics
| |CMS Bequest 325 a1f18/z002 Blackbaud Analytics
e Charitable Request|T... 500 01/18/2002 Blackbaud Analytics
| |cms Gender Male 01/18/z002 Blackbaud Analytics
-
| |

Score information is arranged by columns;

* Inthe Source column, avail able on the Prospect tab, the source
(Blackbaud Analytics Custom Modeling Services [ Blackbaud
Analytics serviceg]) that provided the ratings information appears

* Inthe Date column, the date Blackbaud Analytics services entered the
ratings data appears

* Inthe Category column, the category scored appears. Blackbaud
Analytics services scores constituents for the following categories:

Annual Gift Likelihood with scores ranging from 1-1000 (1 = least
likelihood to give and 1000 = most likelihood to give)

Target Gift Dollar Range measures the capability of the prospect to
make a gift in a particular dollar range

Major Gift Likelihood with scores ranging from 1-1000 (1 = least
likelihood to give and 1000 = most likelihood to give)

Planned Gift Likelihood with scores ranging from 1-1000 (1 = least
likelihood to give and 1000 = most likelihood to give)

Asset Estimator estimates the prospect’s wealth range
Estimated Income estimates the prospect’s income range
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Theresultsyou receive

depend on your
contract with Blackbaud
Analytics services and the
information you provided.

» The Description column displays Blackbaud Analytics servicesratings
for each Category and Date

» The Notes column on the Prospect tab (not shown in screen shot) and
the Comments column on the Attributes tab, house any additional
information the statistician may want to add about the score

» Viewing demographicinformation in The Raiser’s Edge

1. From the constituent record for which you want to view demographics

information, select the Attributes tab.

2. All information downloaded from the Blackbaud Analytics servicesfile

begins with “Blackbaud Analytics services'.

The Category information available for demographic data includes the
following:

 Past Giver Type displays the prospect’s giving history, where
0 = non-giver, 1 = occasiona giver, and 2 = consistent giver

» Age combines all possible sources of age, including client information
and outside sources of age

» Gender combines all possible sources of gender information, including
client information and Blackbaud Analytics services predicted gender.

. Inthe Date column, the date Blackbaud Analytics services entered the

data appears.

. Blackbaud Analytics services enters any notes or comments related to the

datain the Comments column.
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» Viewing addressinformation updated in The Raiser’s Edge

Address update information is posted directly to the Addresses tab of the
constituent records. To view alist of address information changed during the
update process, open the query of changed constituents created when you
updated the records, using the Update Constituents with scores from
Blackbaud Analyticslink. You can then open the affected constituent
records and view the new address information.

1. Onthe Raiser’'s Edge bar, click Query.

@4 The Raiser’s Edge
File Edit “iew Go Favortes Tools Help

4 Back & Fnrward‘ Open in separate window

(5] x]

I Hew Query... ¢ |Open Merge Queries, 3 Delete... | = Pint ‘iﬁun Buery i:] Export ﬁ Find
Tupe: I <Al Typesy j Farmat. |<AI\ Farmatss j
Mame Type Description Format Created Created by Records

‘Welcome to The Raiser's Edge 7

ADD ch or  Appeal  Used by the ]

Fund search Far Supervisar Fund Used by the ... Dynamic 8/23/1999  Superwisor 0 {approx)

Member search for Supervisor Membe.., Used by the ... Dynamic 82311999 Supervisor 51 (appros)

Gift search for Supervisor Gift Used by the ... Dynamic  8/24/1999  Supervisor 0 (appros)

Individual search For Supervy. .. Individual Used by the ... Dynamic 9i2{1999 Supervisar 31 (approsx)

Job search for Supervisor Job Used by the .., Dynamic 92171999 Supervisor 0 {approx)

Organization search for Sup... Organi.. Usedbythe ... Dynamic 9211999  Supervisor 75 (approx)

Yaolunteers Constit... Dwnamic 12/20/1999  Supervisar 25 (approsx)

Action search for Supervisor — Action Used by the .., Dynamic 12/28/1999  Supervisor 633 (appr...

Board Members Constit... This query is ... Dynamic  12f29/1999 Supervisor 9 (approx)

Inactive Records Constit... This query is ... Dynamic 1/31j2000  Supervisar 0 {approx)

Development Committee (.., Constit... This query is ... Dynamic 1/31j2000  Supervisor 2 (approx)

Truralid fddracelBlank Brafe  Cancht  Thicanery iz Nunamic U000 Sinerdicar & (annree) LI
I Only show my queries
Recently Accessed Queries Quick Find

|
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For more information 2. If you marked the Create query of changed constituents checkbox
about working in when you updated the records, the “BBA Query of Changed Records”
%(Jef yt, éee-éhe Query & appearsin the grid of available queries. Select the “BBA Query of
port Guide.

Changed Records’ and click Open. The Recordsin BBA Query of
Changed Records screen appears.

42 Hecords in BBA Query of Changed Records - Blackbaud Analylics

File Edit “iew Format Fecords Fawvortes Tools  Help

=IE R Y

1:Criteria |2:Dutput| §:Sort| ii:FIesuItsI

The filters entered here will determing the recards that are autput.

W Includs inactive constituents W Include deceased constituents W Include constiuents with no valid address

—Awailable Fields —Filters
Show: | <Al =l
[#- Queny Fields j

- Aliazes
- Credit Cards

.

onstituent Solicitor Informat
[#- Primary Alurni Information ¥
3

4
Y Find...l Selent-s | <-Hemove| Ehange...l _[I _]I ﬂl ﬂ llil
| < Back | Mest » | Cancel | Bun Mow |

| | 7 records | tomveo0z

3. Todisplay thelist of changed records with the constituent names, select
the Output tab.

4 Records in BBA Query of Changed Records - Blackbaud Analytics

File Edit “iew Fommat Hecords Favortes Tool: Help
B 1a 36 2

1:Criteria 2 Outputt |§:Sort| ii:F!esuItsl

Select the fields to display in the Resultz gnd. ‘when exporting, these are the fields to export.

—iwailable Fields — Output

Show: | <&l j ¢ First Hame
*- Last Mame

- Added By

- hge

- Arnotation

- Ananymous?

- Birth Date

- Birthplace

- Congtituent [z & Solicitor

- Congtituent |5 A0 Harar, *
3

A
I Y Find...l Selects | <-Hem0\-’e| Change...l LlLI
| < Back | Mest > | Cancel | Bun Maow |

7 records | Honszone
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4. On theleft side of the screen, in the Available Fields box, under the
Congtituent I nformation category, highlight “First Name” and click

Select. Highlight “Last Name” and click Select. “First Name” and “Last
Name” appear in the Output box.

5. Select the Results tab.

# Records in BBA Query of Changed Records - Blackbaud Analytics
Help

=N IR

File Edit “iew Fomat Records Favortes Tools

1:Criteria | 2Z:0utput I 2Sort

| v

Jozeph Diresta

Elizabeth Azhtan

b ark, Adamszon

Allizon Andrews

Geoffrep Beckner o

Julie Bach

Timnothy Billings

F.athleen Biently

Benjiman Connar

Ellen Crenzhaw

Zachery Clarveer

Autumn Compton

Fiypan Darrion

Catlin Doaly

Sean Davenport

Micale Dugtin

Anthony Elli= -
< Back | HERt | Cancel | Bun Mow |

| 230 records

10/1/2003

4

A list of all records changed in the update appear, displaying First Name

and Last Name.
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<= Jogeph P. Diresta

File Edit “iew Constituent Letter Favortes Tools

6. To open aconstituent record, double-click the name. The constituent
record appears.

Help

ESaveandElose‘|u|§'&'|K 1 bk H|—’|?E||||?'|&'|"

v dttributes I Media | v Actions | Honor/kemaorial | v Yolunteer I w Prospect I tembership I w Ewents

— Biographical

Last name: IDiresta Aliages |

First nanne: I.Joseph

Middle name: IP‘atrick

Titles: IMI. j I j
] | [

Saffises: I,.Jr.

Mickname: I.Joe

Maiden name: I

Io: |1

Gender: |Male ] §5M: 394785512

Birth date: |D4,.-'23,.’1985 Ell Age: 37
" Deceased? Date:l EI

b arital status: IManied j

Spouse ||Angela Diresta QI

Solicit code: IUne solicitation annually

|v Bio 2 | v Addresses | v Addreszees/Salutations | v Relatiohships | v Appeals | v Mates | v Gifts

— Preferred Address - Home

Country: IUnited States 'I # More... |

Addrezs lines: | 248 Twin Lane ;I
Building #3233

Ciky: IBirmingham
State: lﬂ Alabama
ZIF: | 35220 2 e
Phones/E-mail{Links ;|
Type I MumberE-mail Address
- Horne 205-566-1254
| |Business 205-568-4200
| |E-Mail JPdiresta@net. com -
4 | »

r— Thizs constituent
I lzinactive W Iz a zalicitor v Digtails |

[T Gives ahongmausly [~ Has no valid addresses

™ Requests no e-mail

w Education | v Business | Bank |

You can view the new address information. For more information about
working in constituent records, see the Constituent Data Entry Guide.
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